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TITLE

Controlling Access to the Workplace.

OVERVIEW

The purpose of this Model Procedure is to standardise and clarify procedures, controls and protective measures to ensure the health, safety and welfare of employees, visitors, contractors and clients at workplace premises which are owned, leased or controlled by any entity of the Uniting Church of Australia Synod of NSW and ACT (the Synod).  
It is the intention of the Synod to ensure that:

· visitors to, and their activities at, any Synod workplace do not pose risk to employees, contractors or clients

· the activities of employees, contractors or clients do not pose risk to visitors whilst at workplace premises owned by any Synod entity 

· visitors to workplace premises are protected from workplace hazards

· visitors to the Synod workplace are aware of the Code of Conduct and/or Standards of Behaviour expected by the Synod (as referred to in the “Requirements for Visitors to the Workplace”).

SCOPE/APPLICATION

This Model Procedure applies to all workplaces on premises which are owned, leased or controlled by any entity of the Uniting Church of Australia Synod of NSW and ACT.
DEFINITIONS

Nominated/Workplace Manager
Management appointed person operating and controlling premises (as the employer), with overall operational responsibility for work activity within a workplace on premises owned, leased or controlled by the Synod.

Workplace Host
Any employee at the workplace who receives and controls access of a visitor and acts as their host.

Client

A person to whom professional goods or services are being provided by any Synod entity and to whom a duty of care is owed.

Visitor

Any non employee who does not normally work or reside on or at Synod premises (excluding clients) and is therefore unfamiliar with local hazards and Synod codes of conduct and standards of behaviour.  A visitor may include employees visiting unfamiliar workplaces, relatives of employees, volunteers, work experience students, labour hire, consultants and contractors.  (Reference should be made to the Control of Contractors Model Procedure for detailed procedures relevant to contractors).

RELATED DOCUMENTS/FORMS

	Emergency Plans Model Procedure

	Control of Contractors Model Procedure

	Uniting Church in Australia (NSW Synod) Code of Conduct and Values


REFERENCES & LINKS

	Current Work Health and Safety legislation as applicable to NSW & ACT

	

	


ROLES & RESPONSIBILITIES

Nominated/Workplace Manager
The Nominated/Workplace Manager is primarily responsible for WHS matters (over which they have or can reasonably be expected to have control) within a workplace.  The Nominated/Workplace Manager must ensure that the activities of the Synod or visitor activities do not expose themselves, employees, clients, contractors, visitors or others to unacceptable risk, by ensuring compliance with all requirements of this Model Procedure.
Workplace Host
The Workplace Host is responsible for receiving and accompanying visitors to the workplace, ensuring they are properly identified and registered, and advised of and protected from all workplace hazards.  Where it is deemed appropriate by the workplace, the Host shall ensure the visitor is advised of and provided with a copy of “Requirements for Visitors to the Workplace”.

Visitors

Visitors are responsible for cooperating with the requirements of the “Requirements for Visitors to the Workplace” and all aspects of the WHS Management System.

PROCEDURE

Each workplace shall develop “Requirements for Visitors to the Workplace” appropriate to the level of risk exposure, by undertaking a Risk Assessment of the workplace, persons likely to visit and potential purpose of their visit.  During this process, consideration should be given to the hazards (potential for harm) which exist at the workplace and the risk (likelihood and consequence) for both visitors and employees.  

The Sample ‘Requirements for Visitors to the Workplace’ may be used in conjunction with the considerations below.
1.  Conduct a Risk Assessment of the Workplace

When conducting a risk assessment of the workplace, consideration should be given to:

· persons likely to visit

· potential purpose of the visit

· hazards relevant to the workplace

· access / egress restrictions 

· unsupervised access 

· access to, and supervision in isolated, discrete or obscure areas

· privacy and confidentiality matters

· financial or monetary exposures and risks

· expected standards of behaviour relevant to the workplace

· unpredictable behaviour/vulnerability of persons/clients in the workplace

· location of amenities such as toilets, kitchens and tea rooms

· the requirement for checking of criminal records

· construction work exposures (refer to Control of Contractors MP)

· identifying first aid facilities, fire and emergency control facilities

· chemical, biological or radiological hazards

· identifying exits and WHS signage

· emergency response procedures including identification of evacuation assembly areas

· restricting access to children under certain ages / supervision of minors 
· procedural requirements applicable to the workplace which may be relevant to the type and duration of stay

Following completion of the risk assessment of the workplace, it will then be necessary to determine the classification of risk associated with the workplace visit (and areas within it) as high, moderate or low.  Appropriate levels of control may then be applied, ie, level of induction

2.  Requirements Applicable to Visitors

Access to the workplace should be controlled and visitors entering the workplace must be approved on each occasion.  Entry and exit points to the workplace should be limited with doors and windows secure when not in use.  

