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[bookmark: _Toc519081050][bookmark: _Toc61952365]Revision
[bookmark: _Toc519002424][bookmark: _Toc519442420][bookmark: _Toc61952366]Introduction and Business Context of the WRMP
The Mirvac HSE Management System (Mirvac HSEMS), combined with Mirvac Office & Industrial Division (O&I) Workplace Risk management Plan (WRMP) provide the framework for HSE management at Mirvac O&I workplaces. 
The WRMP template is documented and managed by O&I HSE via the O&I HSE Document Library maintained on SharePoint.
[bookmark: _Toc519081052][bookmark: _Toc61952367]Facility Specific Amendment
The table below provides the history of the workplace specific changes to the WRMP. The Workplace Manager and Facility Manager reviews the WRMP at maximum 12-month intervals. The WRMP is also reviewed as part of the internal HSE Management System Audits every 12 months.
Workplace specific revisions to this plan may be independently issued but are approved by the Workplace Manager in consultation with the Facility Manager and the Division HSE Manager prior to release. 
In undertaking any revision of the WRMP at the workplace level:
The date of the revision and new revision issue are listed in the table below including reference to the page or appendix where the change occurs, or the page numbers throughout the WRMP where multiple changes are required.
Major changes to the WRMP are managed by issuing a new WRMP, i.e. by changing the facility WRMP revision number on the front page, and the WRMP footer issue date which forms part of the document identifier throughout the Plan. The superseded WRMP is archived.
Superseded documents/revisions are removed from circulation but retained for archive purposes. 
	Date 
	Revision Number 
	Summary of WRMP amendments
	Page / appendix number(s)
	Approved by

	21/06/23
	#4
	ERP, HSE Initiative, Org Chart, Workplace Description
	Appendix 1, 
Appendix 6 
2.2
4.3.1
	Melanie Jones


[bookmark: _Toc519081053]

[bookmark: _Toc61952368]Introduction
[bookmark: _Toc519081054][bookmark: _Toc61952369]Workplace Risk Management Plan
This WRMP identifies and details the key areas affecting Health Safety Environment (HSE) for this workplace. The WRMP is a blueprint for implementing the requirements of the Mirvac HSEMS at the workplace level and includes a Risk & Opportunity Register (ROR) which identifies controls for significant Health Safety Environment (HSE) risks/aspects. Implementation of the WRMP is dependent on the collaborative efforts of the onsite personnel and site HSE representatives. 
This WRMP ceases to be a valid HSE document for areas where a Principal Contractor has been appointed. The nominated Principal Contractor is to develop and implement an individual plan for the area where works are to be undertaken. 
The Workplace and Facility Manager are responsible for overseeing the day-to-day implementation of this WRMP and collation of related documentation and contractual information.  
[bookmark: _Toc520184667][bookmark: _Toc520186496][bookmark: _Toc520187982][bookmark: _Toc520188093][bookmark: _Toc520188149][bookmark: _Toc520188283][bookmark: _Toc520291275][bookmark: _Toc526355414][bookmark: _Toc526355543][bookmark: _Toc526355671][bookmark: _Toc526355789][bookmark: _Toc526355907][bookmark: _Toc526356023][bookmark: _Toc526356236][bookmark: _Toc526356377][bookmark: _Toc526356663][bookmark: _Toc526356803][bookmark: _Toc526357226][bookmark: _Toc519081055][bookmark: _Toc61952370]Workplace Description
		Workplace Name: OLDERFLEET

	Workplace Address: 477 Collins St, Melbourne VIC 3000

	Workplace Type: (Retail, Commercial, Heritage, Car Park)

	Owner: Mirvac & Suntec

	Workplace Occupiers: (Deloitte, Norton Rose Fulbright, Landers & Rogers, WorkClub Global, KidsClub)

	Building Management: (Mirvac and Resident SP Employees)

	Workplace details: (40 Levels, Carpark, Retail, Wellness studio, KidsClub.)

	Floor Area: 58, 000 SQM

	Number of Specialty Shops: (2 – Ashley Faithful Training Studios, KidsClub)

	Major plant & equipment: Cooling Towers, Chillers, Generators, AH Units, Boilers, Pumps

	Other features/notes:
(Heritage, WELL rated, Premium, Sustainability & technology initiatives, EOT, )



	


[bookmark: _Toc519081057][bookmark: _Toc61952371]HSE Policy
The Mirvac Health Safety Environment Policy and associated Policies apply to this workplace and are available on the HSE SharePoint and are to be displayed at prominent locations at each workplace. 
[bookmark: _Toc61952372]HSE Leadership and Commitment
Mirvac employees are required to demonstrate active commitment to Mirvac’s HSE vision and are expected to personally model the four Work safe Stay safe behaviours:
· Always Put Safety First
· Safety is Everyone’s Responsibility
· Cut Risks Not Corners
· Lead by Example

[bookmark: _Toc61952373][bookmark: _Toc520184671][bookmark: _Toc520186500][bookmark: _Toc520187986][bookmark: _Toc520188097][bookmark: _Toc520188153][bookmark: _Toc520188287][bookmark: _Toc520291279][bookmark: _Toc526355419][bookmark: _Toc526355548]Workplace HSE Planning
[bookmark: _Toc61952374]Workplace Implementation Health, Safety & Environment (HSE) Hazards, Aspects/Impacts
[bookmark: _Toc520188297][bookmark: _Toc526355558]Hazard/aspect identification, risk assessment and risk control processes at Office & Industrial workplaces are conducted in accordance with the principles of risk management outlined in the Mirvac HSEMS Element 3 - Risk Management.
The significant HSE hazards, aspects/impacts and associated controls for this workplace are listed in the workplace Risk & Opportunity Register (ROR) that is maintained by the Workplace Manager in consultation with O&I HSE. 
The Risk & Opportunity Register is prepared using the Office or Industrial ROR template, the jurisdictional legislation, codes of practice and relevant standards, and the Mirvac Minimum Mandatory Requirements (MMRs). All documents are available on the Mirvac HSE SharePoint Site and O&I specific HSE documents are available on the O&I HSE SharePoint Site.
The ROR is reviewed:
· in accordance to the complexity and specific operations of the workplace;
· when changes to legislation, Codes of Practice, Standards or to the Mirvac HSEMS or O&I Manual occur;
· following an incident investigation;
· when required in audit report findings;
· during any HSE meetings reviewing activities; and
· at least every 12 months by the Workplace Manager and Facility Manager, or nominated representative, to ensure currency and accuracy.
[bookmark: _Toc61952375]Safety in Design (DOOR)
A DOOR is to be undertaken to identify hazards and risks that can be resolved through design solutions, as well as to identify design opportunities. The Designing Out Our Risk (DOOR) Procedure is underpinned by a recognition that good design work gives the highest level of protection, so far is reasonably practicable.
This procedure applies to the internal or external design, construction, end use, maintenance and demolition of buildings and structures for Mirvac.
Development projects must complete all seven design phases. CAPEX projects must complete phase 1 Project Brief, at a minimum and through consultation with the HSE Manager, determine additional phase requirements dependent on the scope of the project. 
[bookmark: _Toc61952376]Legal & Other Requirements
HSE Legal and other requirements that apply to this workplace are listed in the ROR. Access to WHS Acts & Regulations, Standards and Codes of Practice for workplace personnel are provided via the Mirvac HSE SharePoint Site. 
The O&I HSE Manager is responsible for communicating changes to WHS Acts & Regulations, Standards and Codes of Practice to the workplace, and to oversee the update to relevant processes and documents as required. 
[bookmark: _Toc519081060][bookmark: _Toc61952377]HSE Objectives, Targets & Initiatives 
There are documented HSE Objectives and Targets for this workplace, referenced Appendix 9.  Progress against the HSE objectives and targets is reported monthly to the HSES Committee.
KPIs are set annually (starting July each year) by Group HSE in collaboration with Business Units. Appendix 9 KPIs are set annually in consultation with the O&I Leadership Team and HSE, following a review of HSE performance. 
[bookmark: _Toc61952378]Additional Workplace HSE Initiatives
In addition to those objectives and targets held in table 4.3.2, a minimum of one additional project Health Safety Environment initiative is nominated at the discretion of the Workplace Manager, or nominated representative, in consultation with the Workplace HSE Representative or Committee where applicable, and the O&I HSE Manager. To assist in the selection and monitoring of HSE initiatives, the Initiative Proposal for HSE Improvement form is used. 
Examples may include:
· reduction in hazards;
· improved awareness of unsafe acts (objective) – task observation and monthly incentive scheme (target).
	List Workplace HSE Initiative(s):
	BMU induction list provided to Security to ensure that the BMU operators are not only Rapid compliant but also complaint to use the BMU and to complete the BMU permit prior to issuing to FM’s for approval. 



