SAFETY INFORMATION FOR EXTERNAL CONTRACTORS
The University is committed to providing a healthy and safe environment at all campuses and to all employees, students and visitors. 

Any contractors and subcontractors are required to take any necessary precautions for the health and safety of all persons who may be affected by that service. 

Contractors are required to ensure that they are aware of the occupational health and safety policies and procedures implemented by the University. In a number of locations, contractors are required to sign on arrival and sign off on completion of work. Swinburne OHS Policies and Procedures can be found at http://www.swinburne.edu.au/corporate/hr/ohs
EMERGENCY PHONE NUMBERS:
In the event of a serious physical threat or medical emergency, phone 0-000 directly, or 112 if using a mobile phone.  Security must also be phoned on 3-333 if using an internal phone (all campuses). Give details of location, type of incident and extent and degree of emergencyWhen contacting security or an emergency service have the following information available.
· Your name 

· Campus address 

· Type of emergency 

· Exact location 

· If there are people are injured and how many 

· The nature tor the medical emergency 
SECURITY
Security is located at








EVACUATION PROCEDURES 
When the evacuation alarm is heard, ALL occupants are expected to evacuate promptly and follow the instructions of the wardens

DO NOT use escalators or lifts
DO NOT use mobile phones

Remain at the Assembly Area until instructed otherwise. You are required to study the Evacuation Plan in the area(s) you are working and familiarise yourself with the Evacuation route and Emergency Assembly Area.

The WARDENS in this area are







The HEALTH AND SAFETY REPRESENTATIVE in this area is
In respect of SPECIFIC WORKPLACE ISSUES in this area, contact 
[image: image1.jpg]



The EMERGENCY EXITS are located 
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The ASSEMBLY AREA for this building is at

The HEALTH SERVICE is located at
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Location of the FIRST AID KIT 
The FIRST AIDER is 
The Swinburne Incident / hazard report form is to be completed when an incident occurs http://www.swinburne.edu.au/corporate/hr/docs/O1.doc
Toilets/washrooms in the building are 






Lunchroom/Kitchen Facilities are located 




Smoking in all University buildings, enclosed spaces, outside areas adjoining buildings eg. Balconies, decks, and motor vehicles is prohibited. Smoking is also prohibited within 5 metre zone around all points of access and egress to a building.
Further information can be found at 

OHS
http://www.swinburne.edu.au/corporate/hr/ohs/
Emergency Management: 
http://www.swinburne.edu.au/corporate/emergency