All visitors are required to sign in and out at a visitor reception point before entering and leaving the workplace.  Each visitor shall be issued with an identification badge or equivalent.  A visitor’s register shall be retained at the visitor reception point.  The Sample ‘Visitor’s Register’ can be used as a guide.  This register shall be kept for a period of seven years.

The Workplace Host shall:

· be advised of the arrival of the visitor and physically receive them

· ensure the visitor displays their identification badge or equivalent at all times

· accompany the visitor at all times

· take all reasonable precautions to ensure the safety of the visitor

· provide the visitor with relevant information relating to the hazards present in the area of workplace to be visited to minimise risk to the visitor 

· ensure that the visitor is provided with an induction appropriate to the classification risk of the workplace 

· ensure the visitor is advised of and provided with a copy of “Requirements for Visitors to the Workplace”.  

· ensure that the visitor is aware of applicable Synod WHS Management system requirements and any local workplace procedures where necessary

· instruct the visitor of the location of amenities

· instruct the visitor in relation to emergency evacuation if being left alone for any period

· issue protective equipment (as necessary) to the visitor prior to entering hazardous areas

Long term visitors (eg, each day for more than one week) shall be treated the same as employees of the Synod with regard to WHS induction training.  Emergency contact information should also be obtained from long term visitors and details included in the “Requirements for Visitors to the Workplace”.
It may be appropriate for the Nominated/Workplace Manager to approve after hours visits and access by children under a certain age.  In all circumstances, children brought onto the premises by a visitor must be supervised at all times and remain the responsibility of the visitor.

3.  Risk Management and Access Controls

It is essential to train and communicate to workplace employees the importance of establishing an awareness of and challenging the presence of non-employees in the workplace.

The type and extent of risk management and access controls will depend on a number of factors including:

· the purpose and duration of the visit

· supervision provided by Workplace Host

· outcome of Risk Assessment of the workplace and type and level of workplace hazards and risks

For example, where the classification of risk associated with the workplace visit is determined to be high or medium, the following levels of control may be appropriate: 

· Visitors shall be required to read, sign and return the “Requirements for Visitors to the Workplace” document to the Workplace Host 
· All visitors are required to be accompanied/supervised by a nominated Workplace Host for the duration of the visit.  If it becomes necessary for a visitor to be left unsupervised at the workplace, appropriate training and procedural requirements should be established.

For example, where the classification of risk associated with the workplace visit is determined to be low, the following levels of control may be appropriate: 
· The visitor should be made aware of the “Requirements for Visitors to the Workplace”.
· The visitor must be made aware of any hazards and risks associated with the workplace.

· If the visitor is required to perform duties at the workplace or be left alone, appropriate training for the visitor should be provided 

4.  Hostile or Threatening Situations

The guidelines outlined in Dealing with Hostile or Threatening Situations may assist should employees be required to deal with hostile or threatening situations and to ensure that the risk to personal safety is minimised at all times.  
Examples of circumstances which may result in hostile or threatening situations include: 

· an attack or threat by a violent/potentially violent or threatening person (including verbal abuse, aggression, violence)

· an uninvited intruder, prowler or known breach of access control

· shoplifting / theft

· armed robbery

Precautionary Measures   
Uninvited Intruders & Armed Robbery
· Be aware of strangers or if the workplace is being observed 

· Limit the entry and exit points to the workplace and ensure doors and windows are secure when not in use

· Eliminate or minimise the amount of cash kept at the workplace and install electronic methods of payment to assist in this regard.  Where appropriate, arrange a secure area for storing cash and other valuables.
· Use signage to clearly display security measures applicable to the workplace, eg: NO CASH ON PREMISES
· Consider additional security devices such as panic buttons, CCTV.
Shoplifting

Workplace Layout and Design

· Limit the entry and exit points to the workplace and consider the layout of the workplace to ensure adequate visibility to all areas including lighting

