
 
   

 

 
 

moynehealth.vic.gov.au 

Facilities Contractor  
Induction Handbook 
 

2025 
 
 
 

Moyne Health Services 
Port Fairy 
 



2 

 

Handbook name: Facilities Management Induction Handbook 

Date: September 2025 
Version No.: 1 
 
  

30-36 Villers Street (PO Box 93), Port Fairy, VIC 3284 // (03) 5568 0100 moynehealth.vic.gov.au 

Acknowledgement: 
“Moyne Health Services acknowledges the 

Traditional Custodians of the land, the Gunditjmara 
People and Eastern Maar Nation and pay our 

respects to Elders past and present. 
We acknowledge and respect their continuing culture 

and the contribution they make to the life of this 
area.” 

 

Our Purpose: 

Best Care - 
Every person, 
Every Time. 

Our Values: 

Collaboration 
Accountability 
Respect 
Excellence 



3 

 

Contents 
1.0 Welcome and Introduction ........................................................................................... 5 

1.1 Purpose of this handbook ............................................................................................... 6 

1.2 Scope of this handbook ................................................................................................... 6 

1.3 Scope of Engagement ..................................................................................................... 6 

1.3.1 Role definitions in this document .................................................................................. 6 

2.0 Prior To Commencing Work ......................................................................................... 7 

2.1 Documentation required ............................................................................................... 7 

2.1.1 Induction Checklist & Declaration ................................................................................. 7 

2.1.2 Administrative Documents ............................................................................................ 7 

2.1.3 Work Permits/Licenses ................................................................................................. 7 

2.1.4 Safe Work Method Statements (SWMS) ...................................................................... 8 

2.1.5 Useful contacts............................................................................................................. 8 

2.2 Contractor Roles and Responsibilities ........................................................................ 9 

2.3 Privacy and Confidentiality ........................................................................................ 10 

3.0 During Work ................................................................................................................ 11 

3.1 Expected Behaviour and conduct .............................................................................. 11 

3.1.1 Public Safety, Privacy and Confidentiality ................................................................... 11 

3.1.2 Work affecting the safety and wellbeing of others ....................................................... 11 

3.1.3 MHS smoking policy ................................................................................................... 11 

3.1.4 Alcohol and substance misuse ................................................................................... 12 

3.1.5 Bullying and harassment ............................................................................................ 12 

3.1.6 Offensive language .................................................................................................... 12 

3.1.7 Occupational violence and aggression ....................................................................... 12 

3.1.8 Reporting of hazards, incidents and injuries ............................................................... 12 

3.1.10 Fatigue management ............................................................................................... 14 

3.2 Compliance requirements .......................................................................................... 15 

3.2.1 Industry codes of conduct .......................................................................................... 15 

3.2.2 MHS Applicable Policies ............................................................................................ 15 

3.3 Types of works - Rules and guidelines ..................................................................... 16 

3.3.1 All works..................................................................................................................... 16 

3.3.1.1 Personal Protective Equipment (PPE) ..................................................................... 16 

3.3.1.2 Infection Prevention and Control ............................................................................. 16 

3.3.1.3 Environmental controls ............................................................................................ 17 

3.3.1.4 Maintenance of tools and machinery ....................................................................... 17 



4 

 

3.3.1.5 Manual Handling and Safe lifting ............................................................................. 17 

3.3.1.6 Designated restricted areas ..................................................................................... 18 

3.3.1.7 Work site boundaries and signage .......................................................................... 18 

3.3.1.8 Housekeeping/ Workplace inspections .................................................................... 19 

3.3.1.9 Contractor Vehicles ................................................................................................. 19 

3.3.1.10 Services isolation .................................................................................................. 19 

3.3.1.11 Fire Protection ....................................................................................................... 19 

3.3.1.12 Noise Management ............................................................................................... 20 

3.3.1.13 Chemicals, Hazardous substances and dangerous goods .................................... 21 

3.3.1.14 Electrical safety ..................................................................................................... 23 

3.3.2 Specific works .......................................................................................................... 24 

3.3.2.1 Working from heights .............................................................................................. 24 

3.3.2.4 Plumbing work ......................................................................................................... 25 

3.3.2.5 Plant and heavy machinery safety ........................................................................... 25 

3.3.2.7 Working in confined spaces ..................................................................................... 26 

4.0 Emergency Procedures .............................................................................................. 27 

4.1 Emergency codes ......................................................................................................... 27 

4.2 Raising an emergency alert ........................................................................................... 28 

4.3 Assembly Points and emergency contacts .................................................................... 29 

4.4 Fire evacuation plans .................................................................................................... 29 

Facilities Contractor: Induction Checklist & Declaration ............................................... 31 

   



5 

 

1.0 Welcome and Introduction  
Welcome to Moyne Health Services (MHS) established in 1849, we are one of Victoria’s 
oldest hospitals. Today, Moyne health Services evolved to become a responsive community-
based organisation and has grown to be a multi-million-dollar health service. Still maintaining 
its long-term history of servicing the health needs of the local and broader community. Our 
focus is on promoting and maintaining strength, wellbeing, independence and individuality 
with dignity.  
  
Services range from health education, literacy and promotion, social support, to delivering 
direct preventative, curative and supportive services, that include Urgent Care, Acute Care, 
Aged Care, Community Health, Home Care services. That employs more than 230 staff – 
one of our region’s largest employers. We have 160-plus dedicated volunteers who have 
donated more than 31,000 volunteer hours.  
 
Port Fairy Profile   

• Located approximately 290 km west of Melbourne.   
• Population of 3,860 as per 2021 census.   
• Primary industries are tourism, farming, fishing, and the arts.   
• Port Fairy was established in 1843.  
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1.1 Purpose of this handbook 

The purpose of this induction handbook is to introduce you to Moyne Health Services (MHS), 
and information about our expectations regarding your conduct at work, our policies and 
procedures and an overview of Occupational Health and Safety (OHS) requirements while 
contracted for MHS.  

1.2  Scope of this handbook 
This induction handbook applies to all contracted trade workers performing a service or 
maintenance for MHS.  

