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Preamble  

1 The purpose of this Site Book is to provide Staff, Contractors and 
Consultants with information in respect to:  

(a)  access within Parliament House;  

(b)  permit and work procedures;  

(c)  code of conduct; and  

(d)  safety matters including emergency  evacuation procedures.  

2 The abbreviation ñDPSò is defined as Department of Parliamentary 
Services . The term ñContractorò shall include Consultant, Sub -  Consultant,  Sub -

contractors, and Construction /Project  Manage r when they are appointed  by DPS .  
The term ñStaffò shall include all building occupants.  The term ñContract  

Managerò refers to the DPS employee who is responsible for the management of 
the project  or contract . 

3 In particular, this Site Book will assist Contractors and Consultants who 
are engaged to  work within Parliament House.  The Site Book will form part of 
the contract when it is prescribed as such in a formal instrument of agreement.  
Otherwise, the instructions and procedures contained in this document are 

supplementary to the terms and condit ions of any contractual arrangement.  

4 Non compliance may leave the Contractor or Consultant subject to a stop 
work order including liability for any costs incurred.  

5 The Contractor or Consultant is responsible for ensuring that all 
employees, Sub -Contractors  or Sub -Consultants under their control comply with 
these instructions and procedures.  

6 All laws, regulations etc which are enforceable in the Australian Capital 
Territory shall be observed.  The Contractor or Consultant shall observe and 
comply with the pr ovisions of the ACT and Commonwealth Occupational Health 
and Safety Acts, paying particular attention to safe working practices.  

7 A series of DPS OH&S papers is available on the DPS Portal at 
http://dpsportal/KeyDocs/ohs/index.htm . Contractors are to contact the DPS 
Contract  Manager to discuss any relevant OH&S Policies that may apply.  

8 Any confidential information heard while working in Parliament House 
must remain confidential and must not be discussed.  

9 The utmost care and protection of all finishes, installations, furniture and 
fittings must be taken whil e on site.  Under no circumstances shall an Art  Work  be 

touched or removed .  Contractors  may be held liable for any loss or damage 
incurred w hile hav ing  access to a particular area or space.  

10  Whil e working in Parliament House, it is expected that dress and general 
appearance will be neat and tidy  and appropriate for the task.  

11  Contractors  are also reminded that smoking is not permitted inside 
Parliament House, within the basement car  parks, or a number of internal 
courtyards.  Refer Attachment F Smoking Zones in Parliament House . 

http://dpsportal/KeyDocs/ohs/index.htm
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12  Further information or clarification may be obtained from:  

Director Building and Security Projects  
Telephone : 6277 5389  

Work S afely in Parliament House  

13  All occupants of Parliament House are responsible for using safe working 
methods and to maintain a safe working environment. No one should work under 

conditions that are not safe, if there is any doubt this needs to be repor ted t o the 
relevant site supervisor/ contract manager. All hazards must be reported to the 
relevant site supervisor.  

14  Safety hazards must be observed. The costs of not doing a job safely far 
out way the possible impact.   

15  BEFORE start ing  work in a particular area, always check the locations of 
telephones, fire extinguishers, supervisors and work colleagues, and 

emergency exits.  

16  EMERGENCY telephone extensions are as follows:  
 

EMERGENCIES 7117  

Nursesô Centre 5314  

Maintenance Services Help Desk  5045  

Security  5999  

Information Technology Help Desk  2020  

 

Access to Parliament House  

Before Starting any Works  

17  Contact the DPS Contract  Manager  to arrange an  inspection of the work 
site at least 48 ho urs before starting any Works.  

18  Prior to commencement of work, all contractors are to have successfully 
completed the DPS  OHS Safety Induction program which will be arranged by 
contacting the DPS Contract Manager.  

Passes 

19  Parliamentary Security and Australia n Protective Services staff control  
access to Parlia ment House.  To gain entry for all w orks with in both the building  

and the Parliamentary Precinct , contractors  require a Temporary Pass.  Passes 
must be worn so that they are visible at all times (refer Attachment B for display 

of passes).  

20  To obtain a Temporary Pass, a Police Check  form and a Request for 
Security Pass  form  must be completed .  These forms are avail able from the DPS 

Contract Manager . 
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21  The completed forms are to be returned to the DPS Contract  Manager  for 
processing.  

22  Completed originals of the Police Check  forms are required.  They are to 
be filled out in black ink.  Faxed copies are not acceptable.   The forms will take 

up to 10 days to process and are valid for 4 years.  

Temporary Passes  

23  Electronic Temporar y Passes will only be issued to  persons requiring 
access for periods of more than one week.  Persons requiring access for periods 
of less than one we ek will need to be signed in each day by the Contractor , DPS 

Contract Manager  or another authorised officer.  

24  The collection of Temporary P asses will be in person by appointment 
through the Pass Office telephone (6277 5989 . Refer to Attachment B ï Wearing 
of passes  

25  Additional photographic identification will  be required to verify ownership 
of Temporary Pass (eg Driverôs Licence). 

26  Passes are issued for Works on a monthly basis.  The Pass Office is open 
for pass issues between the hours of 9 :00 am to 4 :45 pm, fr om Monday to Friday , 

excluding public holidays .  Passes will have to be renewed every month for the 
duration of the Works contract.  

27  Passes are to be returned to the Security Check Point at the conclusion of 
the Works under the Contract.  An administration fee of $50 may be imposed if 
passes are not returned . 

Security Controls  

28  Security patrols are conducted regularly throughout Parliament House.  
Contractors  may be required to show the documents authorising them  to be in 

an area.  