· Keep stock rooms and staff rooms locked at all times

· Keep items and shelves neatly stacked

· Keep more expensive and easily portable items locked in cabinets

· Use signage to clearly display security measures applicable to the workplace, bag checking policy, warning of consequences of theft and that Police will be called

· Limit access to cash registers, avoid keeping large amounts of cash on the premises and where possible use EFTPOST facility only

· Install video surveillance cameras and electronic article surveillance

Staff Education and Training

Ensure staff:

· are familiar with items and quantities of stock on display

· acknowledge and be attentive to all customers, keeping them in view at all times

· never leave sales area/registers unattended

· pay attention to individuals who are acting suspiciously and are aware of typical behaviours to watch for (eg; loitering, nervous, agitated, distractions, bulky clothing)

· understand and are adequately trained in store policies and procedures relating to the security of goods, bag checking and suspected theft
Minimising the Risk to Personal Safety

· Be familiar with emergency procedures relevant to the workplace.

· Ensure access to the workplace is restricted appropriately.

· Ensure valuables are not left unattended or kept in a secure area whilst at the workplace.

· If working after hours, keep doors and windows locked at the workplace and when leaving the premises arrange an escort to the car park to ensure safe arrival into the car.

· Avoid walking alone at night, avoid shortcuts and remain in well lit areas that are not isolated.

· Carry a mobile telephone or personal alarm for security.

· Keep handbags close to the body.

· Park your vehicle as close to the workplace as permitted.

· When approaching your vehicle have car keys in your hand ready for use.

· Check the interior of the vehicle through the windows prior to getting in.

· Consider driving with all doors locked, especially at night.

· Do not leave valuable items visible inside and lock the vehicle as soon as you leave it.
FURTHER ASSISTANCE

	Contact:
	Workplace Safety Services

	Telephone:
	(02) 8267 4242 or (02) 8267 4467

	Email Address:
	wss@nsw.uca.org.au


VERSION CONTROL

	Procedure:
	Visitors to Workplace : Management Model Procedure
	Version:
	3
	Approved by:
	WSS

	Creation Date:
	31/07/09
	Last Revised:
	24/10/10
	Revision Dates:
	16/02/10


MODEL PROCEDURE IMPLEMENTATION AUDIT

The purpose of this Implementation Audit is to:

1. ensure that all of the appropriate elements of this procedure have been communicated to relevant employees and/or other stakeholders and that their competency / understanding has been confirmed.

2. enable Managers to undertake an internal self assessment audit to confirm that the appropriate elements of this procedure have been implemented.   Should there be any remarks/notes relevant to the audit, these should be included at the bottom of the checklist in the space provided.

When completing this checklist, use a tick (() to indicate confirmation/compliance.

Management Model Procedure: Controlling Access to the Workplace
	Workplace Name
	
	Date
	     /       /


	Key Points
	Employee/Stakeholder Competency Confirmed
	Model Procedure Implementation

	01
	Has a Risk Assessment of the workplace been conducted with consideration to the relevant points outlined in point 1 of the Model Procedure (MP)?
	
	

	02
	Following completion of the Risk Assessment of the workplace, has the workplace been classified as high, moderate or low?
	
	

	03
	Is access to the workplace controlled appropriate to the workplace classification?
	
	

	04
	Are procedures in place to ensure that visitors entering the workplace are approved on each occasion?
	
	

	05
	Are procedures in place to ensure that visitors are required to sign in and out at a visitor reception point using a Visitor’s Register?
	
	

	06
	Are procedures in place to ensure that visitors are issued with an identification badge or equivalent upon sign in?
	
	

	07
	Are employees at the workplace who act as a Workplace Host aware of their responsibilities in relation to visitors?
	
	

	08
	Are long term visitors treated the same as employees with regard to WHS induction training?
	
	

	09
	Is there appropriate training and communication available to employees in relation to the presence of non-employees in the workplace?
	
	

	10
	Are risk management and access controls appropriate to the purpose and duration of visits, supervision provided by the Workplace Host, risk assessment outcomes and type and level of workplace hazards and risks?
	
	

	11
	Is the ‘Requirements for Visitors to the Workplace’ document communicated appropriately to visitors depending upon risk management outcomes?
	