1.3 Scope of Engagement 

1.3.1 Role definitions in this document 
• Contractors (includes contractors, sub-contractors and contractor employees - 

directly or implied control): Workers that provide services to MHS  
*Contractor roles and responsibilities described in more details below (2.2).  
 

• Responsible Officer: Be responsible for the management of the contractor for the 
duration of the contract. MHS Responsible Officer is the Maintenance Supervisor, 
Facilities Manager or, in his/her absence, a competent nominated delegate.  

 
MHS Responsible Officer Responsibilities:  
The MHS Responsible Officer is responsible for the management of the facilities contractor 
for the duration of the contract. MHS Responsible Officer is the Maintenance Supervisor or 
Facilities Manager or, in his/her absence, a competent nominated delegate.  
The Responsible Officer will ensure that 

•  the contractor scope of work is clearly defined.  
• The contract accounts for all works to be completed, any variations agreed before 

work is commenced, and instructions from the Responsible Officer and all minor 
terms of work inferred for the proper execution and completion of the work.   

• Manage the information on the list of Approved Contractors so it is up- to-date and, if 
not, submit updates to the General Manager Support Services.  

• Collect current relevant copies of licenses, competencies and certificates that are 
required to perform the work (Signed and dated), filed securely and updated to MHS 
contractor management systems.   

• Check that the Contractors Induction and Checklist has been completed (dated, 
signed and filed) including the worksite tour.   

• Notify Contractors of any potential hazards associated with the location or use of the 
area where the work is to be carried out (worksite tour). 
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2.0 Prior To Commencing Work 
 

2.1 Documentation required 
2.1.1 Induction Checklist & Declaration 
Prior to commencing work, all contractors must complete the compulsory annual MHS 
Facilities Contractor Induction. This induction ensures the contractor is made aware of MHS 
site specific information, OHS requirements, Infection control and behaviour and conduct 
requirements.  
 
For the Contractor Induction to be successful, the contractor must ensure:   

• Required documentation as outlined in the Contractor Induction Checklist attached 
below.  

• Attendance at a MHS worksite inspection with a Responsible Officer who will advise 
of any potential hazards associated with the work site and provide specific 
instructions regarding security and safety requirements.   

 
2.1.2 Administrative Documents 
The documentation below, as applicable, shall be returned within 10 working days prior to 
commencing work. 

• Company Name, contact details including address, phone numbers and email 
address  

• Australian Business Number 
• Individual Police Checks   
• License numbers  
• OHS White card  
• Current Workers’ Compensation Insurance Policy.  
• Current Public Liability Insurance Policy  
• Current Professional Indemnity Insurance Policy required for consultancy services 

only (if requested).  
• Current Product Liability Insurance Policy  
• Signed MHS Confidentiality Agreement  
• Details of any prosecutions under OHS or related legislation.  
• Specialist Licences, OHS Tickets and Registrations as required e.g. asbestos 

removal  

2.1.3 Work Permits/Licenses 
A signed Work Permit is required to be submitted to and authorised by the MHS Responsible 
Officer or delegate PRIOR to commencing work. This work permit will detail minimum 
requirements, specific instructions, and conditions for the safe conduct of the work for the 
following tasks.  

• Hot work - any activity likely to produce a source of ignition and includes welding, gas 
cutting, soldering, blast cleaning, use of spark producing tools and portable electrical 
equipment.  

• Working at Heights  
• On-site excavation.  
• Working in confined spaces.  
• Penetration of fire walls and floors.  
• Electrical (access and work in high voltage areas).  
• Gas, water, fire service and electrical isolation; and  
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• Asbestos removal (if applicable)  
High Risk Work licences are required to be submitted in accordance WorkSafe Victoria 
guidelines.  
 

2.1.4 Safe Work Method Statements (SWMS) 
Contractors are required to identify specific health and safety hazards associated with the 
work and the methods they will adopt to control health and safety risks to staff, customers 
and by passers.  
  
The completed Safe Work Method Statements (SWMS) must be signed, dated and 
forwarded to the Responsible Officer for review and sign-off. The SWMs must be applicable 
to the current work order issued. Any safety requirements associated with the works, 
including work permits, shall be discussed with the Responsible Officer.  
 

2.1.5 Useful contacts 
MHS Responsible Officer can be contacted via telephone 5568 0149 or email  
maintenance@moynehealth.vic.gov.au 
 

Contact Phone number 
MHS Responsible Officer 5568 0149 

MHS Reception  55680100 

Ambulance, Fire, Police 000 000 
 

  

mailto:maintenance@moynehealth.vic.gov.au
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2.2 Contractor Roles and Responsibilities 
All contractors working at MHS site must follow safe work practices and comply with all 
relevant health, safety, and environmental regulations. This includes holding the correct 
licenses, work permits, certifications, and ensuring equipment has been properly inspected. 
Unlicensed contractors are not permitted to carry out any work.  
  
MHS staff are not responsible to provide training or instructions on the work undertaken by 
the contractors. Contractors are expected to be competent and qualified for the work they 
are engaged to do.  
  
Your safety and safety of others are the top priority, and following rules apply to all 
Contractors, whether working directly or under implied control:  
 

• Contractors must maintain appropriate risk management processes and procedures. 
“At risk” behaviour and non-compliance will not be tolerated. Any risks must be 
reported or escalated to MHS Responsible Officer and managed immediately.   

• All incidents must be reported and investigated promptly to the Responsible Officer to 
ensure that corrective actions are put in place.   

• Ensure compliance with MHS prevention strategies, site policies, and procedures.   
• No smoking or vaping anywhere on site.   
• Tools, equipment, and machinery must be in a safe, well-maintained, and fit for 

purpose condition and suitable for the job being undertaken; MHS may inspect 
equipment before works commence.  

• All portable electrical equipment and extension cords (including all power tools) are 
to be tested and tagged by a suitably qualified person as per relevant Australian 
Standard AS/NZ 3760:2001 and meet Australian Standards; MHS may inspect power 
tools.  