[bookmark: _Toc61952379]Achievement of O&I Division Objectives and Targets
Based on the O&I Division Objectives and Targets outlined in Appendix 1 and Appendix 2, HSE performance measurement is monitored by:
· periodic auditing of the WRMP and its implementation;
· evaluation of Service Provider performance by monitoring workplace activities, JSEAs and SWMSs or equivalent through observation, monitoring and regular inspection by Mirvac personnel, services providers and the workplace HSE Committee/Representative [where applicable];
· incident reporting, investigation and effective communication and evaluation of implemented corrective actions; 
· recording and reporting of HSE objectives against targets which are reviewed monthly; and
· effective injury management, return to work and environment protection.
Personnel nominated to undertake the implementation and observation of the O&I Division Objectives and Targets for this workplace are listed below in table 4.3.2. 
Table 4.3.2 O&I Division Objectives & Targets – Nominated Personnel

	[bookmark: _Toc519081061]Nominated Role
	Objectives & Targets Task
	Frequency

	· Facility Manager
· Senior Facility Manager
	Task Observation
FCR37 Service Provider Safety
The following services are to be audited once minimum in a 12-month period: Window Cleaning, Cooling Tower Maintenance, Fire Services, Mechanical Services, Lift Services, Electrical, Security, Cleaning, BMU Maintenance (if appliable) and Generator Maintenance (if applicable). 
FCR36 Asset Inspection

FCR01 Compliance
	FCR36 / FCR37 Monthly






FCR01 – 6 Monthly (Jun & Dec)

	· Facility Manager
· Senior Facility Manager
· Asset Manager / Property Manager
	HSE Awareness / Consultation
Raise awareness of important HSE issues amongst employees and service providers through HSE Alerts or other HSE communications to employees and service providers. 
	Monthly

	· Facility Manager
· Senior Facility Manager
· Asset Manager / Property Manager
	Community Contact (HSE related matters)
Promote timely response to community-based contacts, including residents, industry, commercial and the general public.
	48 Hours

	· Facility Manager
· Senior Facility Manager
· Asset Manager / Property Manager 
	Waste
· Divert waste from landfill.
· Promote material recycling and reuse to reduce waste to landfill.
	80% waste diversion rate by FY23

	· Facility Manager
· Senior Facility Manager
· Asset Manager / Property Manager
	Carbon
Promote reduction in carbon emissions from FY18 baseline.
	5% reduction in carbon intensity from FY18 baseline by FY21

	· Facility Manager
· Senior Facility Manager
	Water
Promote reduction in water use from FY18 baseline.
	5% reduction in water intensity from FY18 baseline by FY23

	· Facility Manager
· Senior Facility Manager
· Asset Manager / Property Manager
	Training
(i) Induction training for all new starters, transfers and relocations, including emergency response.
(ii) ‘Licence to Operate’ training for all employees
	100%

	· Facility Manager
· Senior Facility Manager
· Asset Manager / Property Manager
	Lag Indicators
· LTI
· TRIFR
· Environmental
· CIFR
	
< 3
< 8.35
< 2
<1.75


[bookmark: _Toc526355434][bookmark: _Toc526355563][bookmark: _Toc526355681][bookmark: _Toc526355799][bookmark: _Toc526355917][bookmark: _Toc526356033][bookmark: _Toc526356246][bookmark: _Toc526356387][bookmark: _Toc526356673][bookmark: _Toc526356813][bookmark: _Toc526357236][bookmark: _Toc61952380]Workplace Implementation
[bookmark: _Toc526355436][bookmark: _Toc526355565][bookmark: _Toc526355683][bookmark: _Toc526355801][bookmark: _Toc526355919][bookmark: _Toc526356035][bookmark: _Toc526356248][bookmark: _Toc526356389][bookmark: _Toc526356675][bookmark: _Toc526356815][bookmark: _Toc526357238][bookmark: _Toc519081062][bookmark: _Toc61952381]Workplace Organisational Structure 
An organisational chart is prepared to outline HSE responsibilities and reporting lines. The organisational chart for this workplace is outlined in Appendix 1.
On commencement at the workplace, each person employed in a role listed in the organisational chart is assigned their respective HSE Roles & Responsibility Statement to review and acknowledge via LearnConnect. 
[bookmark: _Toc519081063][bookmark: _Toc520291297]Service providers (contractors and suppliers) are managed in accordance with the O&I Service Provider Management Procedure.  
[bookmark: _Toc61952382]Training, Awareness & Competency
Details on training requirements can be found in the Mirvac HSEMS Element 8: Competency & Capability and the appendix 8.