	

	12
	Have employees been made aware of and trained in dealing with hostile or threatening situations?
	
	

	13
	Have precautionary measures been taken into account when determining access control to the workplace?
	
	

	14
	Does the ‘Requirements for Visitors to the Workplace’ document incorporate:

a) a sample workplace map showing workplace boundaries, workplace layout, hazardous materials, normal entrances and exits, exit routes and assembly areas
	
	

	
	b) information in relation to security, safety, and other matters relevant to the workplace?
	
	

	
	c) a code of conduct and behaviour standards relevant to the workplace
	
	

	
	d) incorporate Emergency Contact Information for long term visitors
	
	

	
	e) address instances of non-compliance by visitors
	
	

	
	f) a section in the document where visitors can document their understanding of the information provided to them in relation to conditions of entry
	
	


	Internal Audit Remarks/Notes

	Key Point No
	Comments

	
	

	
	

	
	


	Completed by:

	Name
	
	Signature
	
	Date
	     /       /


DEALING WITH HOSTILE OR THREATENING SITUATIONS

(also refer to Emergency Plans Model Procedure)

The following guidelines will assist in ensuring the safety of all persons occupying the workplace and responding to a hostile or threatening situation.  Examples include:
· an attack or threat by a violent/potentially violent or threatening person (including verbal abuse, aggression, violence)

· an uninvited intruder, prowler or known breach of access control

· shoplifting / theft

· armed robbery

	Responding to Aggressive and Violent Behaviour

	What To Do
	When responding to instances of aggressive or violent behaviour, the priority is to ensure the safety of yourself and others in the workplace by:

· remaining calm whilst assessing the situation 

· contacting Police immediately if it appears that the safety of individuals in the workplace is at risk

· remaining patient and respectful

· listening to the person and acknowledging the situation or problem

· not taking matters personally and remaining objective

· providing options to rectify the situation or problem

· not involving others unnecessarily to avoid escalating matters

If the person is unable to calm down or be placated, they should be politely requested to leave the premises.  Should the person refuse, contact the Police and await for their arrival without engaging in unnecessary contact.

Where an individual becomes violent, avoid escalating the situation by:

· not entering their physical space

· removing items in the vicinity which may be used as weapons

· creating distance or a natural barrier between the offender and others at the workplace where possible eg. standing behind a desk or counter

If being physically attacked, reasonable and proportional force may be unavoidable and necessary in defence or in order to restrain the offender.  It should be noted however that excessive force may result in a counter claim of assault or litigation.

Following the event, trauma counselling may be a consideration for any affected employees.


	Responding to an Uninvited Intruder

	What To Do
	· Remain calm

· Endeavour to obey their instructions exactly

· Avoid sudden movements and confrontation

· Speak slowly and clearly

· Move away if possible and attempt to keep some distance between you

· Alert others to move away

· Make it easy for the offender to leave the scene

· Observe as much as possible about the offender’s description, speech, mannerisms, clothing or any other notable characteristics

· Do not argue with the offender or say anything that might encourage irrational behaviour

· Do not try to be heroic

· Do not volunteer information to the offender

· Do not stare at the offender

· Do not surround the offender 

If you are not involved in the incident or you have not been observed by the offender:

· Remain calm 

· Do not confront the offender 

· Stay out of sight of the offender

· Move away if safe to do so without being observed

· Once clear of the offender, raise the alert/alarm or call the Police

Once the offender has left, remove yourself to a safe place and contact the Police.  

Record any observations in writing as quickly as possible, including:

· a description of offender and/or vehicle, dialogue, etc

· Location of incident

· Exactly who was involved

· Whether the person was armed or appeared to be affected by drugs or alcohol

· Whether there were other persons in the area and if so, where were they and what were they doing

· Whether the identity of the offender was known

· If the offender was not known, gain a brief description of them

· Name and contact number of all persons involved in the incident

Following the event, trauma counselling may be a consideration for any affected employees.


	Responding to Armed Robbery

	What To Do
	· Remain calm and assess the situation

· Endeavour to obey the offender’s instructions exactly and speak only when spoken to

· Raise an alarm if safe to do so

· Avoid direct eye contact with the offender

· Avoid sudden movements and calmly explain any necessary movements to the offender

· Observe as much as possible about the offender’s description and any weapons

When the offender leaves the premises:

· do not chase them

· note the direction in which they are headed 

· note any vehicle details including vehicle registration, make, model and colour

· immediately telephone the Police on ‘000’

· close the premises to the public

· ensure the scene is not disturbed in terms of evidence

· request witnesses remain until the Police arrive and request they do not discuss what happened with any other witnesses

· request witnesses independently provide a full description of the events and details of the offender to assist the Police

Following the event, trauma counselling may be a consideration for any affected employees.