• All welding work requires a work permit, proper shielding, and appropriate PPE.  
• Always keep work area clean and tidy.   
• All safety signs to be obeyed.  
• Barricade work areas and place warning signs to demarcate area.  
• All Contractors must provide, and wear required Personal Protective Equipment 

(PPE) and be trained in its correct use.   
• All ladders must be fit for the purpose and appropriately secured.   
• Contractor vehicles must not travel faster than 5kph on site for pedestrian safety.  

   
Contractor agrees to:  

• Confirm with the Responsible Officer that all contract details and documentation has 
been received before starting work.  

• Discuss any health and safety issues with Responsible Officer while on site.  
• Consult with the Responsible Officer to understand MHS health and safety 

requirements for the job.  
• If the contract exceeds $250,000, submit a Safety Management Plan in line with 

legislative requirements.  
• Provide signed and dated Safe Work Method Statement (SWMS) before starting any 

work.  
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• Ensure all workers attend MHS contractor induction and any site- or project- specific 
inductions in consultation with the Responsible Officer.  

• Ensure all workers on site are fully aware of both health and safety responsibilities 
and organisational requirements.  

• All workers must sign in and out using the registration system at the Maintenance 
Department to notify the Responsible Officer their attendance.  

• All work must be completed during normal business hours (8:00 AM – 4:00 PM, Mon-
Fri) unless prior permission is obtained from Responsible Officer to work outside 
hours.  

• Contractors must be always wearing their identifiable workplace uniform while on 
site; If provided with a MHS Contractor swipe card, ensure it is visible at all times.   

• MHS plant or equipment is not to be used unless prior approval given from the 
Responsible Officer.  

• Submit Safety Management Plan, permits, and SWMS documents outlining health 
and safety management.  

• Provide up to date, signed, and dated licenses, competencies, and certificates 
required for the work undertaken.  

2.3 Privacy and Confidentiality 
• Privacy and confidentiality must be maintained at all times. Contractors must not 

access, record, or discuss any personal information regarding patients, residents, or 
clients.  

• Photographs, filming and recording is not permitted unless approval is given by the 
Responsible Officer. 

• Consent must be obtained, and the use/purpose must be explained if photographs, 
filming or recording of staff or other patients/visitors are taken  

• Any accidental exposure to confidential information must be reported immediately to 
the relevant Responsible Officer who will inform the MHS Privacy Officer.  

• A signed MHS confidentiality agreement must be completed prior to commencing 
work. 
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3.0 During Work 
3.1 Expected Behaviour and conduct 
3.1.1 Public Safety, Privacy and Confidentiality 
Contractors shall take all necessary precautions to protect the safety and welfare of MHS 
staff, residents, patients, clients, and the public. This includes:  

• Providing appropriate barriers or screens to prevent access to hazardous areas and 
exposure to dangerous procedures or substances.  

• Ensuring tools, equipment, and materials are safely stored when not in use.  
• Such actions should be undertaken with the understanding that some clients may 

have specific needs or disabilities and be confused or vulnerable.  
 
Access to Occupied Areas: 

• Contractors must not enter any patient, resident, or client-occupied area without prior 
consent from the nurse supervisor and the patient/resident.  

• Work in occupied areas must be scheduled and supervised to minimise disruption 
and risk.  
 

Security Doors: 
• All security doors must remain locked when entering or exiting the premises.  
• Contractors must ensure external doors are fully closed before moving away, as 

some residents/clients may be vulnerable with specific needs.  
• Any security breaches or malfunctioning doors must be reported immediately to 

Responsible Officer.  

3.1.2 Work affecting the safety and wellbeing of others 
The Responsible Officer must be informed when changes to the worksite affect the health 
and safety of other people at MHS.  
 
Where there is the possibility that dust, noise, vibration, fumes, or other emissions from a 
worksite will affect other people at MHS every effort must be made to consult with the 
Responsible Officer to: 

• plan for the work to be undertaken whilst people are not in the worksite.  
• control the emission at its source.  
• contain the emission within the worksite.  
• remove people from the worksite until the work causing the emissions is completed.  

3.1.3 MHS smoking policy 
MHS is a “smoke free” health facility.    
Smoking and e-cigarettes (vaping) are not permitted on any MHS sites 
including car parks.  
 



12 

 

3.1.4 Alcohol and substance misuse 
The consumption or being under the influence of drugs and alcohol while 
working is prohibited. 

• NO person will be permitted to work while his/her ability or alertness is 
impaired by fatigue, illness, medication, alcohol, or drugs that might 
subject them or others to the unnecessary risk of injury or harm.   

• If you are taking prescribed medication that may affect your ability to safely perform 
your duties, you must notify the Responsible Officer before you start work.  

3.1.5 Bullying and harassment 
MHS is committed to maintaining a safe environment that is free from sexual, racial or 
disability harassment in accordance with the following policies-  

• Zero Tolerance Bullying and Harassment Policy and Procedure (including sexual 
harassment)  

• Anti-Discrimination & Equal Employment Opportunity (EEO) Policy  
• Occupational Violence and Aggression Prevention Policy  

 An overview of these policies will be discussed by the Responsible Officer at Induction.  

3.1.6 Offensive language 
It is inappropriate in a healthcare setting for anyone to be heard swearing, cursing or even 
talking too loudly in the worksite. 

3.1.7 Occupational violence and aggression  
MHS maintains zero tolerance for threats, threatening behaviour, or acts of violence by 
patients, clients. consumers, residents, their family members, visitors, students, volunteers, 
contractors, and staff. MHS will not tolerate violence, or threats of violence in the workplace. 
Any form of abuse, violence or aggression will not be condoned under any circumstances.  
  
Occupational violence and aggression are defined as any incident where an employee is 
abused, threatened, or assaulted in circumstances arising out of, or during, their 
employment. This included being exposed to potential violent unacceptable behaviour.  
 
Any instances of Occupational violence & aggression must be reported to the MHS 
Responsible Officer.  
 

3.1.8 Reporting of hazards, incidents and injuries 
Contractors are responsible for reporting of incidents that occur on any 
MHS site to the MHS Responsible Officer immediately.  
 