The minimum training requirements of Office & Industrial employees are:
· Mirvac Group Licence to Operate (LTO – Cornerstone);
· WRMP for the workplace (workplace-based training);
· WHS Risk Management for personnel in supervisory positions;
· Mirvac General Induction and Site-Specific Induction(s) (Contractor Management System);
· Work Health and Safety General Construction Induction (White Card) - this applies to all Facility Management staff and Asset Management staff that may be involved with fit-outs and refurbishments (Development works).
Additional HSE training needs are identified in the HSE Training Matrix. Workplace specific HSE training, competencies and licenses/certificates (e.g. confined space entry, asbestos removal, plant licences, or other) for Mirvac O&I workplace personnel (covering all training aspects) are identified in collaboration with the HSE Team and recorded in the O&I HSE Training Register as required. 
Where there is a requirement to undertake mandated ‘refresher’ training courses (e.g. first aid) then the dates of the programmed course must be entered in Cornerstone and the O&I HSE Training Register. Where the business unit or workplace has a requirement for other training to be undertaken at regular intervals, this can be detailed in the same way. 
Appropriate certificates of competency and other qualifications for O&I workplace personnel and service providers (for all medium to high risk works i.e. preventative maintenance contractors) are provided and attached to the specific JSEA for the works to be performed and kept on file. Licences can be uploaded by the inductee to their profile for review and retention by HSE. 
The minimum requirements for Service Providers (contractors and suppliers) at this workplace is: 
· Work Health and Safety General Construction Induction (White Card) – applicable to all works defined as building or construction, this includes maintenance;
· Mirvac General Induction and Site-Specific Induction(s) (Contractor Management System); 
· Relevant certificates of competency and other work activity related training, e.g. confined space entry and asbestos removal.
[bookmark: _Toc519081064][bookmark: _Toc61952383]Visitor Induction and Access
All visitors must sign in when attending site. Service Provider personnel who are not conducting works but may be providing a quote, consultation, checking a utility meter etc. must sign in and out via the CMS terminal and are to be escorted by a Mirvac representative at all times. 
People visiting Mirvac personnel in their office (e.g. other Mirvac employees) are required to sign into a paper-based log book to ensure an accurate entry record is maintained for evacuation purposes. 
[bookmark: _Toc520184686][bookmark: _Toc520186517][bookmark: _Toc520188005][bookmark: _Toc520188116][bookmark: _Toc520188172][bookmark: _Toc520188306][bookmark: _Toc520291300][bookmark: _Toc526355441][bookmark: _Toc526355570][bookmark: _Toc526355688][bookmark: _Toc526355806][bookmark: _Toc526355923][bookmark: _Toc526356039][bookmark: _Toc526356252][bookmark: _Toc526356393][bookmark: _Toc526356679][bookmark: _Toc526356819][bookmark: _Toc526357242][bookmark: _Toc465171224][bookmark: _Toc519081065][bookmark: _Toc61952384]Site Induction 
All Mirvac employees who are not considered visitors to the workplace are provided induction information to familiarise them with key site safety requirements (e.g. emergency procedures, emergency contacts and first aid arrangements) and amenities.  Site induction is issued via the Contractor Management System with records maintained online through the portal. 
[bookmark: _Toc465171225][bookmark: _Toc519081066][bookmark: _Toc61952385]Service Provider Induction
Record of Service Provider induction is maintained via the Contractor Management System (CMS) and CMS Terminal based on site. Service Providers undertaking work onsite must always log onto the CMS upon arrival to site. The CMS will determine if the induction (including all insurances, HSE information) is valid for that Service Provider and the particular site. 
Following this process provides evidence that the service provider agrees they have read, been given the opportunity to provide feedback and agrees to comply with HSE requirements prior to works being undertaken. Record of induction are maintained via the CMS in accordance with the Privacy Act.  
As part of the on-boarding process for all Service Providers the following is to occur:
· Service Company registration requirements documented in the Service Provider Authority for Works to Proceed Part A;
· Service Provider representative sent key documents (where applicable), including:
· WRMP;
· R&O Register;
· Mirvac Minimum Requirements (and associated forms, permits etc.);
· Emergency Response Plan;
· Mirvac JSEA / SWMS template;
· Hazardous Chemicals or Substances Risk Assessment Template; and 
· The Service Provider is required to provide the following:
· HSE Management Plan;
· SWMS /JSEAs relevant to the works;
· Plant & equipment licensing, registration and maintenance records and plant specific risk assessments;
· Safety Data Sheets;
· Insurance information;
· Hazardous chemicals/substances risk assessments; and
· any relevant registers (PPE, Lifting gear etc.). 
Service Providers are inducted through the online Contractor Management System portal (Rapid Induct) using a workflow consistent with the two forms: Service Provider Authority for Works to Proceed Part A  and Service Provider Authority for Works to Proceed Part B. 
[bookmark: _Toc61952386]CAPEX – Principal Contractor Engagement and Management
Principal Contractors will be engaged by Mirvac to carry out contracts as part of the Capital Projects (CAPEX) works. Due diligence will be conducted on all Principal Contractors to ensure a minimum standard of HSE compliance is met prior to engagement using Principal Contractor Pre-tender Evaluation. All HSE documentation will be reviewed and approved in line with the Principal Contractor Engagement & Management Procedure. 
No Principal Contractor shall be allowed to commence works without prior approval from Mirvac HSE team.
The main representative of the Principal Contractor is required to be inducted to site via the Rapid HSE management system and  induction is maintained via the Contractor Management System (CMS) and CMS Terminal based on site. The Principal Contractor’s main representative supervising and in control of the work onsite must always log onto the CMS every morning and then report to the Mirvac FM of site numbers and works being carried out. The CMS will determine if the induction (including all insurances, HSE information) is valid for that Principal Contractor and if allowed to commence works specific to that asset. 
Following this process provides evidence that the Principal Contractor is aware of the Mirvac asset induction requirements, e.g. emergency procedures and has communicated this to all subcontractors they have engaged as part of their site-specific induction presentation. A prestart site meeting will provide the opportunity for all parties to comment on HSE requirements prior to works being undertaken. Record of induction are maintained via the CMS in accordance with the Privacy Act.  
In line with Mirvac engagement and on-boarding process for all Principal Contractors the following is to occur:
· Principal Contractor engagement and management requirements documented in the Principal Contractor Engagement & Management Procedure
· The Principal Contractor will be provided with Mirvac’s Principal Contractor Guidance document to ensure compliance for project set up, Mirvac Minimum Requirements documents will be provided for reference only
· The Principal Contractor is required to provide the following:
· Site Specific HSE Management Plan;
· Project Specific Risk Register
· High Risk SWMS (which have been reviewed and approved by PC)
· Principal Contractor Engagement letter;
· Insurance information;
· Safety In Design Register (in addition to DOOR review 4.1.1)
· HSE Management System Certification 
[bookmark: _Toc520291309][bookmark: _Toc526355450][bookmark: _Toc526355579][bookmark: _Toc526355697][bookmark: _Toc526355815][bookmark: _Toc526355932][bookmark: _Toc526356048][bookmark: _Toc526356261][bookmark: _Toc526356402][bookmark: _Toc526356688][bookmark: _Toc526356828][bookmark: _Toc526357251][bookmark: _Toc520291310][bookmark: _Toc526355451][bookmark: _Toc526355580][bookmark: _Toc526355698][bookmark: _Toc526355816][bookmark: _Toc526355933][bookmark: _Toc526356049][bookmark: _Toc526356262][bookmark: _Toc526356403][bookmark: _Toc526356689][bookmark: _Toc526356829][bookmark: _Toc526357252][bookmark: _Toc520291311][bookmark: _Toc526355452][bookmark: _Toc526355581][bookmark: _Toc526355699][bookmark: _Toc526355817][bookmark: _Toc526355934][bookmark: _Toc526356050][bookmark: _Toc526356263][bookmark: _Toc526356404][bookmark: _Toc526356690][bookmark: _Toc526356830][bookmark: _Toc526357253][bookmark: _Toc520291316][bookmark: _Toc526355457][bookmark: _Toc526355586][bookmark: _Toc526355704][bookmark: _Toc526355822][bookmark: _Toc526355939][bookmark: _Toc526356055][bookmark: _Toc526356268][bookmark: _Toc526356409][bookmark: _Toc526356695][bookmark: _Toc526356835][bookmark: _Toc526357258][bookmark: _Toc199758642][bookmark: _Toc199778829][bookmark: _Toc464731194][bookmark: _Toc465171227][bookmark: _Toc519081068][bookmark: _Toc61952387][bookmark: _Toc188672634]HSE Consultation, Communication and Reporting
[bookmark: _Toc464731195][bookmark: _Toc465171228][bookmark: _Toc519081069][bookmark: _Toc61952388]HSE Consultation, Co-operation and Co-ordination (CCC)
The meetings which communicate HSE matters at this workplace are listed in Appendix 5. HSE consultation arrangements at this workplace are identified in Element 7 of the Mirvac HSE Management System, the Consultation, Co-Operation & Co-ordination Procedure and the Consultation Statement.  
Consultation and issue resolution is managed in accordance with the Consultation, Co-Operation & Co-ordination Procedure. Meetings discussing these and other HSE related issues are recorded using the Mirvac Meeting Minutes and Tool Box Talk Record. Other regular communication on HSE matters at this workplace is issued electronically (e.g. email, intranet) via the building management team, HSE Consultation Group and Group HSE on a needs basis.
Service Providers and other persons conducting a business or undertaking at workplaces are required to consult with their employees on issues that may impact HSE and a record, e.g. a Tool Box Talk forwarded to the Workplace Manager or nominated representative.
Consultation includes the requirement for all workers including employees and Service Providers (contractors and suppliers) to report hazards and incidents.
[bookmark: _Toc526355460][bookmark: _Toc526355589][bookmark: _Toc526355707][bookmark: _Toc526355825][bookmark: _Toc526355942][bookmark: _Toc526356058][bookmark: _Toc526356271][bookmark: _Toc526356412][bookmark: _Toc526356698][bookmark: _Toc526356838][bookmark: _Toc526357261][bookmark: _Toc269462147][bookmark: _Toc464731196][bookmark: _Toc465171229][bookmark: _Toc519081070][bookmark: _Toc61952389]	Access to HSE information
To ensure all personnel have the opportunity to view, discuss and take note of HSE information, the information and HSE documents are available on SharePoint.  HSE information which is printed and displayed at each workplace is limited to the following:
Emergency evacuation diagram/drawing, including Assembly Areas and Emergency Services number;
Emergency Contact Table from Appendix 6;
Mirvac Health Safety and Environment Policy;
Latest HSE Alerts;
Crisis Incident Management Plan QRG
[bookmark: _Toc199758646][bookmark: _Toc199778833][bookmark: _Toc464731197][bookmark: _Toc465171230][bookmark: _Toc519081071][bookmark: _Toc61952390][bookmark: _Toc188672650]Document and Data Control
Documents become ‘uncontrolled’ from the date of retrieval, downloading or printing from the HSE SharePoint.  Document additions, changes or deletions are managed by Group and O&I HSE via SharePoint.
All HSE documentation specific to the workplace is maintained via the Asset Folder on the O&I HSE SharePoint site. 
[bookmark: _Toc199758647][bookmark: _Toc199778834][bookmark: _Toc464731198][bookmark: _Toc465171231][bookmark: _Toc519081072][bookmark: _Toc61952391]Hazard/Aspect Identification, Risk Assessment & Risk Control
[bookmark: _Toc465171232][bookmark: _Toc519081073][bookmark: _Toc61952392]General risk and hazard management at the workplace
All work activities undertaken by Mirvac personnel and Service Providers at this workplace are carried out in accordance with Mirvac policies, procedures and guidelines.  
Where a JSEA is required, it is prepared using the JSEA form ensuring inclusion of any workplace related hazards/aspects, and their respective critical controls which have been identified in the ROR.
[bookmark: _Toc465171233][bookmark: _Toc519081074][bookmark: _Toc61952393]Reporting hazards and issues
All Mirvac personnel and Service Providers are encouraged through the site induction and HSE e-learning training modules to identify and control hazards and aspects on a “see it, sort it, report it”’ basis where practicable to do so, and to report hazards and incidents in accordance with the Incident Management Procedure.
[bookmark: _Toc465171234][bookmark: _Toc519081075][bookmark: _Toc61952394]Faulty or defective plant or equipment
Where faulty or defective plant and equipment is identified, which has the potential to impact on HSE, it shall be isolated from use in accordance with the Isolation Lock-out Tag-out MMR.  
[bookmark: _Toc465171235][bookmark: _Toc519081076][bookmark: _Toc61952395]Engaging Service Providers 
[bookmark: _Hlk520207667]Mirvac personnel engaging service providers to undertake work at the workplace are required to meet the MMRs outlined in the Mirvac HSEMS and the requirements outlined within the Office & Industrial Service Provider Management Procedure. 
O&I personnel responsible for managing service providers ensure that the service provider complies with the requirements contained within the Mirvac Group Service Provider Permit for Work to Proceed (Part A and Part B). Monitoring of service providers HSE performance is achieved using the Functional Compliance Report 37 (FCR37).
Service Providers selected to undertake work are required to register via the Contractor Management System online portal and provide the following documentation prior to completing inductions and commencing works: 
· Safety Management Plan (outlines the management, supervision and control measures to be implemented by the service provider for all health, safety and environmetal risks associated with the works);
· SWMS / JSEA;
· Public Liability Insurance Certificate of Currency;
· Work Cover Certificate of Currency for the relevant state(s);
· Professional Indemnity Insurance (Consultants only);
· Personal Injury Insurance (Sole Traders only). 
[bookmark: _Toc61952396][bookmark: _Hlk520208006]Workplace HSE Instruction (non-conformity)
An HSE Instruction may be issued where a risk to the health and safety of an individual(s) or impact to the environment or property is identified according to the following:
· classified as significant (greater than medium) through the risk ranking process; and
· identified as ‘uncontrolled’ (i.e. the control measure is grossly ineffective, non-existent or ignored) at a workplace; or
· at imminent risk of serious injury or material harm to the environment;
· a matter involving HSE documentation or contractual issues that require immediate resolution.
[bookmark: _Toc61952397]Client, Public and Other Entity Interfaces
Contact with the community is a means by which Mirvac can positively engage stakeholders and potential clients or customers by demonstrating sound management practices in resolving any concerns raised in a timely manner. Community members that interface with Mirvac business undertakings present the opportunity for feedback and a positive response by Mirvac. Any response shall commensurate with Mirvac’s high regard and sensitivity to social amenity and the lifestyle impacts of its business undertakings. Positive and negative interaction is recorded as a Community Contact via the Mirvac Incident Report system (iSystain). 
Asset and property holding checklist is completed at a minimum of three monthly intervals to manage and control any risks associated with the interface with our clients, the public and other entities 
[bookmark: _Toc188672717][bookmark: _Toc199758648][bookmark: _Toc199778835][bookmark: _Toc464731199][bookmark: _Toc465171236][bookmark: _Toc519081077][bookmark: _Toc61952398]Emergency Response and Evacuation
The Workplace Manager, or a nominated representative, in conjunction with other appointed Mirvac personnel develops emergency response procedures as required by the Element 5 of the Mirvac HSE Management System, the Emergency Preparedness and Response MMR and the Emergency Response Plan (ERP). The Emergency Response Plan Contact Information table is completed by the Workplace Manager or a nominated representative and is included in Appendix 6. 
Each workplace has a stand-alone documented Emergency Response Plan (ERP) prepared in accordance with the Emergency Preparedness and Response MMR and regularly tested in accordance with the table below. 
The ERP is reviewed periodically to ensure currency and tested at maximum intervals or more frequently according to the current level of risk. The evaluation of the test includes time taken to evacuate the workplace including specific areas or floors, and the effectiveness of the evacuation operation, the siren, and of access/egress. The results are recorded on the Mirvac Group Evacuation/Emergency Drill Evaluation or equivalent and is available at the asset for audit purposes. 
The service provider for the Emergency Response Planning and Evacuation Training will develop and maintain the documentation for each workplace in accordance with AS 3745 in consultation and approval with management of the workplace. 
Where an ambulance is called to attend a workplace injury, a Standby Person will be nominated and positioned at the main entry to the workplace to assist Ambulance Officers to locate and attend the injured person as required by the Emergency Preparedness and Response MMR. A complete Emergency Call Ambulance displayed in the workplace provides a summary of information required when making an emergency call. 
The Emergency Response Plan (ERP) is reviewed and tested as follows: 
	Item
	Action required & pass/fail requirement
	Monthly
	6 monthly
	Yearly
	5 yearly
	Record