	Responding to Shoplifting

	What To Do
	· Detaining an offender who has committed an offence such as stealing must occur at the time they commit the offence or immediately after.  Their actions must have been observed, ie., the offender was actually seen taking goods, where they have concealed the item and that the item is still in their possession without offering any form of payment.  

· Where possible, another staff member should be present when approaching the person.  

· Identify yourself and be confident, polite but stern.

· Never accuse the person of theft either directly or indirectly.  Instead explain that you believe they have property that may not have been paid for and request to look in their bag/produce receipts and return to the store/workplace.

· Avoid touching the person and be mindful of safety and the possibility that the offender may be carrying a weapon. 

· If the person refuses to surrender the item or cooperate, advise the person that the Police will be called.

· If any force is required, it must be reasonable in the circumstances.

· If the situation becomes hostile, violent or endangers any person, do not try to detain the offender.

· Contact the Police immediately and report the incident.

· The Police will then take any required action.

· Detailed notes should be made about the incident as soon as possible after the event as the matter may go to court and evidence required to be given.




SAMPLE  “REQUIREMENTS FOR VISITORS TO THE WORKPLACE”
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Welcome to the Uniting Church in Australia Synod of NSW and ACT (The 

Synod).  We are committed to ensuring the safety of all people in the 

workplace.  Ensuring safety requires your cooperation and as such, all 

visitors must be aware of and comply with the following requirements.

All visitors to the Synod shall sign the Visitor’s Register immediately upon arrival 

and upon departure.  Each visitor shall be issued with an identification badge (or 

equivalent).  It is a condition of entry that all visitors wear this badge at all time 

whilst on the premises.

The visitor’s identification badge must be returned upon when signing out prior to 

leaving the premises.

SECURITY

SAFETY

As part of the signing in process, you will be advised of key hazards associated with 

the workplace and the procedures to follow in case of an emergency.

Should an emergency occur whilst you are on the premises, our emergency 

alert/alarm is ….

Please follow the instructions of employees of the Synod.  Should evacuation be 

required, please leave the workplace immediately via the nearest available exit and 

make your way to the designated assembly area (as instructed to do so or as 

shown on the Workplace Map).

Report all injuries, incidents, hazardous situations or problems immediately, no 

matter how minor.

SITE MAP SHOWING EXIT 

ROUTES &  ASSEMBLY AREAS

SAMPLE WORKPLACE MAP

This diagram should include:

•

The address / location of workplace

•

Sufficient area of the local neighbourhood so that 

orientation is clear.  (At least one kilometre from workplace 

boundaries).

•

Workplace boundaries including main entry, alternative 

entrances and exits, roadways, buildings and major tanks

•

A layout of the workplace

•

Normal entrances, exits and emergency access points

•

Location of hazardous materials including Material Safety 

Data Sheets

•

First Aid Stations and list of First Aid Providers

•

Details of the nearest medical centre of hospital.

•

A north point indicator

NON COMPLIANCE

If at any time it is deemed that you are in breach of any of the requirements in this 

Guide, you may be required to leave the premises immediately.

The Synod accepts no liability for incidents or injuries to visitors as a result of non 

compliance with these requirements.

I have read, understood & agree to comply with this Safety Information Guide.

Print Name ________________________________________________________

Signed  _______________________________________   

Date   ___/___/___

EMERGENCY CONTACT INFORMATION

In accordance with Synod OH&S Procedural requirements, where long term visitors 

are present, emergency contact information should be obtained.  This information 

shall only be used in case of emergency relating to the visitor whilst on Synod 

premises.

Where this is applicable, please complete the details below:

Visitor Name: _____________________________________________________

Visitor Contact Telephone Number: ____________________________________

Emergency Contact Name: ___________________________________________

Emergency Contact Telephone Number: _________________________________

Relationship to Visitor: _______________________________________________
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PERSONAL PROTECTIVE EQUIPMENT

All visitors must wear and use the following personal protective equipment at all 

times whilst visiting the workplace:

(list the PPE visitors must wear).