All incidents must be:  

• Reported to the Responsible Officer.  
• Recorded on the Contractor’s own Incident/Injury report form.  
• The Responsible Officer will document the incident in Riskman.   
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The Contractor, Responsible Officer, and/or another MHS Representative (such as an OHS 
Coordinator or General Manager) shall investigate the incident/injury as per MHS incident 
management framework, so that recommendations for corrective/preventive measures can 
be determined and implemented. In addition to determining if any mandatory reporting 
requirements are applicable.   
  
The Contractor’s incident/injury report is to be signed off by the Contractor. A copy of the 
completed report must be given to the Responsible Officer as relevant and uploaded to the 
MHS Riskman Incident Report.  
 
Contractors are responsible their own safety and that of their staff whilst on site. In the event 
a contactor sustains an injury on site. The contractor is responsible for their treatment and 
rehabilitation.  
 
3.1.9 OHS Issue resolution 
For the resolution of workplace health and safety issues contractors shall adhere to the 
Issue resolution flow chart below or provide their own documented procedure.   

 
REFERERNCE: WorkSafe Victoria, A handbook for workplaces: Employee representation, Edition 5, October 
2024 
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3.1.10 Fatigue management  
Fatigue can cause reduced concentration, impaired coordination, increased error rates, 
compromised judgement and slower reaction times. This can ultimately increase the risk of 
injuries and workplace incidents. Contractors are expected to adopt a risk management 
approach, in consultation with their employees, to identify hazards, assess risks and 
eliminate or minimise risks associated with fatigue.  
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3.2 Compliance requirements 

3.2.1 Industry codes of conduct 
MHS expects all employees and contractors to adhere to the following codes of conduct:  

• Code of Conduct for Aged Care   
• NDIS Code of Conduct National Disability Insurance Scheme (Code of Conduct) 

Rules 2018.  
  

These codes of conduct should be referenced for detail, however a few points to include:  
• Treat all people with dignity and respect  
• Respect people’s privacy  
• Prevent and report all forms of violence, exploitation, neglect, abuse and sexual 

misconduct. 
 

3.2.2 MHS Applicable Policies 
All MHS policies are available upon request from the MHS Responsible Officer.  
The following MHS Policies below are applicable to the content of this handbook:  

• MHS Anti-Discrimination & Equal Employment Opportunity (EEO) Policy  
• MHS Infection Prevention & Control Framework  
• MHS Occupational Health and Safety Policy  
• MHS Privacy, Confidentiality and Release of Personal and Health Information Policy  
• MHS External Service Providers Policy  
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3.3 Types of works - Rules and guidelines 

3.3.1 All works  

3.3.1.1 Personal Protective Equipment (PPE) 
PPE Rules for Contractors (MHS Sites)  
 All PPE must meet Australian Standards.  

• The PPE you wear depends on the job and the risks 
involved.  

• Take PPE off before leaving the work zone to avoid 
spreading dirt or contamination.  

• A record of what PPE is used for each job must be 
kept by the Responsible Officer (e.g. in SWMS, Risk 
Assessments, or other site policies).  

  
Footwear    

• MHS has a closed shoe policy: all contractors must wear enclosed shoes on site.  
• If your work involves higher risk (e.g. lawn mowing, maintenance), you must wear 

steel-capped boots.  
• Safety boots must comply with AS/NZS 2210.3 – Safety Footwear Standard.  

 

3.3.1.2 Infection Prevention and Control 
As a Contractor working in a healthcare setting, there is a shared responsibility to protect 
patients, residents, staff, and yourself from the risk of infection. Following the National Health 
and Medical Research Council (NHMRC) recommendations, you are responsible for:  
  
Hand Hygiene  
Wash your hands with alcohol-based hand rub or wash with soap and water as appropriate  

• before and after work duties  
• after taking off gloves or PPE  
• after touching anything that might be dirty/contaminated   

  
Use of Infection Prevention PPE  

• Wear Infection Prevention PPE (gloves, masks, gowns etc.) when required.   
• Follow signage and MHS staff directions on PPE use.   
• Dispose of PPE in correct bins.  

  
Work area cleanliness   

• Keep work area clean and tidy at all times.   
• Dispose waste correctly   
• Don’t cross-contamination between tools, surfaces, and equipment.  

  
If you are sick  

• Don’t come to site if you have vomiting, diarrhoea, fever, or flu-like symptoms.  
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• If you become sick or unwell on site, report symptoms to the Responsible Officer and 
leave site immediately. 

  
Outbreak   

• During an outbreak, follow any control measures implemented in MHS, practise strict 
PPE use, and comply with any restrictions issued by the Infection Control Team.  

  
Equipment and Tools   

• Use clean and well-maintained tools.   
• Disinfect tools between sharing.   

 

3.3.1.3 Environmental controls 
Safety Data Sheets are to be provided for all chemicals used. In addition to ensuring the 
MHS Responsible Officer be informed of any chemicals being used on site.   
  
Refer to section 3.1.13 Chemicals, Hazardous Substances and Dangerous Goods  
The contractor must ensure a spill kit is available in the event of a spill, for any chemicals 
they bring on site.  
  
Spills must be immediately reported to the MHS Responsible Officer.  
 

3.3.1.4 Maintenance of tools and machinery  
• Tools, machinery and equipment to be used for the contracted work are to be 

supplied by the Contractor.   
• All tools, equipment and machinery must be adequately designed for the task, 

maintained in good condition, fitted with safeguards and inspected in accordance 
with appropriate statutory requirements or standards.  

• All electrical tools, appliances and extension leads must be residual current device 
(RCD) protected, be tested and have current electrical safety tags.  

• Electrical leads should not be used in access ways unless prior approval is given by 
the MHS Responsible Officer.  

• The use of explosive powered tools on MHS premises is to be in accordance with the 
relevant Occupational Safety and Health Regulations (as amended).  
 

3.3.1.5 Manual Handling and Safe lifting 
MHS is committed to a safe workplace by identifying and reducing manual handling hazards 
to minimise the risk of injury.   
  
Contractors shall identify, assess and control the risks associated with manual handling. 
  