	
	
	
	
	
	
	

	Emergency Response Plan (ERP)
	Check content & continued relevance to workplace including assessment of assembly area
	
	
	|X|
	
	Review as part of maximum yearly review of the Workplace Risk Management Plan.

	Emergency Control Organisation (ECO)
	ECO personnel requirements comply with the ERP
	|X|
	|X|
	|X|
	
	Emergency response plan (ERP).

	Fire equipment
	Fire extinguishers, hose reel or other. Attached compliance tags. Inspection & maintenance by service provider
	
	|X|
	
	
	Workplace HSE Inspection. Service provider records.

	Fire equipment
	Fire extinguishers, hose reel or other. Seals intact. Charged extinguishers in place at relevant locations
	|X|
	
	
	
	Workplace HSE Inspection.
HSE Committee Minutes.

	Evacuation equipment
	Emergency lighting 
	|X|
	|X|
	|X|
	
	Logbook maintained by service provider 

	Evacuation equipment
	Emergency Warning and Intercommunication System (EWIS)
	|X|
	|X|
	|X|
	|X|
	Logbook maintained by service provider

	Evacuation exercise
	Compliance with the emergency response plan (ERP).
	
	
	|X|
	
	HSE Committee Minutes, Workplace Manager Diary and Evacuation/ Emergency Drill Evaluation HSEF2.87.

	Emergency Drill
	Emergency scenario response (taken from ERP Identified Emergencies)
	
	|X|
	|X|
	
	Evacuation/ Emergency Drill Evaluation HSEF2.87

	Training
	All personnel inducted, and ECO personnel training up to date
	
	|X|
	|X|
	
	Training records

	Assembly areas
	Nominated areas checked suitable and relevant to ERP
	
	|X|
	|X|
	
	Workplace HSE Inspection.

	Hydrant/Hose reels
	Flushed and tested
	
	
	
	|X|
	Logbook maintained by service provider


[bookmark: _Toc188672710][bookmark: _Toc199758649][bookmark: _Toc199778836][bookmark: _Toc464731200]
[bookmark: _Toc61952399]Measuring and Evaluating
[bookmark: _Toc199758650][bookmark: _Toc199778837][bookmark: _Toc464731201][bookmark: _Toc465171238][bookmark: _Toc519081079][bookmark: _Toc61952400]Monitoring of Workplace
The workplace is inspected according to the HSE Inspection Schedule detailed in table 6.1.1. 
The Functional Compliance Report 37 (FCR37) is used to monitor compliance of service providers undertaking high risk work activities. The following high-risk services must be audited at least once within a 12 month period: Window Cleaning, Cooling Towers, Fire Services, Mechanical Services, Lift Services, Cleaning, Security and Electrical. 
Workplace hazards are reported to the Workplace and/or Facility Manager, and are recorded by Mirvac personnel using the Incident Reporting System (iSystain). 
	Table 6.1.1 HSE Inspection Schedule
	Workplace Inspection Schedule

	Task
	Type of Inspection
	Inspection By
	Frequency
	Record

	Specific Work Area
	Hazard Inspection.
	All 
	Daily
	Report any significant issues via the online HSE reporting system iSystain

	All general work areas including plant & equipment
	Hazard Inspection, general inspection/walk-around
	Workplace or Facility Manager
	Daily
	Report via iSystain
Signage
Plant logbooks

	General Work Area
	Health Safety Environment Inspection.
	HSE Committee where formed or nominated HSE person
	Every 2 months
	HSE Committee Minutes

	Functional Compliance Reports

	Task
	Type of Inspection
	Inspection By
	Frequency
	Record

	Functional Compliance Report 01 (FCR01)
	Verification of critical items for operational management of O&I managed locations focusing on administration compliance
	O&I FM staff 
	Twice Annually (Jun & Dec)
(minimum)
	FCR01 (Rapid Auditor)

	Functional Compliance report 36 (FCR36)
	Asset Inspection report
	O&I FM staff
	Monthly
	FCR36 (Rapid Auditor)

	Functional Compliance report 37 (FCR37)

	Contractor Audit (task observation)
The following services are to be audited once minimum in a 12-month period: 
- Window Cleaning
- Cooling Tower Maintenance
- Fire Services
- Mechanical Services
- Lift Services
- Electrical
- Security
- Cleaning
- BMU Maintenance (if applicable)
- Generator Maintenance (If applicable)
	O&I FM staff
	Monthly
	FCR37 (Rapid Auditor)