Only authorised vehicles are permitted on Synod premises.  

The maximum speed limit for all types of vehicles is x kph.

Give way to pedestrians and be mindful of children at all times.

Parking is limited and only permitted in designated areas (refer to the Workplace 

Map attached).

Please ensure that vehicles do not obstruct roads, access or doors.

For regular visitors remaining at the workplace for longer than x minutes, please 

park (where).

ALLERGY RISK CONSIDERATIONS

Visitors should be aware of the risks associated with people (particularly children) 

who may be susceptible to allergic reactions to certain products, especially those 

containing nuts or eggs.  Visitors should therefore be mindful of allergy risk 

considerations when bringing products to the workplace.

SMOKING, DRUGS & ALCOHOL

The Synod is a smoke free workplace and as such, smoking is not permitted 

anywhere on or at the workplace (except in designated areas) or in company 

vehicles. 

Alcohol and non prescription drugs are not permitted.

Any person found to be consuming or under the influence of alcohol or non 

prescription drugs shall not be permitted to enter the premises or may be asked 

to leave 

CODE OF CONDUCT & STANDARDS OF BEHAVIOUR

The Synod of NSW & ACT ‘Code of Conduct’ upholds the values of the Church 

and, in summary, describes how employees are expected to behave. Behaviour 

which is inconsistent with the Code would be considered to be unacceptable or 

inappropriate behaviour and maybe justification for the visitor to be required to 

leave the workplace.   

Examples of unacceptable or inappropriate workplace behaviour may include that 

which intimidates, offends, degrades, threatens, undermines or humiliates another 

person, such as:



Verbal abuse, ie., yelling, screaming, abusive or offensive language



Aggressive, abusive or violent behaviour such as threatening or offensive 

gestures or behaviour 



Bullying, harassment, intimidation or stalking



Teasing, malicious gossip or ridicule



Inappropriate, offensive, abusive or harassing emails, calls, messages or 

communication of any kind



Unwanted physical contact of a sexual, intimate or threatening nature



Being under the influence or impaired by alcohol or illicit drugs



Stealing or misuse of Synod property, facilities or resources

CONDITIONS OF ENTRY



The verbal instructions of Synod employees and signs displayed at the 

workplace must be followed at all times.



Touching or attempting to operate any device, machine or equipment is not 

permitted unless instructed to do so.



Engaging in unsafe or inappropriate practices or behaviour which poses a 

safety risk in the workplace is not permitted.



Entry to restricted areas must be via approval by the Nominated Manager only.



Animals are not permitted on the premises unless specific approval is given.



Clothing and footwear that is appropriate and safe must be worn whilst on the 

premises.



Visitors must show tolerance and be respectful of different opinions, views and 

cultural differences.



Children may be brought into the workplace with prior approval by the 

Nominated Manager.  Children must be supervised at all times and remain the 

responsibility of the visitor.


SAMPLE VISITOR’S REGISTER

	Date
	Visitor’s Name
	Visitor’s Organisation
	Workplace Host
	Time In
	Signature
	ID #
	Time Out 
	Signature
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REQUIREMENTS FOR VISITORS TO THE WORKPLACE

Welcome to the Uniting Church in Australia Synod of NSW and ACT (The Synod).  We are committed to ensuring the safety of all people in the workplace.  Ensuring safety requires your cooperation and as such, all visitors must be aware of and comply with the following requirements.

All visitors to the Synod shall sign the Visitor’s Register immediately upon arrival and upon departure.  Each visitor shall be issued with an identification badge (or equivalent).  It is a condition of entry that all visitors wear this badge at all time whilst on the premises.

The visitor’s identification badge must be returned upon when signing out prior to leaving the premises.

SECURITY

SAFETY

As part of the signing in process, you will be advised of key hazards associated with the workplace and the procedures to follow in case of an emergency.

Should an emergency occur whilst you are on the premises, our emergency alert/alarm is ….

Please follow the instructions of employees of the Synod.  Should evacuation be required, please leave the workplace immediately via the nearest available exit and make your way to the designated assembly area (as instructed to do so or as shown on the Workplace Map).

Report all injuries, incidents, hazardous situations or problems immediately, no matter how minor.

SITE MAP SHOWING EXIT ROUTES &  ASSEMBLY AREAS

SAMPLE WORKPLACE MAP

This diagram should include:

		The address / location of workplace

		Sufficient area of the local neighbourhood so that orientation is clear.  (At least one kilometre from workplace boundaries).