29  Security searches of bags and tools may be conducted by Parliamentary 
Security Staff .  Contractors may be required to establish proof of ownership of all 

goods or materials in their  possession before being allowed to remove them.  

30  Entry  to secure areas of th e building will be by arrangement with the DPS 
Contract Manager who will request  the  Parliamentary Security Staff to 
unlock/lock the area as required.  

31  A security clearance to work in some areas of the building  may also be 
required.  If so , you will be advi sed by the DPS Contract Manager  and will be 
required t o provide personal details or proof of security clearance . 

Parking  

32  It is preferable that contractors use the public underground car park and 
enter/exit the building via checkpoint 1 which is adjacent to  the public 
underground car park lift  (12 ) . Refer Attachment D Lift Locations . 
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Permit and Work Approval Procedures  

33  DPS has the following  established policies and procedures that apply to 
work  being carried out by staff and contractors . A pproval prior to 
commencement of work  is required for the following activities :  

(a)  Authority to Work in a Designated Area.  

(b)  Isolation Permit.  

(c)  Hot Work Permit .  

(d)  Authority to Dig or Core in a Designated Area.  

(e)  Alarm Isolation.  

(f)  Entry Permit for Confined Spaces.  

(g)  Permit for Working a t Heights.  

34  The DPS Contract Manager will  provide copies of the above permits to the 
Contractor. The Contractor  is to complete the required permits in conjunction 

with the DPS contract Manager in accordance with the following procedures.  

Notice Periods   

35  All  permit applications  and authority to work requests are to be completed 
and submitted to the DPS Contract Manager a minimum of three  working days 
before access is required  or work starts . 

36  Working hours for all Contractors are  Monday to Friday between the h ours 
of 6 :00 am and 6 :00 pm.  

37  If work outside of 6:00 amï6:00 pm  is required , an Authority to Work in 
Designated Area  must be submitted , stipulating the hours that  access  is 

required . OHS -22 Working in Isolation  may also be relevant . 

Authority  to Work in a Designated Area  

38  To carry out w orks within Parliament House and its environs an Authority 
to Work in Designated Area  is required.  When approved the original authority is 
to be clearly displayed at the work site.  

Isolation Permit  

39  It is the responsibility of  all staff  and contractors performing work within 
Parliament House to ensure the safety of themselves as well as other occupants 
of the building.  To enable the safe conduct of maintenance and construction 
work, all services, plant and equipment to be work ed on are  be isolated to the 

satisfaction of DPS.  This procedure is to be read in conjunction with OHS 26 
Isolation and Tagging of Plant .  

40  The DPS Maintenance Services Group, through the Electrical and 
Mechanical Business Units, undertake all plant and equ ipment isolations at no 
cost to contractors performing work in Parliament House  providing the following 

procedures are followed.  
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(a)  The Contractor is re quired to advise the DPS Contract  Manager by 

close of business each Tuesday of any up -coming isolation (s)  
required for the following week.  

(b)  The DPS Contract  Manager on receipt of this advice will raise a SAP 

Notification (M1) on the relevant DPS Maintenance Services business  
unit.  This is to be completed before mid day each Wednesday.  

(c)  For isolations that are required after normal working hours, including 
weekends, 10 working days notice is required, or the Contractor may 
be liable for all costs associated with the isolation . 

(d)  On exception more urgent isolations can be processed by DPS but the 
Contractor may be liable for all costs associated with the isolation . 

(e)  For complex isolations DPS Maintenance Services will assist in this 
identification process. In such cases a meeting between the 

contractor and DPS Maintenance Services must be arranged. Friday 
10:00am is the default time to discuss isolations with DPS 
Maintenance Services  and the Contract Manager . This meeting should 

occur before the isolation notification is submitted.  

41  Prior to isolation, the contractor must identify the plant  (valves, circuits, 
switchboa rds, etc) , building  area s and services that are to be isolated, and any 

areas and services that will be affected by the isolations.  This includ es obtaining 
the relevant óas-constructedô drawings from the DPS Building Information 
Section.  

42  The I solation Perm it  is to be completed as follows :  

(a)  Section 1 of the Isolation Permit  completed by the Contractor 
requiring the isolation of any service or item of equipment.  

(b)  Section 2 is to be completed by the DPS Contract  Manager who is to 
obtain agreement from the releva nt client to conduct work in the 

affected areas prior to approval of the isolation permit.  

(c)  Section 3 is to be c ompleted by the relevant DPS officer (approving 
the isolation) who will then contact the Contractor requiring the 

isolation to arrange a place  and time to perform the isolation . 

(d)  Section 4 is to be completed by the relevant DPS officer or nominated 

Service Provider carrying out the isolation.  This person will  carry out 
the isolation and ensure tags are placed on the isolated equipment.  
They wil l then explain to the Contractor any safety requirements to 

carry out the job and hand  the equipment over.  

(e)  Section 5 is to be completed by the Contractor who signs fo r the 

isolation provided the Contractor is satisfied that the isolation allows 
them to car ry out their work safely.  For electrical isolations, the 
Contractor shall be a licenced electrician.  

(f)  Section 6 is to be completed by the Contractor, who on complet ion of 
the work, signs off the isolation and contacts the DPS officer to put 

the equipment b ack in service.  At this time the Contractor will 
present any results of tests carried out that will allow the DPS officer 
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to put the equipment back into service.  For electrical isolations, the 

Contractor shall be a licenced electrician.  