[bookmark: _Toc61952401]Monitoring of Plant, Equipment & Processes 
[bookmark: _Toc207686315][bookmark: _Toc207687198][bookmark: _Toc207690128][bookmark: _Toc207697077][bookmark: _Toc207698632][bookmark: _Toc208044914][bookmark: _Toc208052018][bookmark: _Toc208913174][bookmark: _Toc211734956][bookmark: _Toc212020419][bookmark: _Toc212020847][bookmark: _Toc212361361][bookmark: _Toc212529859][bookmark: _Toc213552955][bookmark: _Toc214704351][bookmark: _Toc214861146][bookmark: _Toc237844961]The compliance of plant, equipment and processes at this workplace is assessed in accordance with Appendix 7 – Plant, Equipment & Processes Inspection & Testing Schedule. 
Inspection of all plant and equipment used in construction or maintenance processes is undertaken by a competent person (e.g. Plant Owner, Plant Mechanic or Plant Engineer) as per the manufacturer’s specification, prior to use at a Mirvac workplace. On arrival at a workplace, mobile plant documentation is inspected using the Plant Arrival Checklist, as per the requirements outlined in the Plant, Equipment and Tools MMR. 
The person with management or control of a lift at a workplace (including a person with management or control of maintenance of a lift) must ensure prevention of falls, falling objects, safe access and signage stating maximum loading. 
In some instances, plant and equipment may require further inspection and certification by qualified personnel where the configuration can be altered (i.e. cranes, hoists, lifts, escalators, building maintenance units, travelators or other). 
Competent persons, being either the service provider bringing the plant on-site, the operator or the service provider deemed to be the principal contractor, undertake and document physical inspections of plant and equipment prior to use and on a daily basis. All persons operating plan and equipment must be appropriately trained, experienced and where required, certified by the regulatory authority.
Service providers are required to maintain inspection and test records and a Plant Register for all their plant and equipment which must be verified by an O&I team member at the workplace. Maintenance of hired plant and equipment is the responsibility of the supplier/hire company. If a supplier/hire company fails to maintain its plant and equipment and workplace personnel are aware that the equipment requires maintenance/repair, or has the potential to create risks to health safety and environment, the plant and equipment is quarantined in accordance with the Isolation Lockout Tagout MMR and its operation ceased. Personnel must inform their supervisor, who in turn will ensure the supplier/hire company complies with its maintenance requirements. 
Plant and equipment provided to this workplace must be supplied with the required items not limited to: 
· A plant and equipment register; 
· A risk assessment or JSEA for the plant and equipment provided; 
· Evidence of adequate instruction and training in the use of the plant and equipment; 
· A JSEA or equivalent related to the safe operation of the plant and equipment; and
· Records detailing the currency of ongoing maintenance, testing or calibration.
Faulty or defective plant and equipment identified which has the potential to impact health and safety or the environment is tagged out in accordance with the Isolation Lockout Tagout MMR.
[bookmark: _Toc199758652][bookmark: _Toc199778839][bookmark: _Toc464731203][bookmark: _Toc465171240][bookmark: _Toc519081081][bookmark: _Toc61952402]Non-Conformities and Corrective/Preventative Action
[bookmark: _Hlk520282460][bookmark: _Toc464731204][bookmark: _Toc465171241]Non-conformities and corrective/preventative actions identified at this workplace are tracked to resolution by the Workplace Manager or a nominated representative, which includes a record of corrective actions and evaluation of their effectiveness. This includes HSE action items from reviews, audits, workplace inspections, hazard/aspect notification reports, opportunities for improvement and incidents. These action items are corrected in a timely manner to prevent recurrence. 
[bookmark: _Toc61952403]HSEMS Internal Audits
Internal audits are carried out by O&I HSE in accordance with the methodology outlined in ISO 19011 and the Audit Procedure. Audits, as a minimum, can only be conducted by a person with Internal Auditor Training (SAI Global 2-day equivalent) and hold a minimum of Certificate IV in Work Health Safety.
Audits of the workplace are conducted annually in line with the Audit Schedule available on the O&I HSE SharePoint Site. Progress against the schedule of audits is tracked through the Monthly KPI reporting via iSystain. 
Internal O&I HSE audits are recorded using the Audit Tool which contains the Audit Findings Action Plan. This is used by the auditor and workplace team to track and manage the close out and evaluation of action items. The timeframe for rectification of issues raised is any audit is 30 days, unless determined otherwise by the O&I HSE Manager.
The standard O&I Audit Process is as follows:
	Action
	Stakeholders
	Timeframe
	Notification Inclusions

	Audit Placeholder is sent as Calendar Invite by HSE to all Stakeholders
	· Facility Manager(s)
· Senior Facility Manager
· Property Manager
· Asset Manager
· Portfolio Manager (Optional)
· Divisional Facility Manager (Optional)
	Sent two months prior to audit month
	· Meeting Title to include *PLACEHOLDER*
· HSE Audit Tool
· Required attendees
· Any specific conditions of the audit (e.g. desktop only)

	Audit Placeholder is updated to Confirmation by HSE and resent to all Stakeholders
	· Facility Manager(s)
· Senior Facility Manager
· Property Manager
· Asset Manager
· Portfolio Manager (Optional)
· Divisional Facility Manager (Optional)
	Sent one month prior to audit month
	· Meeting Title to be updated to *CONFIRMED*

	Preliminary audit request is sent to required stakeholders with request for return two weeks prior to audit date
	· Facility Manager(s)
· Senior Facility Manager
· Property Manager
· Asset Manager
	Sent one month prior to audit month

Reply requested no later than two weeks prior to audit date. If not provided, all items will be reviewed during audit time. 
	· HSE Audit Tool with relevant questions highlighted
· Request for the tool to be returned with file locations two weeks prior to audit date

	Audit completed on date by HSE with Stakeholders
	· HSE Auditor
· Facility Manager(s)
· Senior Facility Manager
· Property Manager
· Asset Manager
· Portfolio Manager (Optional)
· Divisional Facility Manager (Optional)
	N/A
	· Opening Meeting (provide overview of audit process and timeline)
· Closing Meeting (provide summary of any Major NCs and next steps in process)

	Request for Information (RFI) sent to required stakeholders for any items that were unavailable at time of audit
	· Facility Manager(s)
· Senior Facility Manager
· Property Manager
· Asset Manager
	Sent on audit date

RFI reply to be returned within four days of audit date
	· Items that were unavailable at time of audit
· Latest response date

	Draft Audit Findings and Action Plan sent to required stakeholders. All comments / concerns to be raised within two days. 
	· Facility Manager(s)
· Senior Facility Manager
· Property Manager
· Asset Manager
	Sent within six days of audit date

Response required within two days of draft distribution.
	· Draft Audit Report
· Draft Action Plan
· Latest response date

	Final Audit Findings and Action Plan sent to all stakeholders
	· Facility Manager(s)
· Senior Facility Manager
· Property Manager
· Asset Manager
· Portfolio Manager (Optional)
· Divisional Facility Manager (Optional)
· National HSE Manager
	Within ten days from date of audit.
	· Final Audit Report
· Final Action Plan
· When site is to provide updates to HSE
· What is required to close out an action