Contractors will provide and apply appropriate mechanical aids and equipment to control the 
risk of manual handling and ensure safe lifting techniques are used.  
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• Provide appropriate mechanical aids and equipment (e.g. cranes, material hoists, 
forklifts, hand trucks)   

• Ensure mechanical aids and equipment are used and maintained in accordance with 
manufacturer specifications   

• All lifting accessories (wire and chain slings, shackles etc) shall be clearly marked 
and legible with their safe working load.   

• Rigging equipment shall only be used for its intended purpose and all lifting gear 
shall be visibly marked in accordance with the relevant Australian Standards.  

• Ensure safe lifting techniques are known and used.  

• Ensure floors and ground surfaces in work areas, car parks and entrances remain 
clean, well lit, and clear of obstacles. 

• Arrange for bulky materials to be delivered to the final work location.  

• Provide lifting points or handles for heavy or awkward loads.  

• When lifting objects use appropriate personal protective equipment (e.g. gloves, long 
trousers, boots, knee protection pads) and cover any sharp edges.  

 

3.3.1.6 Designated restricted areas 
MHS has designated restricted access areas. Unauthorised entry to these areas is strictly 
prohibited. Where it is necessary to enter a designated restricted area, the Responsible 
Officer will make the necessary arrangements prior to the commencement of works and 
appoint a point of contact for the Contractor for this area. Additional and specific training and 
instruction may be required.  
 

3.3.1.7 Work site boundaries and signage 
Worksite boundaries may be specified in the Contract or by agreement between the 
Responsible Officer and the Contractor. Worksites are to be clearly defined with an agreed 
site boundary. Boundaries must be erected PRIOR to work commencing.  
  
Worksites designated as restricted areas are required to have notices displayed in 
accordance with Australian Standard 1319 (as amended) for warning signage. It is the 
Contractor’s responsibility to ensure:  

• Sufficient signage is displayed.  
• The boundaries will be constructed according to the circumstances and nature of 

work taking place and may include fixed fence panels, barricades, warning signs 
and/or other agreed methods, inclusive of a Traffic Management Plan when 
necessary.  

• If work is being undertaken in a pedestrian walkway hazard warning signage, barriers 
or traffic cones must be used to warn pedestrians.  

• In determining worksite boundaries every effort shall be made to minimise disruption 
to the normal activities in the area whilst ensuring the safety and health of the MHS 
community and the contractor. Any damage caused by the contractor outside the 
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designated worksite must be immediately rectified to the satisfaction of the 
Responsible Officer.  

• Where a doorway, passageway, emergency exit, access to, or egress from a building 
will be affected due to the works, alternative routes must be provided, signed, and 
notice must be given to the Responsible Officer. 

 

3.3.1.8 Housekeeping/ Workplace inspections 
Good housekeeping practices contribute to the prevention of injuries. Contractors are 
responsible for ensuring that the work areas within their control are maintained to a high 
standard. Working areas, steps, passages, and safety exits are to be always kept clear of 
obstructions. Working areas must be barricaded and appropriate warning notices erected. All 
materials and debris must be lowered and not dropped from elevated locations and 
platforms.  
Contractors shall routinely inspect their MHS worksite to ensure that their work procedures 
are being followed and are free from hazards. 
 

3.3.1.9 Contractor Vehicles 
Contractor vehicles must not travel more than 5 km/hr on site. In areas where people are 
present travel must be at a speed to avoid any collision. Contractors must give way to 
pedestrians. Car parking arrangements will be directed by the MHS Responsible Officer.  
 

3.3.1.10 Services isolation 
• Before isolating any service such as electricity, gas, water, data or communications, 

the contractor shall obtain an approved permit through the Responsible Officer.   
• Existing services to MHS premises must not be shut down, disconnected or in any 

way altered without prior approval of the Responsible Officer.  
• Interruptions to services are to be kept to a minimum and only at such times as 

agreed to by MHS. Ensure that all tagging is removed at the completion of works.  
 

3.3.1.11 Fire Protection 
The Contractor, Sub-Contractor and their employees are responsible for fire protection at the 
worksite, in accordance with the AS2444 (as amended) and the Building Code of Australia. 
This includes having close access to relevant firefighting equipment in the immediate vicinity 
and familiarity with the operation of this equipment.  
  
Examples of fire protection equipment are:  

• Fire blankets.  
• Fire extinguisher (appropriate to the hazard e.g. CO2 for electrical hazards).  

  
Contractors must:  

• Abide by all permits and ‘No Smoking Policy’.  
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• Not use heat sources or ignition devices in and near areas where there are 
flammable and combustible materials.  

• Know how to raise the fire alarm.  
• Maintain standards of housekeeping which prevent the accumulation of combustible 

or flammable materials.  
• Store and use flammable liquids and gases appropriately and in accordance with 

safe operating procedures i.e. closed metal containers.  
• Store combustible materials where they are unlikely to be ignited or contribute to the 

spread of fire.  
• Maintain equipment so that the build-up of heat or spark discharge is eliminated.  
• If any fire occurs and is extinguished during the works, then work is to be ceased, 

and the incident must still be reported to the Responsible Officer.  
• All MHS firefighting equipment must be returned to their designated locations and 

reported promptly to the Responsible Officer if used.  
• Fire protection alarms, fixed installations and ancillary equipment, such as pumps 

and water supplies, shall not be shut down or altered without authorisation from the 
MHS Responsible Officer.  

• Please note that under no circumstances must contractors isolate the fire indicator 
panel. Only MHS Maintenance staff members are permitted to isolate the fire 
indicator panel.  

• Consider and control work activities that could create a spark, an ignition source or 
explosion particularly during the high danger fire period. Hot work must not be 
undertaken on total fire ban days.  

• Provide a copy of SDS for chemicals used on site.  

3.3.1.12 Noise Management 
MHS is committed to ensuring that staff in the workplace are not exposed to noise that 
exceeds the noise exposure standard. Exposure to occupational noise will be eliminated 
where possible, or, if this is not reasonably practicable, minimised to reduce the risk of 
hearing damage.  
  
Contractors working in hazardous noise areas are required to:  

• Follow all procedures designed to reduce the risk of hearing loss in the workplace.  
• Wear personal hearing protection in hazardous noise areas, including when 

operating lawn mowers, chainsaws, whipper-snippers, power tools, or other noisy 
equipment.  