(g)  Section 7 is to b e completed after DPS officer or nominated Service 
Provider  reconnects the equipment provided that they are satisfied 

that the work carried out has been done to an acceptable standard 
and the necessary tests have been carried out.  

(h)  Section 8 is to be comple ted by the DPS Contract  Manager  who is to 
sign off the permit from the register.  

43  By observing these requirements, the risk of injury to staff and contractors 

as well as disruption to building occupants can be minimised.  

Isolations Permit associated with Fi re Systems  

44  All isolations associated with Smoke Detectors, VESDA Units and 
Sprinklers will be conducted by the DPS Fire Maintenance Contractor through the 
DPS Fire Maintenance Contract Manager and by the es tablished I solation Permit 

procedures documented a bove.  

45  It is the responsibility of the Contractor requesting the isolation , to ensure 
staff working in the area to be isolated, have at their immediate disposal, the 
appropriate fire fighting equipment that relates to the fire risk in the area and 

that appr opriate inspections and procedures are executed when leaving the work 
site.  

Hot Work Permit  

46  Hot Work is any action that incorporates the release of heat, hot particles 

or flame to  a level that may cause combustion.  Hot work includes, but is not 
limited to  the following work: electric arc welding, oxyacetylene cutting and 
welding, Low Pressure Gas or Natural Gas soldering or heating of components, 

grinding and friction cutting.  

47  A Hot Work Permit  is required for all hot work that is to be performed 
external to a designated Hot Work Area.  

48  Procedure:  

(a)  The contractor  is to obtain a Hot Work Permit  form from the DPS 
Contract  Manager ;  

(b)  The form is to  be completed by the person performing  the hot work 

(site supervisor/tradesman/contractor);  

(c)  All relevant safety precautions and tests must be considered and 

implemented  and noted on  the permit ;  

(d)  Each person who will be performing the hot work must be included in 

the space provided ;  

(e)  The permit  is then to be r eturned to the DPS Contract Manager who 
will obtain approval from an Authorising Officer ;  

(f)  NO WORK SHALL BE PERFORMED WITHOUT APPROVAL;  
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(g)  The Hot Work Permit must  be displayed at the area where hot work is 

being performed; and  

(h)  On completion of the work the fo rm is to be returned to the DPS 
Contract  Manager  for review and filing.  

Authority  to Dig or Core in Designated Area  

49  To enable the safe conduct of maintenance and construction work s that 
require excavation or coring of the structure an Authority to Dig or C ore in 
Designated Area  is required . 

50  Prior to completing the Authority to Dig or Core in Designated Area , the 

contractor must identify any services and structural elements that are within the 
vicinity of the works.  This includ es obtaining the relevant óas-constructedô 
drawings from the DPS Building Information Section . 

51  For structural works the Authority to Dig or Core in Designated Area  must 
be accompa nied by  structural engineerôs advice that the structural integrity of 
the build ing will not be compromised by the Dig or Core.  

Alarm Isolation Permit  

52  All isolations associated with Security Systems and BMS  will be conducted 
by the DPS Security and BMS Maintenance Contractor through the DPS Security 

and BMS  Maintenance Contract Manage r. 

53  Prior to isolation, the contractor must identify the points/services  to be 
isolated, and any areas and services that will be affected by the isolations.  This 

includ es obtaining the relevant óas-constructedô drawings from the DPS Building 
Information Sec tion.  

54  Both the Isolation Permit  and  Alarm Isolation Permit  are  to be obtained 
from the DPS Contract Manager and completed by the contractor  requiring the 
isolation.  

Entry Permit for Confined Spaces  

55  The Australian Standard AS/NZS 2865:2001 Safe Working in a Confined 
Space defines a confined space as:  

ñAn enclosed or partially enclosed space that is at atmospheric pressure 

during occupancy and is not intended or designed primarily as a place of 
work, andï  

 (a) is liable at any time to:  

 (i) have an atmosphere which contains potentially 
harmful levels of contaminant; or  

 (ii) have an oxygen deficiency or excess; or  

 (iii) cause engulfment; and  
(b) could have restricted means for entry and exit.  

56  DPS has a list of currently identified confined spaces that is available from 
the DPS Contract Manager.  

57  Note : this list does not necessarily cover all confined spaces as they may 
arise from changes to the work area or due to the work being performed. As a 



12  

Parliament House Site Book V4.0.docx  

result it is critical that a risk assessment is conducted prior to entry of any space  

that  may fall with in  the definition of a confined space.  

58  Access to a confined space is restricted to trained personnel only.  A 
confined space must not be entered without  an entry  permit.  

59  Refer to OHSï21 Working in a Confined Space  for permits and procedures . 
Compliance with the policy is essential.  

Working at Heights Permit  

60  A number of areas within the Parliamentary P recinct have been designated 
as requiring a permit for  Working at Height s.  These locations are available from 
the DPS Contract Manager and are indicated in Attachment A of OHS ð20 

Working at Heights . 

61  Procedure:  

(a)  The Requesting Officer is to obtain a Working at Heights Permit  from 

the DPS Contract  Manager ;  

(b)  The permit  is to be completed by the person performing  the work;   

(c)  All relevant safety precautions and tests must be considered and 

implemented  and the permit  noted accordingly ;  

(d)  Each person who will be performing the work must be included in the 

space provided ;  

(e)  The permit  is then to be returned to the DPS Contract Manager who 
will obtain approval from an Authorising Officer ;  

(f)  NO WORK SHALL BE PERFORMED WITHOUT APPROVAL ;  

(g)  The Working at Heights Permit  must  be displayed at the area where 

work is being performed; an d 

(h)  On completion of the work the permit  is to be returned to th e DPS 
Contract  Manager  for review and filing .  