[bookmark: _Toc520291335][bookmark: _Toc526355477][bookmark: _Toc526355606][bookmark: _Toc526355724][bookmark: _Toc526355842][bookmark: _Toc526355959][bookmark: _Toc526356075][bookmark: _Toc526356288][bookmark: _Toc526356429][bookmark: _Toc526356715][bookmark: _Toc526356855][bookmark: _Toc526357278][bookmark: _Toc520291337][bookmark: _Toc526355479][bookmark: _Toc526355608][bookmark: _Toc526355726][bookmark: _Toc526355844][bookmark: _Toc526355961][bookmark: _Toc526356077][bookmark: _Toc526356290][bookmark: _Toc526356431][bookmark: _Toc526356717][bookmark: _Toc526356857][bookmark: _Toc526357280][bookmark: _Toc520291340][bookmark: _Toc526355482][bookmark: _Toc526355611][bookmark: _Toc526355729][bookmark: _Toc526355847][bookmark: _Toc526355964][bookmark: _Toc526356080][bookmark: _Toc526356293][bookmark: _Toc526356434][bookmark: _Toc526356720][bookmark: _Toc526356860][bookmark: _Toc526357283][bookmark: _Toc519081082][bookmark: _Toc61952404]Incidents at the Workplace (Including Critical Incidents)
Workplace HSE incidents are managed in accordance with Element 5 of the Mirvac HSE Management System. 
Communication and management of all Critical Incidents (i.e. those incidents or near misses which result in, or have the potential to result in, a fatality or serious permanent disabling injury) must be undertaken in accordance with the Mirvac Crisis and Incident Management Plan and theMirvac Crisis and Incident Management Plan Quick Reference.  
All HSE incidents must be reported immediately and no later than 24 hours after the incident occurrence.  Incidents are recorded using the online HSE reporting database, iSystain. Exceptions include incidents involving emergency services and/or the regulatory authority(s), which require immediate notification to the Divisional HSE Manager. In these cases, the Divisional HSE Manager (or nominated representative) escalates the incident to Business and Group management in accordance with the Mirvac Crisis and Incident Management Plan. 
Notices issued to this workplace by any Regulatory Authority (e.g. WorkSafe, Environment Protection Agency or Local Government) are reported immediately to Group HSE and a copy of the Notice provided with seven days. 
[bookmark: _Toc520291342][bookmark: _Toc526355484][bookmark: _Toc526355613][bookmark: _Toc526355731][bookmark: _Toc526355849][bookmark: _Toc526355966][bookmark: _Toc526356082][bookmark: _Toc526356295][bookmark: _Toc526356436][bookmark: _Toc526356722][bookmark: _Toc526356862][bookmark: _Toc526357285][bookmark: _Toc520291345][bookmark: _Toc526355487][bookmark: _Toc526355616][bookmark: _Toc526355734][bookmark: _Toc526355852][bookmark: _Toc526355969][bookmark: _Toc526356085][bookmark: _Toc526356298][bookmark: _Toc526356439][bookmark: _Toc526356725][bookmark: _Toc526356865][bookmark: _Toc526357288][bookmark: _Toc520291347][bookmark: _Toc526355489][bookmark: _Toc526355618][bookmark: _Toc526355736][bookmark: _Toc526355854][bookmark: _Toc526355971][bookmark: _Toc526356087][bookmark: _Toc526356300][bookmark: _Toc526356441][bookmark: _Toc526356727][bookmark: _Toc526356867][bookmark: _Toc526357290][bookmark: _Toc520291348][bookmark: _Toc526355490][bookmark: _Toc526355619][bookmark: _Toc526355737][bookmark: _Toc526355855][bookmark: _Toc526355972][bookmark: _Toc526356088][bookmark: _Toc526356301][bookmark: _Toc526356442][bookmark: _Toc526356728][bookmark: _Toc526356868][bookmark: _Toc526357291][bookmark: _Toc520291349][bookmark: _Toc526355491][bookmark: _Toc526355620][bookmark: _Toc526355738][bookmark: _Toc526355856][bookmark: _Toc526355973][bookmark: _Toc526356089][bookmark: _Toc526356302][bookmark: _Toc526356443][bookmark: _Toc526356729][bookmark: _Toc526356869][bookmark: _Toc526357292][bookmark: _Toc464731206][bookmark: _Toc465171242][bookmark: _Toc519081083][bookmark: _Toc61952405]Injury management & return to work
[bookmark: _Toc464731207][bookmark: _Toc465171243]Where an injury results in time lost from work or an inability to complete normal duties, these injuries are reported to the Divisional HSE Manager immediately (on becoming aware of the injury) and no later than 24 hours after its occurrence, to enable the provision of early injury management support in accordance with the Injury Management and Return to Work Manual. 
[bookmark: _Toc519081084][bookmark: _Toc61952406]Unacceptable Behaviours
[bookmark: _Toc207686318][bookmark: _Toc207687201][bookmark: _Toc207690131][bookmark: _Toc207697080]Unacceptable HSE performance by employees or service providers is managed in accordance with Elements 8 and 10 of the Mirvac HSE Management System.  
[bookmark: _Toc199380199][bookmark: _Toc200771231][bookmark: _Toc207679150][bookmark: _Toc464731208][bookmark: _Toc465171244][bookmark: _Toc519081085][bookmark: _Toc61952407]Counselling & Employee Assistance
The Mirvac Employee Assistance Program (EAP) is a complimentary and confidential counselling service available to all Mirvac employees and their immediate family. More detailed information can be found via the link on the Mirvac Intranet ‘Home Page’ or on the Mirvac Employee Assistance Program hub page.
[bookmark: _Toc61952408]Non-conformities and HSEMS Improvements
Workplace non-conformities or improvements to the HSEMS are tracked to resolution by the Workplace Manager or HSE Manager, which includes a record of corrective actions and evaluation of the effectiveness. This includes HSE action items from reviews, audits, workplace inspections, hazard/aspect notification reports, opportunities for improvement and incidents. The actions items are corrected in a timely manner to prevent recurrence. 
Where the risk associated with an identified non-conformity is rated medium, high or extreme, a review of the Risk & Opportunity Register is undertaken at a workplace level to determine:
· The content of the Register, i.e. is the hazard/risk or aspect/impact related to the non-conformity included in the register; and
· The effectiveness of critical control measures, i.e. short term and long-term duration; and
· The effectiveness of monitoring activities related to each critical hazard/risk or aspect/impact.
[bookmark: _Toc464731209][bookmark: _Toc465171245][bookmark: _Toc519081086][bookmark: _Toc61952409]HSE Records
[bookmark: _Toc207697083]Key HSE records for this workplace are listed in Appendix 4 and are maintained by the workplace and O&I HSE via the Asset folder on the O&I HSE SharePoint site.
[bookmark: _Toc61952410]Management Review
O&I HSE conduct and annual review of the WRMP at the end of each financial year. The review will be documented in meeting minutes, using section 9.3 of AS/NZS ISO 45001:2018. The review is submitted to the General Manager Technical Services by the end of Q1 of the following financial year. 




[bookmark: _Toc519173392][bookmark: _Toc519081087][bookmark: _Toc61952411]Appendix 1 – Workplace organisation chart



[bookmark: _Toc61952412][bookmark: _Toc519173393][bookmark: _Toc519081088]Appendix 2 – Important HSE Internet Addresses
	STATE/REGION
	AUTHORITY
	INTERNET ADDRESS

	National
	Aust. Safety & Compensation Council
Federal Safety Commissioner
	www.safeworkaustralia.gov.au
www.fsc.gov.au

	ACT
	WorkSafe ACT
Work Safety Commissioner
Environmental ACT
	www.worksafety.act.gov.au
www.enviroment.act.gov.au 

	NSW
	WorkCover
Environment & Heritage
	www.workcover.nsw.gov.au
www.environment.nsw.gov.au

	New Zealand
	Department of Labour
Ministry for the Environment
	www.osh.govt.nz
www.mfe.govt.nz 

	QLD
	Worksafe
Dept. of Environmental & Heritage Protection
	www.worksafe.qld.gov.au
www.ehp.qld.gov.au 

	SA
	WorkCover
Environment Protection Authority
	www.workcover.com
www.epa.sa.gov.au 

	Tasmania
	WorkCover
Environment Protection Authority
	www.workcover.tas.gov.au
www.epa.tas.gov.au 

	WA
	Worksafe
Environment Protection Authority
	www.safetyline.wa.gov.au
www.epa.wa.gov.au

	VIC
	Victorian WorkCover Authority
Environment Protection Authority
Energy Safe Victoria
	www.vwa.vic.gov.au
www.epa.vic.gov.au
www.esv.vic.gov.au 



Alternative links are available through the Group HSE SharePoint site.

[bookmark: _Toc61952413]Appendix 3 – HSE Documents
All current Mirvac Group documents including:
· HSEMS;
· MMRs;
· Procedures;
· Guidelines; and
· Forms and Templates.
are available through the Group HSE SharePoint Site.
All Office & Industrial specific documents including:
· Workplace Risk Management Plan (WRMP);
· Procedures;
· Guidelines; and
· Forms and templates. 
are available through the O&I HSE SharePoint Site.
 NOTE: It is important to always use the documents direct from the Intranet to ensure the latest revision is in use. 

[bookmark: _Toc519173396][bookmark: _Toc519081090]

[bookmark: _Toc61952414]Appendix 4 – Workplace Document Matrix
All documents are to be filed and managed in accordance with the Group HSE Document Filing Procedure and retained in accordance with the following table. 
	Record
	Retention Period (Years)

	Risk in Design Review (DOOR) Minutes
	40

	Workplace Risk & Opportunity Register
	15

	HSE Target or Management Plans for Workplace
	15

	Workplace Roles and Responsibilities (signed)
	15

	Workplace Training Needs Analysis
	20

	Workplace Induction Register
	15

	Workplace Visitor Register
	15

	Workplace HSE Consultation Statement
	15

	HSE Alerts 
	15

	Toolbox Talk Records
	20

	JSEA’s / SWMS’s 
	15

	Facility Emergency Response Plan
	15

	HSE Inspections
	15

	Hazard Notifications
	15

	Workplace HSE Instructions
	15

	Workplace Incident Investigation Reports
	15

	Permits (e.g. mobile crane, confined spaces, hot work, excavation, isolation etc.)
	15

	Plant and Equipment Register
	15

	Plant Pre-start Inspections / Plant Logbooks
	15

	On-Site Plant Checklist
	15

	Certificate of Competencies or Qualifications for Individuals at Workplace
	20

	HSE Training Records
	20

	Electrical Equipment Inspection & Testing Register
	15

	Workplace injury case files for employees 
	40

	Workplace Employee Health Records associated with exposure to carcinogenic substance
	30