		Workplace boundaries including main entry, alternative entrances and exits, roadways, buildings and major tanks

		A layout of the workplace

		Normal entrances, exits and emergency access points

		Location of hazardous materials including Material Safety Data Sheets

		First Aid Stations and list of First Aid Providers

		Details of the nearest medical centre of hospital.

		A north point indicator



NON COMPLIANCE

If at any time it is deemed that you are in breach of any of the requirements in this Guide, you may be required to leave the premises immediately.

The Synod accepts no liability for incidents or injuries to visitors as a result of non compliance with these requirements.

I have read, understood & agree to comply with this Safety Information Guide.

Print Name ________________________________________________________

Signed  _______________________________________   

Date   ___/___/___

EMERGENCY CONTACT INFORMATION

In accordance with Synod OH&S Procedural requirements, where long term visitors are present, emergency contact information should be obtained.  This information shall only be used in case of emergency relating to the visitor whilst on Synod premises.



Where this is applicable, please complete the details below:



Visitor Name: _____________________________________________________



Visitor Contact Telephone Number: ____________________________________



Emergency Contact Name: ___________________________________________



Emergency Contact Telephone Number: _________________________________



Relationship to Visitor: _______________________________________________
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VEHICLE ACCESS

PERSONAL PROTECTIVE EQUIPMENT

All visitors must wear and use the following personal protective equipment at all times whilst visiting the workplace:

(list the PPE visitors must wear).

Only authorised vehicles are permitted on Synod premises.  

The maximum speed limit for all types of vehicles is x kph.

Give way to pedestrians and be mindful of children at all times.

Parking is limited and only permitted in designated areas (refer to the Workplace Map attached).

Please ensure that vehicles do not obstruct roads, access or doors.

For regular visitors remaining at the workplace for longer than x minutes, please park (where).

ALLERGY RISK CONSIDERATIONS

Visitors should be aware of the risks associated with people (particularly children) who may be susceptible to allergic reactions to certain products, especially those containing nuts or eggs.  Visitors should therefore be mindful of allergy risk considerations when bringing products to the workplace.

SMOKING, DRUGS & ALCOHOL

The Synod is a smoke free workplace and as such, smoking is not permitted anywhere on or at the workplace (except in designated areas) or in company vehicles. 

Alcohol and non prescription drugs are not permitted.

Any person found to be consuming or under the influence of alcohol or non prescription drugs shall not be permitted to enter the premises or may be asked to leave 

CODE OF CONDUCT & STANDARDS OF BEHAVIOUR

The Synod of NSW & ACT ‘Code of Conduct’ upholds the values of the Church and, in summary, describes how employees are expected to behave.  Behaviour which is inconsistent with the Code would be considered to be unacceptable or inappropriate behaviour and maybe justification for the visitor to be required to leave the workplace.   



Examples of unacceptable or inappropriate workplace behaviour may include that which intimidates, offends, degrades, threatens, undermines or humiliates another person, such as:

		Verbal abuse, ie., yelling, screaming, abusive or offensive language

		Aggressive, abusive or violent behaviour such as threatening or offensive gestures or behaviour 

		Bullying, harassment, intimidation or stalking

		Teasing, malicious gossip or ridicule

		Inappropriate, offensive, abusive or harassing emails, calls, messages or communication of any kind

		Unwanted physical contact of a sexual, intimate or threatening nature

		Being under the influence or impaired by alcohol or illicit drugs

		Stealing or misuse of Synod property, facilities or resources





CONDITIONS OF ENTRY

		The verbal instructions of Synod employees and signs displayed at the workplace must be followed at all times.

		Touching or attempting to operate any device, machine or equipment is not permitted unless instructed to do so.

		Engaging in unsafe or inappropriate practices or behaviour which poses a safety risk in the workplace is not permitted.

		Entry to restricted areas must be via approval by the Nominated Manager only.

		Animals are not permitted on the premises unless specific approval is given.

		Clothing and footwear that is appropriate and safe must be worn whilst on the premises.

		Visitors must show tolerance and be respectful of different opinions, views and cultural differences.

		Children may be brought into the workplace with prior approval by the Nominated Manager.  Children must be supervised at all times and remain the responsibility of the visitor.