Powered Tools  and Equipment  

62  The use of internal combustion engines to drive power tools and 
equipment (unless operated with a catalytic converter) are not permitted within 
Parliament House.  The preference is for LPG or pneumatic powered tools and 
equipment.  

63  HIGH VELOCITY POWDER  ACT UATED TOOLS SHALL NO T BE USED 
IN PARLIAMENT HOUSE UNDER ANY CIRCUMSTAN CES. 

64  Permission may be granted to use other tools that have the capacity to fire 
a projectile.  The contractor must apply for approval through the DPS Project 

Manager.  



13  

Parliament House Site Book V4.0.docx  

Work within the Bui lding  

General  

65  Contractors are reminded of their obligations and responsibilities under the 
National Code of Practice for the Construction Industry (1997) , to comply with 

the Occupational Health and Safety Act 1991  the Occupational Health and Safety 
(Safety  Standards) Regulations 2004, and all other relevant OHS codes and 

statutory requirements.  

66  Contractors shall allow free entry to the work site by the DPS Contract  
Manager or other safety personnel as authorised.  

67  Contractors shall take all practicable preca utions to minimise noise and 
dust resulting from Works.  

68  Contractors shall on a daily basis dispose of solid, liquid and gaseous 
contaminants in accordance with all statutory and contractual requirements.  

69  Contractors are advised that all corridors within Pa rliament House form 
part of the required exits from the building and therefore are not to be used as  
storage or work area.  If work entails sealing off an area, the area must be 
protected by safety barriers and have signage with contact names.  

Code of Conduct . 

70  No work must be undertaken under the influence of drugs or alcohol .  

71  Behaviour liable to place persons or property at risk  is forbidden.  

72  Accident prevention measure s implemented at Parliament House  must not 
be interfered with or rendered less effe ctive.   

73  Documents  within the area must  not be touched, inspected or read.  

74  Facilities in suites such as toilets, photocopiers, tea making, phones, 
radios etc must  not be used.  

75  Photographs must  not be taken  without permission . 

76  No office or suite should be le ft open or unattended.  Any area left 
unattended must be secured. If the office or suite left unattended has  doors to 
be left open (eg for repairs or to allow paint to dry), security staff are to be 

notified before leaving and the Authority to Work in Desi gnated Area  is to be 
notated accordingly.  

77  Under no circumstances shall any computer, electrical equipment, fax 

machine etc be used, unplugged or switched off.  

78  Lunch rooms or the staff cafeteria shall be used for meal breaks.  

79  All are as shall be left in a neat, tidy and safe condition.  

80  If difficulties occur with occupants of the area please refer the ma tter to 
the DPS Contract  Manager . 
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Harassment  

81  Contractors  are  expect ed to be treated , and in turn must treat other 
occupants of Parliament House , with respect  and courtesy and without 
harassment.  Harassment is offensive, belittling or threatening behaviour which 

may b e based on some real or perceived attribute such as race, disability, 
gender, sexual preference or age.  

Care and Protection of the Building Fabri c and Furniture  

82  If the removal of furniture and or equipment is part of the contract , care is 
to be taken not t o damage the furniture or the surrounding building fabric.  

83  Any fixed furniture and equipment that can not be removed is to be 
protected with clea n plastic sheeting for dust protection unless specified other 
wise.  

84  The cleanliness of hands and clothing must be con sidered before touching 

any furniture or building fabric . 

85  Do not stand on or place materials on furniture, chairs, settees etc.  

86  Do not place any materials, ladders etc against walls.  

Care and Protection of Floor Finishes/Coverings  

87  If trolleys are used for the delivery of goods and materials, tools and 
equipment they must have wide rubber wheels (pneumatic ).  

88  The floor finish/covering of all work and storage areas must be protected 
with carpet or bush blankets and if necessary 18mm thick plywood sheeting on 

top or as directed by the DPS Contract Manager  prior commencing work.  

89  When using elevated work platform o r scaffolding refer to Standard 
Specification for Scaffolding BSCAF/01  (available from the DPS Contract  

Manager ) for required wall and floor protection.  

Removal of Ceiling Tiles  

90  When  removing or  handling ceiling tiles, hands must be clean or clean 
white co tton gloves worn.  

91  When access into a ceiling space is required ceiling tiles are to be removed 
(not left in the ceiling space) and stored in a safe place that does not obstruct 

general or fire access.  

92  There are two types of metal ceiling tiles.  

a)  The origin al ceiling tile.  It should be noted that every third tile within 
the metal tile grid system has been secured and is not to be removed . 

b)  The new design that has no pop rivets, but may have  a round donut 
white sticker.  

93  Ceiling tiles that have been removed are  to be protected against damage 
by placing them on bubble wrap or underlay.  If they are stacked a layer of 

bubble wrap or underlay is to be placed between.  
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94  Tiles that have items of equipment mounted on them such as smoke 
detectors, emergency lights, mobil e phone aerials etc are to be replaced in the 
same location.  

95  Ceiling tiles are to be replaced at the completion of work each day.  

Art Works  

96  WORK WITHIN THE VICINITY OF AN ART WORK IS NOT 
PERMITTED UNDER ANY CIRCUMSTANCES .  To arrange removal of the Art 

Work, contact DPS Contract Manager  who will liaise with the Director, Art 
Services . 