	Minutes of Meetings [if applicable]
	15

	Workplace Corrective and Preventative Action Plans
	15

	Environmental Monitoring Test Results (e.g., water quality, dust, environmental noise, etc.)
	40

	WHS Monitoring Reports (e.g., noise, dust, etc.)
	40

	Products and Hazardous Substances Register (includes Dangerous Goods)
	40

	Hazardous Materials Reports
	40

	Indoor Air quality report
	40

	Thermography reports
	15

	Slip test reports
	15

	MSDS for products and substances at the Workplace
	40

	Risk Assessments e.g., hazardous substances, manual handling, etc.)
	40

	Workplace PPE Supply Register
	15

	Anti-Harassment Case Notes
	15

	HSE Audit Reports
	15

	HSE Review Reports
	15

	HSE and Legal Correspondence
	20

	Grants, submissions and awards
	7

	Essential Services
	15





[bookmark: _Toc61952415]Appendix 5 – Workplace HSE Communication & Consultative Events
	Event
	Frequency/
Requirement
	Participants
	Record/Evidence

	Changed or New Work Activities and Job Tasks
	Prior to commencing any changed or new activities / tasks
	Personnel carrying out specific work activities.
	Record of training – listed on the JSEA or Toolbox Talk Record.

	Tool Box Talks.
	As required generally when there is the introduction of a new process (JSEA) or when discussing HSE issues/topics or safety alert.
	Mirvac employees and Service Providers (all workers).
	Toolbox Talk Record

	
	
	
	

	
	
	
	





[bookmark: _Toc61952416]Appendix 6 – Emergency Response Plan
THE FOLLOWING INFORMATION IS TO BE DEVELOPED, INCLUDED IN INDUCTIONS AND POSTED IN PROMINENT LOCATIONS OF THE WORKPLACE.
Emergency Contact Information Table
	Emergency Contact Information
	Name
	Telephone
	Address

	Workplace Manager
	Bryce Davey 
	0439844332
	At the Workplace

	Facility Manager’s
	Daniel Ash
Karen Morales
	0429276907
0422142486
	At the Workplace

	Emergency Evacuation training and response planning service provider
	Trimevac
	03 9869 8625
	Melbourne

	First aid officer(s)
	477 Olderfleet Security
	0467770108
	At the Workplace

	Nominated HSE person
	Karen Morales
	0422142486
	At the Workplace

	Emergency phone numbers
	
	000
	Police, fire and ambulance.

	Nearest hospital / emergency centre
	The Royal Melbourne Hospital 
	03 9342 7000
	300 Grattan St, Parkville VIC 3000

	Nearest medical centre	
	My Clinic Melbourne
	03 9620 5299
	91 William St, Melbourne VIC 300

	Facility phone number
	
	0467770108
	At the Workplace

	WorkCover or equivalent Regulatory Authority
	WorkSafe Victoria
	1800 136 089
	WorkSafe Victoria
1 Malop Street
Geelong VIC 3220

	Environment protection authority or local council environment officer
	City Of Melbourne
	03 9658 9658
	Melbourne

	Emergency after hours telephone number visible from outside the security fence/gates
	477 Olderfleet Security
	0467770108
	

	Location of Spill Kit
	PO Loading Dock, Bailer Room, Plant Rooms L8 & L40 

	Location of First Aid Kit / Room
	PO Loading Dock Control Room Office, Ground Floor Concierge Desk and, Level 7 MAM Office 



Workplace Specific Fire & Emergency Procedures
The service provider for the Emergency Response Planning and Evacuation Training will develop and maintain the documentation for each workplace in accordance with AS 3745 in consultation and approval with management of the workplace. 
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	Item
	Ticket or Cert. of Competency Required
	Inspection
by
	Australian Standard/ Code
	Inspection/Records/ Other Required

	Air Quality monitoring
	Yes 
	Competent Person
	ASHRAE, Standard 62
AS 1668.2:2012
	· Yearly Testing

	Building Maintenance Units ®
	Training/Instruction
	Competent Person
	AS 1418.13:1996
AS 2550.13:1997
	· Pre-operational prior to use
· Routine servicing 
· Annually
· 10 Yearly

	Confined Space and monitoring equipment
	Yes
	Competent Person
	AS 61779.1:2005

AS 2865:2009
	· Entry permit & register retained for 15 years
· Yearly Report
· Risk assessment retained for 40 years
· Testing instruments should be calibrated yearly

	Cooling Towers ®
	Training/Instruction
	Competent Person
	AS 3666.1:2011
AS 3666.2:2011
AS 3666.3:2011
AS 3666.4:2011
	· Monthly water testing
· Cleaned quarterly  

	Explosive Power Tool
	Yes
	Competent Person
	AS 1873.1:2003
	· Pre-operational prior to use and cleaned at least a day after use
· Dismantled and examined for defects by an authorised operator at least once in every week in which the tool is used.
· Tools should be returned to the manufacturer or authorised agent for complete overhaul at least in every 12-month period.

	Elevated work platforms ® Boom Lift
	Yes, 11m or over
	Competent Person
	AS 2550.10:2006 (Amdt 1-2009)
	· Pre-operational prior to use 
· 3 Monthly
· After the first 5 years of service, and each and every year thereafter, periodic inspections shall be structured to ensure all critical components are inspected, and tested where appropriate, within a 5 years period.
· A major inspection by the end of the 10th year.

	Emergency Lighting
	Training/Instruction
	Competent Person
	AS 2293.2:2019
	· 6 monthly inspection and testing

	Escalators
	Training/Instruction
	Competent Person
	AS 1735.5.1:2019
	· Monthly
· Annual ‘Safe to Operate’ certificate
· WorkCover authority registration

	Exhaust (tenants)
	Training/Instruction
	Competent Person
	AS 3666.2:2011
	· Monthly inspection
· 6 Monthly Clean

	Fixed platforms & stairs
	Yes
	Competent Person
	AS 1657:2018
	· Routine inspection.
· Annual External Inspection 

	Scissor Lift
	Yes
	Competent Person
	AS 2550.10:2009
	· Pre-operational prior to use 
· Routine 
· Periodic 
· Enhanced periodic inspection after the first 5 years of service or continue with periodic inspections followed by major inspection by the end of the 10th year.
· Critical components shall have been inspected by the end of the 10th Year

	Electrical Switchboards and Electrical Equipment
	Training/ Instruction
	Licensed Electrician
	  AS 3000:2018
  AS 3012:2019
	· Thermal scan on switchboard 6 monthly
· Inspection of switchboard 6 monthly 
· Electrical Equipment as per the Australian Standard. 3 monthly, 6 monthly, Annual or 5 yearly

	Fire Fighting Equipment
	Training/Instruction
	Competent Person
	AS 1851:2016
	· 6 Monthly
· Yearly
· 5 Yearly

	Fire (Essential) Services Equipment
	Training/Instruction
	Competent Person (service provider)
	AS 1851:2016
	· Annual fire safety statement

	Forklift Truck
	Yes
	Competent Person
	AS 2359.2:2013
	· Pre-operational prior to use 
· Regular inspection & maintenance as per manufacturer. 
· Registered with roads authority if required.

	Hazardous Materials (Substances)
	Training/Instruction
	Safety Precautions
	   AS 2714:2008
Nat Standard
	· Survey competed for building every 5 Years 
· MSDS/SDS Register
· Risk Assessment

	Industrial Rope Access
	Yes
	Competent Person
	AS/NZS ISO 22846.1:2020
	· Periodic inspection of anchorages
· Yearly for permanently installed anchorages
· Visual Inspection before use

	Ladders
	Training/Instruction
	Competent Person
	AS 1892.5:2020
	· When purchased
· Pre-operational prior to use 
· Annual 
· After mishaps, drops and impacts
· Clearly labelled, e.g. safe working load & industrial use.

	Lifts ®
(passenger or goods)
	Training/Instruction
	Competent Person
	AS 1735.20:2020
	· Periodic to be carried out to the manufacturer’s recommendation.
· WorkCover authority registration

	Oxy/Acetylene/ Flashback arresters
	No
	Competent Person
	AS 4332:2016 (Storage and Handling of Gases in Cylinders)

AS 4603:2016 (Flashback arresters - Safety devices for use with fuel gases and oxygen or compressed air)

AS 4289:2016 (Oxygen and acetylene gas reticulation systems)
	· Regular inspection & adequate separation and storage.
· Flashback arrester 12 months test.
· Hoses, gauges and other reticulation items 6 monthly.
· Yearly

	Personal Protective Equipment (PPE)
	Training/ Instruction
	Competent Person
	AS 4501.2:2006
	· Replaced as per the manufactures specifications
· Register of Supplied PPE

	Playgrounds
	Training/ Instruction
	Competent Person
	AS 4685.0:2017
	· Daily and Weekly Visual Inspection
· Monthly or 3 monthly Operational Inspection 
· Annual Comprehensive Inspection

	Pressure Equipment
	Training/ Instruction
	Competent Person
	AS 1200:2015
	· WorkCover authority registration
· Routine Inspection

	Residual Current Device (RCD) 
	Yes
	Competent Person
	AS 3012:2019
AS 3760:2010
	· 6 Monthly Push Test
· Annual Functional Test

	Safe Work Method Statement (SWMS)/Job Safety & Environment Analysis (JSEA)
	Training/Instruction
	Competent Person
	
	· Record of review by Competent Person 
· Once approved Works can Proceed.
· Monitoring by principal contractor to ensure compliance where applicable.