• Participate in noise assessments if required.  
• Adhere to Safe Work Practices and instructions in hazardous noise areas, ensuring 

that hearing protection or other controls are consistently used.  
  
Contractors shall also:  

• Comply with Environmental Protection Authority (EPA) requirements and take all 
reasonable steps to minimise noise at the worksite.  

• Use construction equipment fitted with noise suppressors where available.  
• Ensure that noisy work is conducted during appropriate hours (9:00 AM – 4:00 PM). 

Due to the nature of certain works or specific locations, noise may be restricted 
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during rest periods or at times when staff cannot permit noise. Contractors must 
consult the reporting officer prior to commencing noisy activities.  

• Wear personal protective equipment (PPE) during all noisy operations  
  

3.3.1.13 Chemicals, Hazardous substances and dangerous goods 
Contractors must supply copies of Safety Data Sheets (SDS) to the MHS Responsible 
Officer for any chemicals or hazardous substances that they bring onto MHS property, with 
details of the quantity and storage. The legislation requirements in relation to dangerous 
goods must be adhered to at all times, including proper handling, labelling, storage, and safe 
disposal.  
 
Small quantities of flammable liquid, for example, solvent-based paints and enamels, may be 
kept near the point of use, provided that:  

o suitable sealed containers with a maximum capacity of 20 litres are used.  
o no open flames or spark generating equipment are in the vicinity.  
o adequate fire protection equipment is at hand.  

 
Cylinders of flammable and non-flammable compressed gases may be taken on-site for use. 
For example, oxyacetylene sets or fuel for LPG forklift trucks. Spare cylinders must be 
stored in accordance with the provision of the Dangerous Goods (Storage and Handling) 
Regulations (as amended). Oxy-acetylene cylinders and equipment are not permitted to be 
carried over the shoulder but must be transported on self-supporting trolleys when being 
moved throughout the site. All oxyacetylene hoses must be fitted with flash back arresters. 
All compressed gas/liquid cylinders must be stored in the upright position during use and 
transportation. Oxygen and gas cylinders shall be kept away from heat, fire or electrical 
lines. All cylinders must comply with relevant regulation dates.  
 
The storage of larger quantities of flammable liquids at the worksite is NOT allowed. 
Turpentine, thinners and methylated spirits should be stored in an appropriate container with 
lid and labelled. Where Contractors vehicles and machinery must be refuelled on-site from 
drums or tanks, the storage and fire protection must meet all statutory requirements. 
Approval for storage of flammable or combustible liquids must be obtained from the 
Responsible Officer. Bunding to prevent spills shall also be used. Spills are to be reported 
and cleaned.  
 
The Contractor must obtain approval for any hazardous substances to be brought on site 
prior to delivery to site. In order to minimise risk, orders should be made for only one to two 
days’ supply to be brought on site. Contractors will be responsible for the safe keeping of all 
hazardous substances used. When not in use, these substances shall be kept in approved 
storage facilities at MHS. Hazardous substances shall be appropriately labelled and safety 
data sheets (SDS) supplied to the MHS Responsible Officer who will then assess the risk 
and approve conditions for use on the site.  
 
Chemical Management 
Summary Safety Data Sheets (SDS) will be available and accessible on site.   
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• Contractors are not to use any chemical at MHS until they have read the safety 
instructions on the Safety Summary Sheet or Safety Data Sheets (SDS).   

• Contractors are not to bring any chemicals onsite unless it has been approved. 
Approval for the use of new chemicals must have approval from the MHS 
Responsible Officer or Facilities Manager.   

• A SDS must be obtained and provided for all chemicals bought on site   
• Storage of chemicals and hazardous substances is to be in compliance with the 

Safety Data Sheet requirements.  
• Use personal protective equipment, as indicated on the SDS, whenever using a 

chemical/hazardous substance e.g., gloves and/or mask.   
• Never transfer or store chemicals into food or drink containers or unlabelled 

containers.  
• All containers shall be labelled so that the label:  

• Is on the outside of the container and firmly secured.  
• Is of durable print and is of contrasting colour(s) to background colour.  
• Is in English language and lettering is easy to read.  
• Is not defaced or altered.  
• Contains the product name and state the type of use   

  
Prohibited hazardous substances as defined by the Occupational Health and Safety 
(Hazardous Substances) Regulations 2017 and the Dangerous Goods (Storage and 
Handling) Regulations 2012, are not to be used on any MHS site. In addition, scheduled 
carcinogenic substances are also not to be used on any MHS site.   
 
Spill Prevention and chemical spill cleanup procedure  

• Where chemicals are stored in bulk, a spill containment kit must be provided. Spills 
must be prevented from entering storm water and drainage systems.  

• Immediately identify the source and type of chemical spill. Never leave the spill 
unattended. Refer to the Safety Data Sheet, for information about how to clean up 
the chemical.  

• Wear appropriate PPE (e.g., gloves, mask, and goggles), before contact with any 
hazardous substances or chemical (refer SDS).  

• If safe to do so, shut off or block the source of the spill.  
• Cordon of spill area and restrict access.  
• Assess area for potential hazards i.e., toxic fumes, ignition sources, adverse 

reactions with other chemicals.  
 
Asbestos 

• The Responsible Officer will have access to MHS Asbestos Register located near the 
contractor sign-in register. The MHS Asbestos Register identifies the location of 
asbestos on site and must be adhered to all times.  

• No work shall be undertaken to move; drill attach or in any way alter material that 
may contain asbestos.  

• When working near asbestos or when the contract involves the removal of asbestos 
material, Contractors, must comply with legislative requirements to ensure safe work 
procedures.  

• MHS has, as far as practicable, labelled asbestos locations with “Warning contains 
Asbestos” (red and black) stickers and advice the Contractor of its location at the 
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worksite. If the Contractor finds any other suspected asbestos material at the 
worksite work shall cease. It shall then be brought to the attention of the Responsible 
Officer will arrange to have the material removed, using a licensed asbestos removal 
contractor, prior to any further work.  