97  Further information and directions are in Attachment A.  

98  Under no circumstances shall an Art Work be touched or removed by any 
person other t han a member of the Art Services . 

Hazardous Substances and Dangerous Goods  

99  The policy for the management of Hazardous Substances and Dangerous 
Goods (including chemicals and poisons) is specified in OHS -12  Hazardous 
Substances and Dangerous Goods . 

100  The Con tractor is fully responsible for the management, storage, use and 
environmentally safe disposal of all chemicals, poisons and other hazardous 
substances that they or their sub -contractors are authorised to bring onto the 

Parliament si te.  In particular the  Contractor is to ensure  the following:  

(a)  hold  minimum quantities  on site ;  

(b)  use an environmental ly  friendly product if one is available on the 

market ;  

(c)  use products that are the least hazardous to persons ;  

(d)  store all materials in approved containers segregated according to 
their Dangerous Goods classification;  

(e)  use only appropriately trained, experienced and licenced (if 

applicable) staff;  

(f)  use only industry established and accept ed work practices;  

(g)  maintain, on site, a r egister of all chemicals, poisons and other 
hazardous substances that are to be used and as a minimum, the 
register is to contain the following information:  

(i)  Material Safety Data Sheet (MSDS) for each item;  

(ii)  quantities and location of each item;  

(iii)  record of staff training;  

(iv)  recor d of risk assessments per formed; and  

(h)  provide a hard copy of all MSDSs to the DPS Contract  Manager w ho 
will provide copies to the Materials Master Records Officer ( ext  5630) 

and the Nurses Centre.  
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High Voltage  

101  All High Voltage Substations are labelled .  Entr y to a High Voltage 
Subs tation can  only be obtain ed through DPS Maintenance Electrical Services.  A 
person qualified in High Voltage sa fety must be present during any period of 

access.  

Light and Power  

102  Live electrical work is not permitted without the written permission of the 
dps  electrical engineer or manager, dps maintenance electrical services . 

103  All electrical work, including the removal and installation of electrical 
cabling, must be performed by qualified electricians . 

104  Fibreglass ladders are to be used for all electrical work.  The use of 
aluminium ladders is prohibited.  

105  All temporary installations shall comply with the requirement of AS/NZS 
3012 ï Electrical Installations ï Construction & Demolition Sites  and ACT 

Department of Urban Services, Planning &  Land Management Division (PALM), 
Building & Services Branch, Building, Electrica l & Plumbing Control (BEPCON).  

106  A copy of the BEPCON approval ( Notification of Works ) is to be provided to 
th e DPS Contract  Manager prior to commencing work.  

107  A copy of all test  reports shall be provided to the DPS Contract Manager .  
This requirement does NOT negate the need for BEPCON reporting obligations.  

108  At no time is any power tool to be connected directly to the  building ôs 
electrical socket -outlets.  Power tools shall only be connected to the buildin gôs 

permanent wiring by one of the methods specified in AS/NZS 3012 -  Control & 
Protection ï Supplementary Protection ï Appliances connected to permanent 

wiring i.e. an earth leakage device.  

109  240V 10A single phase switched socket -outlets are installed throughout the 
building.  These are available for the Contractors use.  Any further electrical 

requirements will be the responsibility of the Contractor.  Double adaptors (ADD) 
are NOT to be used in Parliament House.  Power boards sho uld be for temporary 
use only and shall contain in -built overlaid protection.  

110  Three phase outlets are located in certain basement plant rooms.  Use of 
these is subject to approval by the DPS Contract  Manager . 

Tagging of Equipment  

111  The Contractor shall be responsible for his own electrical safety and shall 
ensure that all leads, sockets, plugs and equipment are in good/safe working 
condition and have the appropriate tool check tag attached in accordance with 

AS/NZS 3012 -  Inspection & Testing ï Recording of Tests .  DPS Maintenance 
Electrical Services will NOT undertake inspection or tagging of contractors 

equipment.  
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Operation of Vehicles and Mobile Equipment  

112  The operation of any vehicles or mobile equipment within Parliament 
House and  its precinct are to be in accordance with OHSï25 Safe Operation of 
Vehicles at Parliament House . 

113  Contractors and staff must be certified and need to have a licence on them 
to operate elevated work platforms (eg scissor lifts ).  

114  Appropriate Personal Protect ive Equipment must be worn at all times.  

Accidents and Incidents  

115  Wherever possible, Registered Nurses from the Nursesô Centre administer 
first aid.  When the Nursesô Centre is closed, Parliamentary Security Staff are 
responsible for administering First Ai d.   First Aid Boxes are located throughout 

Parliament House; locations available from the Nurses Centre.  

116  If an incident occurs whilst working within Parliament House or its 
precinct, these steps are to be followed:  

(a)  Involved person (s ) to  attend the Nurses' Centre ðeven if there is no 
injury ðto complete the employee sections of the Incident Report 
Form . 

(b)  Involved person (s)  to advise the DPS Contract  Manager  of the 
incident as soon as possible following the event.  

(c)  If the Nursesô Centre is closed, contact Parliamentary Security 
Operation Room on 5999 and a First Aid Officer will be dispatched to 
assist you.  The involved person (s)  is to report to the Nurseôs Centre 

at the earliest opportunity and complete t he employe e sections of the 
Incident Report Form . 

(d)  The incident must be reported to the  contractorôs supervisor in 
accordance with the contractors  companyôs policies/procedures. 

(e)  The Nursesô Centre will notify the  DPS Contract Manag er who will be 

advised that they are  to attend the Nursesô Centre, as soon as 
possible, to complete the óSupervisor/Contract Manager Reportô 

section of the Incident Report Form . 