	Safety Harness
	Training/ Instruction
	Competent Person
	AS 1891.4:2009
	· Visual Inspection before use
· 6 Monthly external check

	Safety Lines/fall arrest devices, lanyards (installation)
	Yes
	Competent Person
	AS 1891.4:2009
	· Visual Inspection before use
· 6 Monthly external check
· 12 Monthly full inspection/service

	Slip testing on floors and commercial
	Yes
	Competent Person
	AS 4663:2013
	· 6 Monthly Wet and Dry Pendulum Testing
· Wet and Dry Pendulum Test after a strip and seal 

	Swinging Stage
	Yes
	Competent Person
	AS 1576.4:2013
AS 4576:2020
	· Handover Certificate
· Daily pre-start
· Monthly inspection.

	Switchboards (thermography)
	Yes
	Competent Person
	AS ISO 18434.1:2014
	· Annual Report

	Traffic Control
	Yes
	Competent Person
	AS 1742.2:2009
	· Mirvac Operated Carpark:
· Independent Management Plan
· FCR36

	Travelators ®
	Yes
	Competent person
	AS 1735.20:2020
	· Monthly Service and Inspection 
· 6 Monthly Service and Inspection
· Annual Service and Inspection
· WorkCover authority registration

	Underground Storage tanks
	License
	Competent Person
	AS 4482.1:2005
Code of Practice
	· Annual Report
· Ground water monitoring as of 2011





KEY:
	®
	Means items of plant or equipment, which require registration of their design and/or the specific item of plant itself (currently QLD, WA, VIC, SA and NSW). Plant which requires ‘item’ registration, i.e. for the specific piece of plant which arrives at a construction project, typically includes: concrete pumps (boom type), mobile cranes > 10 tonnes SWL, tower cranes, air compressors, building maintenance units, and boom type elevated work platforms.

	(#)
	Means records required.



Definitions: 
Competent Person for any task means a person who has acquired through training, qualification or experience, or a combination of them, the knowledge and skills to carry out the task. 
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Training sessions are conducted regularly by the HSE team. The Training Calendar on Sharepoint can be used to book into a session. Should you require further assistance, please contact the HSE team. 
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	Objectives 
	Performance Targets

	LEAD INDICATORS
	

	Leadership- Demonstrated commitment to HSE 
Each Mirvac Group (MG) Executive Leadership Team member completes at least 2 x HSE related actions per quarter 
	100%

	
	

	Incident & Near Miss Response 
a) Timely reporting (reported in iSystain within 24 hours of occurrence) 
	<24 hrs

	b) Timely close out of corrective and preventative measures (actions are completed as planned)
	> 90% 
Close out

	Training
Timely provision of training to equip employees with minimum role specific HSE capabilities (All employees complete assigned HSE ‘Licence To Operate’ Training modules within 3 months of commencement)
	100%

	Health and Wellbeing
100% of all employees (in aggregate) participate in a Mirvac sponsored H&W initiative.  
	100%

	LAG INDICATORS 
(All stated frequency rates are 12-month rolling averages)
	 

	CIFR
Roll. Av. Critical Incident Frequency Rate
	<1.75

	LTIFR
Roll. Av. Lost Time Injury Frequency Rate
	< 3

	TRIFR
Roll. Av. Total Recordable Injury Frequency Rate
	< 8.35

	EIFR
Roll. Av. Environmental Incident Frequency Rate
	< 2
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Business Context
	Issue (internal / external)
	
Interested Parties
	
Requirements

	The asset is situated in a commercial, industrial or mixed-use precinct. Asset operations have a potential to impact neighbours, surrounding businesses, local traffic, utility provider operations, roads, council, other parties Emergency Response, shared access, etc. and to cause a risk to these parties. The Workplace Risk & Opportunity Register includes the list of impacted parties and arrangements in place to minimise risk and impact.
	Safety of Operations and Emergency Response
	Employees
Workers/Service Providers
Community
	Ensure all impacted parties have been consulted and communicated with regarding potential impacts of the project and potential emergency response scenarios.

	As the world’s population grows, so does the human impact on the earth, particularly when it comes to global warming. In fact, organisations such as the International Energy Agency and the World Bank predict that temperatures may rise by as much as 4 degrees Celsius by the end of the century, compared to pre-industrial times. It’s a dangerous shift and climate scientists agree that to avoid devastating consequences, we need to limit global warming to no more than 2 degrees Celsius. In 2015, 195 countries signed the Paris Agreement in a pledge to make this a reality, including Australia, the world’s eleventh-largest emitter of carbon per capita.
The built environment in Australia represents 25 per cent of our total emissions. And as a major player within our $202 billion property industry, Mirvac’s leadership can influence change. Given that our core business is focused on designing, creating and managing high quality buildings, we have an important opportunity to make a difference to the environment, and combat rising energy costs at the same time.
	Climate Change
	Employees
Customers
Community
Shareholders

	Target: Net positive carbon by 2030


	Mirvac wouldn’t be where it is today without its highly engaged workforce.  Our people are our greatest asset, and their engagement is a strong predictor of our future success. We’re very proud of the culture we’ve built, and while we know we’re attracting and retaining the best talent, we can’t afford to become complacent. In today’s competitive job market, we need to give people good reason to join Mirvac, and importantly, to stay with us. There’s much more to employee retention than salary; these days, it’s just as important to provide people with opportunities to grow, and to create a culture where diversity, inclusion, and flexibility are championed.  And we’re always mindful to anticipate how requirements will shift over time, whether that is from more millennials entering the workforce, or the rise of automation.
The property sector has not always been known for its gender diversity, but this is something Mirvac is able to change. By leading and creating an inclusive culture, we can not only offer opportunities to a broader range of people – we can better understand the diverse needs of our customers and create new opportunities as a business.
	People
	Workers / Service Providers
Employees
People Managers
	Target: High engaged, capable and diverse workforce.
Two big milestones particularly relevant to the HSEMS are to demonstrate a 20% improvement in health and wellbeing by 2030; and also to provide personalised health & wellbeing support by 2019.




	The property industry relies heavily on natural resources to construct and manage buildings. These resources are finite and precious, and it’s increasingly clear that we need to find more sustainable solutions. Water is a concern. In the World Economic Forum’s Global Risks Report 2018, it was ranked as the world’s number one social risk, and according to a recent World Resources Industry report, Australia is one of the most water-stressed nations. We also have significant opportunities to consider waste within the circular economy, and to protect, enhance, and restore biodiversity, a key part of the world’s natural capital.
Mirvac’s integrated business model gives us great scope to make positive choices at all stages of the development process, from design and construction all the way through to completion. We’re able to use natural resources in increasingly efficient ways – whether it’s by driving innovations in water use or integrating pockets of nature into the built environment. After all, we are often responsible to decide which resources are used in construction, and how buildings we manage are used for many decades.
	Natural resources
	Employees
Workers/Service Providers
Community
Customers
Shareholders
	Targets: 
Net positive (water) by 2030
Zero waste to landfill by 2030
We have made a commitment to achieve net positive water and zero waste to landfill by 2030. We’ll also be tackling how we can take a holistic approach to reducing the waste we generate through smart design, embracing new technologies, and including our suppliers as key partners in this goal.

	Over the past 17 years, the Edelman Trust Barometer has measured the trust people hold for institutions such as companies, governments, not-for-profits, and media. In 2018, this figure is at a five-year low, the sharpest dip since the barometer’s inception. Given the questionable choices made by some major institutions, and the rate of change the world is experiencing, these perceptions are understandable. For organisations like ours, it’s more important than ever to continue demonstrating integrity in all that we do.
At Mirvac, we believe in the quality of our products and services, and in our ability to form good partnerships. We believe in being open, honest and fair, and acting with integrity and respect. We promote this within our own workforce, and we value it in the people we work alongside, including our supply chain.
	Trusted partner
	Employees
Customers
Community
Shareholders

	Target: Most trusted partner and developer.
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