• Contractors shall not disturb, cut, grind, use high pressure, explosive, high vibration 
equipment or conduct any work on asbestos products unless they are approved 
registered asbestos Contractors.  

 

3.3.1.14 Electrical safety 
Portable Electrical Equipment Portable electrical equipment must be:  

• double insulated; or   
• connected to a current operated earth-leakage device; or   
• connected to an isolating transformer; or   
• connected to an earth-monitoring device.   

 
Flexible Cables/ Extension Leads 

• A visual inspection should be conducted prior to the use of any electrical equipment. 
• Electrical equipment not required shall be switched off.  
• Areas around electrical switchboards should be kept clear to one metre.  
• All electrical equipment is safety checked as per Australian Standard AS/NZ 3760: 

2001  
• Flexible cables or extension leads must be in serviceable condition.  
• All flexible cables or extension leads must be supported at least two metres from the 

floor or ground if:  
• the plug connected to the supply is more than ten metres from the equipment: 

or  
• if the person using the equipment to which the lead is connected cannot see 

the plug connected to the electricity supply; or 
• the lead crosses a passageway.   

• Ensure flexible cords are securely anchored and not twisted or knotted.   
• Extension leads are to be used as a temporary measure and no more than one 

extension cord per item shall be used.   
• Extreme care must be taken to ensure extension leads do not constitute a trip 

hazard.  
• Double adaptors and piggyback plugs are not to be used. Instead, approved power 

boards (with over-load cut out switches) may be used. These must be tagged and 
tested.  
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3.3.2 Specific works 

3.3.2.1 Working from heights 
• When working at heights, the area must be cordoned off to restrict personnel from 

the area. 
• Use fall protection if you are working within 2 metres of an edge where you could fall 

more than 2 metres. This includes roofs, ledges, and open pits.  
• If you use a safety harness, you must have a Work Safety at Heights certificate, and 

at least two workers must be present.   
• All scaffolding equipment must meet safety requirements, be inspected and certified.  
• Scissor lifts, cherry pickers, and other EWPs can only be used by trained and 

licensed workers. Follow the manufacturer’s instructions. Put barriers around the 
drop zone, and secure (tether) tools when using them.  

• All ladders must meet Australian Standards. They are only used for access, exit, or 
light work. Always secure the ladder and set them up safely. Tie them off or use a 
gutter hook if needed.  

• Keep equipment logbooks up to date. The MHS Responsible Officer may check 
equipment before use.  

• Use safe roof access points where available. 
• Wear a hard hat when working at heights or near EWPs.  
• Before and during overhead work, make sure people and property are safe from 

falling tools, debris, or materials.  
 
 
3.3.2.2 Lifting devices and rigging 

• All lifting gear (wire and chain slings, shackles, etc.) must be clearly marked with the 
safe working load, and the markings must be easy to read.  

• Only use rigging equipment for its intended purpose. All gear must be marked, 
checked, and in good condition, following Australian Standards.  

• A Safe Work Method Statement (SWMS) is required for all large mobile plant (e.g. 
excavators, mini diggers).  

• Cranes must meet Australian Standards, comply with legislation, have the right 
certification, and be registered with WorkSafe Victoria.  

• Anyone operating a crane, mobile plant, or rigging equipment must be properly 
trained and certified.  
 

 
3.3.2.3 Electrical work 

• Only MHS-approved contractors, who are fully qualified and licensed, can carry out 
electrical work.  

• Work must only start after a work order is issued by the Responsible Officer.  
• All electrical installation work must comply with legislation and Australian Standards 

(AS3000 and AS3002).  
• For notifiable works, contractors must give the Responsible Officer a copy of the 

supply authority’s Preliminary Notice and Notice of Completion.  
• All portable electrical equipment must be tested and tagged by a licensed tester. 

Untagged equipment must not be used.  
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• Electrical joints must only be made with approved plugs, sockets, or junction boxes.  
• Residual Current Devices (RCDs) must be used where required.  

 
Extension leads:  

• Must be in good condition and no longer than 30 metres.  
• Must be raised off the ground if there is water or other hazards.  
• Must be placed so they don’t create trip hazards.  

  
Contractors must provide documentation for electrical works, including:  

• Certificate of Electrical Safety  
• Any required permits  
• Switchboard labelling  

 
Electrical Isolation Requirements 

• Only qualified, licensed, and trained workers are allowed to do electrical isolation.   
• The Responsible Officer must be told before any electrical services are isolated.  
• All isolation work must follow Australian Electrical Standards and lockout procedures. 

Do not start work until the Lock Out Tag Out (LOTO) is in place.  
• Any work on new circuits, or where accidental energising could cause injury, needs a 

separate Work Permit approved by the MHS Responsible Officer.  
 

3.3.2.4 Plumbing work 
Plumbing and gas contractors must give the MHS Responsible Officer the required 
certificates (Preliminary Notice or Notice of Completion) as per legal requirements.  
 

3.3.2.5 Plant and heavy machinery safety 
• Contractors must follow all Occupational Health and Safety (Plant) Regulations when 

working with plant.  
• Plant maintenance records and risk assessments must be available for inspection 

when requested.  
• Plant must be inspected before starting work on site. Daily safety checks must be 

done by both the Contractor and Responsible Officer before starting work each day.  
• Cranes must meet legislation and Australian Standards, have valid certification, and 

be registered with WorkSafe Victoria.  
• Anyone operating a crane must be trained and hold the correct competency 

certification for that specific crane.  
 
 
3.3.2.6 Excavation and trenching 

• All excavation and trenching work must follow Victorian OHS laws.  
• The Contractor and Responsible Officer must identify underground utilities before 

work starts.  
• Excavations deeper than 150mm require service location. Services must be marked 

on the ground and a report issued.  
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• If underground obstacles are uncertain, call the 1100 “Dial Before You Dig” hotline 
before starting work. Obtain plans and consent from the relevant utility companies.  

• The Contractor must provide all necessary sheeting, shoring, or bracing to ensure 
safe work at all times.  

• Any underground obstacles found must be reported to the Responsible Officer. This 
information must be used to decide the safe course of action before continuing work.  