117  An incident is defined as any event that:  

(a)  results in injury or disease;  

(b)  endangers the health and/or safety of a pe rson, including near 
misses;  

(c)  results in death; or  

(d)  causes damage to plant or property.  

118  Do not disturb the site of a serious accident, or move any equipment 
unless necessary to make the site safe  or attend to injuries . 
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Environmental Incidents  

119  An environmenta l incident  is any event which resulted in or had the 
potential to result in a significant adverse change to the environment.  

120  Environmental incidents must be reported to the DPS Contract Manager or 
the BMS Helpdesk on 5045 if it is an emergency.  

121  The Contra ctor in conjunction with the DPS Contract Manager is to 
complete an environmental incident form as required by the DPS environmental 
incident reporting procedures.  

Noise  

122  High  noise areas in the building are labelled .  Always use appropriate 
protection and limit exposure in these areas and when working with or near 

equipment that creates noise.  

Using Machinery  

123  Machinery work should be performed in a workshop wherever possible . 

124  Ensure that a ll persons are kept at a reasonably safe distance from the 
point of operation of any tool while it is being used.  Power driven belts, chain 
drives, fly wheels, gears etc must always be adequately guarded for the 

contractors own  protection.  Report any ung uarded machinery to the  site 
supervisor , foreman or contract manager.  

Manual Handling  

125  Manual handling tasks that are likely to be a risk to health and safety must 
be examined and assessed for risk in accordance with the National Standards 

Regulations.  Man ual handling tasks shoul d only be undertaken by persons who 
have been trained in safe manual handling techniques.  

Fraud Control  

126  The DPS policy on the control of fraud is  included as Attachment E.  All 
Staff, Contractors and Consultants must conform with th is policy.  

Fire Hose Reels  

127  The fire hose reel and hydrant systems form an integral part of the life 
support system of Parliament House.  The use of fire hose reels is p ermitted 
when required provided all care is exercised when doing so.  After use all hose s 
are to be rewound in even layers, the nozzle re -engaged correctly in the 

interlock, the valve shut off and the hose depressurised by opening the discharge 
nozzle in a vertical position.  The nozzle shall then be closed.  

128  Any damage is to be reported immediately to the DPS Contract  Manager  or 
the DPS Maintenance Services Help Desk on 6277 5045 detailing the location and 
damage.  

Fire Stopping  

129  The fire walls within Parliament House are to pr otect the occupants and to 
prevent the transmission of fire from one isolated fire zone to another.  
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130  Any fire wall that is penetrated by wires, ducts or pipes must be correctly 
reinstated to the integrity of that fire wall by approved fire stopping to both sides 
of the penetration.  Refer to  the Building Code of Australia  Section C3.15  and the 
ACT Appendix . 

Delivery, removal and storage of materials, tools and equipment etc  

131  All goods, materials, tools, equipment and debris must be delivered and 
removed throu gh the Loading Dock.  Refer to Attac hment C  

Access to the Loading Dock  

132  Access to the Loading Dock is via a service road that connects the Loading 
Dock to the junction of Brisbane Avenue and State Circle.  

Opening of the Loading Dock  

133  The Loading Dock and distribution service is av ailable from 7.30 am to 
5.0 0 pm Monday to Friday.  Any requests for after hours opening are to be 

directed to the DPS Contract  Manager . 

Goods Handling Procedures  

134  Loading Dock and distribution services are provided by DPS for all 
occupants of P arliament House.  Loading Dock staff are responsible for receiving 
and dispatching goods and for the movement of goods between the Loading 

Dock and the designated delivery points in Parliament House.  

Pre-Delivery Advice  

135  All deliveries to the Parliament House Loading Dock must be sc heduled. 
Appointments must be made by 5.00 pm on the preceding working day;  same 

day delivery appointments may not be accepted. Vehicles that arrive at the 
Brisbane Avenue vehicle barrier without prior arrangements being made could be 
denied access or dela yed while the legitimacy of the delivery is verified.  

136  Arrangements to schedule a delivery to the Parliament House Loading 
Dock can be made by calling  02 6277  5500 during normal working hours and 
providing the following information:  

(a)  the name of your compa ny or organisation;  

(b)  the registration number of the vehicle that will be making the 
delivery; and  

(c)  a purchase order number or consignee for the delivery.  

137  The Contractor must ensure that drivers of its delivery vehicles are aware 
that:  

(a)  they will be required to:  

(i)  stop at the stop sign and only proceed if t he security check zone 

is clear ;  

(ii)  stop in the security check zone and wait for their vehicle details 

to be checked;  
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(iii)  wait for the bar rier to open before proceeding and note they 

must give way to vehicles leavin g the site;  

(iv)  if the barrier does not open in one minute, use the intercom 

system to contact Parliament House security staff;  

(b)  only one vehicle can pass through the barrier at a time and the  gate 

will be closed af ter each entering vehicle; and  

(c)  tailgating is not permitted and will be treated as a security breach.  

138  To assist in scheduling the bulk delivery of goods or large volume through 
the Loading Dock i.e. furniture, heavy machinery, palletised goods, timber or 

sheet metal etc, five  days notice is required.  The Loading Dock Manager will 
ensure priority is given to the receipt and distribution of goods when advance 

notice has been given for bulk deliveries.  Receipt and distribution of goods 
without prior notice will be processed behind any priority deliverie s and attended 

to on a first in/out basis.  

139  The Contractor shall advise the DPS Contract Manager of bulk deliveries 
and the DPS Contract  Manager will submit the Request for Movement of 
Equipment  to the Loading Dock Supervisor (Refer Attachment C [STO 20]).  

Receipt and Distribution of Goods  

140  Loading Dock staff are to accept goods on assessment i.e. the number of 
packages and/or containers, compared with the delivery documentation.  Loading 
Dock staff will not open packages to check the quantity or condition of  contents.  

141  Any discrepancies or damage to goods or packaging is to be highlighted to 

the delivery driver and details of the discrepancy/damage are to be annotated on 
the driverôs copy of the delivery documentation.   

Rejection of Incorrectly Addressed Good s 

142  It is the responsibility of the Contractor to ensure all goods are correctly 
addressed.  Loading Dock Staff are  empowered to reject any deliveries when the 

intended recipient c annot be ascertained from the delivery documentation, 
package markings or delivery advice.  

Cleaning Up and Removal of Debris  

143  The Contractor shall clean up and remove all rubbish and surplus materials  
at the end of each working day .  Rubb ish shall be separated into builders refuse, 

recyclable materials (paper, cans, etc), and foo d scraps.  Heavy penalties will be 
imposed for contamination of waste receptacles.  Waste must be placed in the 

correct receptacles (as labelled).  All recyclable material is to be recycled rather 
than being sent to land fill.   

144  For construction works t he C ontractor shall provide suitable containers for 
removal of rubbish and surplus materials and shall empty the containers off site, 
with rubbish being disposed of in an environmentally friendly manner.  The 
Contractor shall remove all containers promptly fro m the  site at the completion 

of the w orks.  
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145  The Contractor shall ensure that nothing left in the area will cause 
disruption or inconvenience or pose any fire or safety risk to occupants of 
Parliament House.  

Use of Lifts for Transporting Tools and/or Materia ls 

146  Attachment D shows the location of all goods and passenger lifts and the 
floors serviced by these lifts.  

147  Occupants and Contractors are to use, as far as possible, only the 
designated goods  lifts for transporting equipment, tools and materials.  
Passenge r lifts, which are easily recognised as having timber panelled interiors, 

shall not be used unless sp ecific prior permission of the DPS Contract  Manager  is 
obtained, excepting Lifts 25 & 27.  Passenger Lifts, including Lifts 25 & 27, may 
only be used to ca rry goods when protective covers are put in place.  

148  Under these measures the following applies:  

(a)  The Heavy Duty Goods Lift 17 shall be used wherever possible.  
Delivery of materials via the Heavy Duty Goods Lift to the first floor 

between the hours of 9.00am  and 5.30pm requires 48 hours notice.  

(b)  Senate Wing:  Goods / Passenger Lifts 3 & 9 shall be used.  Covers 
are not required.  Passenger Lifts 1, 2, 10 & 11 should not be used 

for transporting goods.  

(c)  House of Representatives Wing:  Goods / Passenger Lifts 34 & 40 

shall be used.  Covers are not required.  Passenger Lifts 32, 33, 41 & 
42 should not be used for transporting goods.  

(d)  Ministerial Wing:  Passenger Lifts 25 & 27 may be used for goods 
when covers are fitted.  The covers shall be stored on the wall 
adjac ent to the lifts at Basement Level for Lifts 25 & 27 only.  The 

covers shall be placed back in their storage location at the completion 
of the movement task so as not to remain in place in the car for long 

periods.  Passenger Lifts 26, 28, 29 & 31 should n ot be used for 
transporting goods.  

(e)  Library: Lift 30 is not available for general goods.  The Parliamentary 

Library maintains exclusive use of Lift 30 for stack security purposes.  

(f)  Kitchens:  Lifts 15, 16, 18 & 19 are not available for general goods as 

they are primarily for kitchen related use.  

Plant Room -Storage of Material and Equipment  

149  To assist in t he management of plant rooms , Contractors are advised that 
should they require an area for storage of materials or equipment, they are to:  

(a)  request the DPS Contract Manager  to seek approval of the 

appropriate Manager in DPS Maintenance Services to use a plant 
room for temporary storage of mat erial associated with a project;  

(b)  if approval is granted, an agreed area will be identified and that area 

is to be kept in  a neat and tidy state with all rubbish and excess 
material to be removed on a reg ular basis i.e. at least weekly;  
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(c)  a project sign is to be provided to identify the Contractor  and DPS 

Contrac t Manager  who is responsible for the storage of the materials  
and the approximate time the storage area is required ;  

(d)  the area is to be  kept clean and tidy , all access and aggress are  to 

be clear  and material stored safely;  

(e)  agreed areas are to be used for storage only and plant rooms ar e not 

to be used as a work site;  

(f)  plant rooms m ust be locked when not occupied; and  

(g)  failure to comply with the above requirements will result in a loss of 

plant room use and the material will be removed from site.  

Work within landscaped areas  

General  

150  The area of work and required tree prote ction is to be identified by the 
Contractor and DPS Contract  Manager before commencement of work.  The area 

of work is to be fenced off by the Contractor with fencing pickets and plastic 
webbing.  

151  Any damage to the landscape, caused by the Contractor, will be made 
good at the Contractor's expens e by DPSôs Landscape Services. 

152  Care shall be exercised when using water -  especially when under high 
pressure.  Run off water is to be directed away from lawns and gardens (via 
plastic sheeting to drains).  

153  No waste pr oducts are to be disposed onto the lawns, garden beds, sewer 
or stormwater drains (i.e. chemicals, solids, concrete, cement or boiling waste).  