 

3.3.2.7 Working in confined spaces 
All work in a confined space at MHS requires a Confined Space Entry Permit.  
Only trained and competent personnel may enter confined spaces.   

• Confined spaces are marked with signage  
• Confined spaces may include the following:  

• Limited access and exit points  
• Not intended for regular work  
• Poor ventilation or harmful contaminants  
• Unsafe oxygen levels  
• Examples include roof spaces, pipes, vats, pits, excavations, water tanks, boilers, 

etc.  
• If unsure about an area, contact the Responsible Officer.  
• Always use a spotter when working in confined spaces.  
• Do not enter a confined space where an injury has occurred unless there is proper 

backup and site protection.  
  
Immediately report any incidents or unsafe situations to:  

• Responsible Officer: 5568 0149  
• Reception: 5568 0100  
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4.0 Emergency Procedures  

4.1 Emergency codes 
It is important for contractors to understand the colour emergency codes and respond 
appropriately in case of an emergency. If an emergency code is announced, remain calm, 
stop work, stay in your area until directed otherwise and follow all reasonable instructions by 
Moyne Health Service staff immediately.  
  
The emergency response quick reference guide details response for each code and will be 
discussed at the Induction. 
 
MHS Emergency Codes 
Code Meaning 

Code Red Fire/Smoke 

Code Blue Medical Emergency 

Code Purple Bomb Threat 

Code Yellow Internal Emergency 

Code Brown External Emergency 

Code Orange Evacuation 

Code Grey Unarmed Personal Threat 

Code Black Armed Personal Threat 
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The Emergency Response Quick Reference Guide: 

 
4.2 Raising an emergency alert 
If an emergency occurs at your worksite (e.g. fire, medical emergency, or other immediate 
danger):  

• Raise the alarm immediately by calling 000 and notifying MHS staff.  
• Activate the nearest fire alarm or emergency button (if available).  
• Inform your Responsible Officer right away.  
• Follow MHS emergency procedures and evacuation instructions.  
• Do not put yourself or others at risk.  
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4.3 Assembly Points and emergency contacts 
Your safety and the safety of others is the top priority. Follow the facility’s fire evacuation 
procedures in the event of a fire.  

1. Stop work immediately.  
2. All tools and equipment are to be put aside or stored to avoid obstructing walkways 

or prevent tripping hazards  
3. Follow Moyne Health Service’s fire warden instructions.  
4. Evacuate to the nearest designated assembly points.  

  
Do not attempt to manage the fire yourself unless trained and safe to do so.  
 
The Responsible Officer will identify the specific assembly points for your work area during 
your mandatory worksite tour. 

4.4 Fire evacuation plans 
The designated assembly points for the facility are listed below, along with key emergency 
contact numbers to be used in the event of a fire emergency. As part of the workplace tour, 
the Responsible Officer will advise of the relevant Assembly points.   
In the event of an emergency, follow the directions of the designated Warden.   
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Facilities Contractor: Induction Checklist & Declaration 

 
MHS Induction details  
MHS Inductor: Date:  
MHS Responsible Officer:  
Worksite location:  Site tour conducted:   � Yes    � No 
Persons being Inducted:  

 
Contractor details  
Contractor Trading Name:  
ABN Number:  
Services to be provided: 
  
Contractor contact details  
Contractor contact name: 
Contact address:  
Contact email address:  
Contact telephone number:  
Emergency contact: 

 
Documentation required 
Documentation Obtained  Expiry date 
Company specific 
Public Liability Insurance Policy   
Professional Indemnity Insurance 
Policy 

  

Product Liability Insurance Policy    
Workers’ Compensation Insurance 
Policy 

  

Personnel specific 
Police Check   
Signed MHS Confidentiality Agreement    
OHS White card – construction 
induction 

  

Specialist Licences/OHS Tickets 
 

  

Job specific  
Safe Work Method Statements (SWMS)   
Work Permits   
   

 
Induction  
General Information  Completed  Comments  

Smoke Free Environment      
Contractors Sign In Book 
(including entry and exit to site)  

    



32 

 

Conduct – Privacy & 
confidentiality residents/clients 
specific 

    

Environments Orientation  
Reception/Administration 
Office  

    

Nurses Stations      
Amenities      
Workshop      
Restricted areas   

   
OHS Orientation  

OHS Responsibilities   
Expected behaviour – bulling, 
harassment, OVA and code of 
conduct  

    

Fire & Emergency Procedures   
Incident Reporting      
First Aid Procedures      
Hazard Identification & 
Reporting  

    

Chemical Management 
including Safety Data Sheets and 
storage 

    

Asbestos Register    
Housekeeping and Storage      
Personal protective equipment 
footwear and clothing  

    

Worksite signage     
Working in isolation     
Electrical Equipment tagged 
and tested  

  

Vehicles on site   
Safe Work Method 
Statements (SWMS) 

  

   
  Work Permits 

Excavations – permit to 
excavate   

  

Working on roofs – permit    
Hot Work – permit to weld    
Confined Space – permit   
   

 Infection Control 
PPE & Infection control 
protocols 

    

Hand Hygiene      
other site-specific hygiene 
requirements 

    

Contractor’s Handbook  
Handbook received by 
Contractor  
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Contractor declaration 
Acknowledgement of Receipt  
I hereby acknowledge that I have received a copy of the MHS Facilities Management 
Induction Handbook and understand that I may access and review the information contained 
within as required.  
Agreement to Abide by Policies and Procedures  
I agree, as a contractor to MHS, to comply with all policies, guidelines, and procedures 
outlined in this handbook, as well as any other relevant workplace requirements, for the 
duration of my engagement with MHS.  
Confirmation of Understanding  
By signing below, I confirm that I have read and understood the contents of the MHS 
Facilities Management Induction Handbook and agree to adhere to the standards, policies, 
and procedures it describes.  
Acknowledgement of MHS specific Induction   
I hereby acknowledge that I have undertaken a MHS specific Facilities Contractor Induction, 
including a site tour and I am aware of the MHS Responsible Officer, and Contractor 
responsibilities.   

Name:  

Signature:  

Date: 
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