154  Any damage to the landscape or general infrastructure is to be reported 
immediately to the DPS Contract  Manager.  

155  Contractors are not to begin any excavation work in the landscape (either 
by hand or machine) without prior approval from the Landscape  Manager and an 
approved Authority to Dig and Core in Designated Area . 

156  At the end of each working day all rubbish is to b e removed from the 
garden beds.  

157  DPS Landscape Services will not provide any tools or equipment to 
Contractors.  

Care and Protection of Turf Areas  

158  Any mobile equipment/machinery required to travel across a turf area 
must be four wheel drive .  If motorised, t he vehicle must have tyres suitable for 

turf use, have low pressure tyres with a low ground weight to reduce compaction 
and they must be non - lugged with a tread.  

159  Any machinery that does not meet the above requirements and is required 
to move across turf ar eas shall be driven over a layer of 18mm plywood sheets 
(2400 mm x 1200 mm) laid on the turf.  
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160  All sheets must be removed from the turf each night and relayed when 
required (avoid taking the same path constantly).  

161  Any damage to turf areas will be repaired b y DPS Landscape Services at 
the Contractor's expense.  

Tree and Shrub Protection  

162  No trees or shrubs are to be pruned and all necessary care shall be taken 
to avoid damage to trees.  

163  The Contractor shall provide temporary protection to trees that are 
nomin ate d by the DPS Contrac t Manager .  The protection shall consist of 75 x 25 
timber battens placed around the tree and held in place by four strands of 

fencing wire with plastic 'safety webbing' fence placed 500mm from  the tree 
trunk.  

Irrigation  

164  If the irrigati on system is to be interrupted for more than one day then 
specific approval must be given by DPS Landscape Services.   

165  All modifications to the irrigation system pipe work or wiring shall be 
inspected by the DPS Contrac t Manager  prior to backfilling of tren ches.  

166  Any damage to the irrigation system by the Contractor will be repaired by 
DPS Landscape Services at the Contractor's expense.  

Access and Delivery of Equipment and Materials  

167  All access to internal courtyards will be by prior arrangement with the DPS 
Contract  Manager . 

168  If glazed links are to be used for the delivery of equipment and materials, 
then all surfaces shall be protected with felt and 18mm plywood sheets.  

169  Any large equipment (eg. cherry picker) and materials that  require  towing 
up to the courtyards from Parliament Drive by DPS Landscape Services requires 

48 hours notice.  

170  DPS Landscape Services will be available to assi st between 6: 30am  to 
2:00pm during Summer and 7: 30am to 3 :00 pm during W inter, Monday to 

Friday.  

171  Delivery o f equipment and materials to courtyards will not be permitted 
during rain, if conditions are too wet, or if it is frosty on the turf. DPS Landscape 

Services will make the decision  on the day.   

172  DPS Landscape Services Staff will not assist in loading or unlo ading of 
equipment  and materials. The contractors are to provi de their own resources.  

Equipment and materials shall not be stored within the gardens unless prior 

arrangements have been made with the DPS Contrac t Manager . 
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Emergency evacuation procedures  

Background  

173  All contractors must attend a Parliament House  site induction session  
which will covered evacuation procedures . The induction may be given by the 

DPS Contract  Manger or assigned DPS staff member. Subcontractors may attend 
DPS inductions or are to  be inducted by their head contractor.  

174  Parliament House is divided in 49 fire zones separated by fire doors.  A 
sprinkler system, smoke and other detectors protect these zones.  

175  Warden s and Deputy Wardens supervise evacuations from the building.  
The Warde ns are entrusted with ensuring a quick and safe evacuation of their 

area during an emergency.  They are identified in an emergency by red or yellow 
safety helmets. Parliamentary Security Officers may also assist in evacuations.  

176  Contractors  work ing  in Parlia ment House should know the location of the 

emergency exits in the zones where they  will be working . 

177  The fire emergency exits from the building are not to be used for routine  
access to and from the building.  They must be kept clear of obstructions at all 
t imes and not used for the storage of materials.  

Action in the Event of Emergency  

178  Should a  contractor encounter an emergency situation in the building they  
should immediately advise th e eme rgency control room on ext  7117.  

Evacuation Procedure  

179  In the event o f a fire or other emergency evacuation , an alert by alarm 
signals will be broadcast over the public address system, they are:  

(a)  Alert -  an intermittent "Beep", and  

(b)  Evacuate -  a continuous oscillating "Wail" or "Woofer".  

180  When the 'alert' alarm is sounded building occupants  should:  

(a)  gather their  personal belongings;  

(b)  switch -off and/or isolate all equi pment etc (if time permits); and  

(c)  Tradespersons on site should make the site safe (if time permits).  

181  When the 'evacuation' alarm is sounded :  

(a)  move into the corrido r;  

(b)  close but do not lock the door;  

(c)  follow the directions of the Wardens or the green EXIT signs to a safe 

area (do not use lifts); and  

(d)  go to the designated assembly area and await further instructions.  

182  Trial ev acuations for all areas are conducted routinely and all occupants 

including Contractors are to comply.  
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Parliament House Art Collection Information  
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Parliament House Art Collection information  

1 The purpose of the Parliament House Art Collection is to collect and display 
high quality artworks that are representative of the nation thereby enriching the 
environment in which the governance of the nation is conducted.  

2 In general  the Parliament House Art Collection comprises:  

(a)  Commissioned A rt works forming an integral part of the building;  

(b)  Rotational Art works for placement within Membersô and Senatorsô 

suites, public circulation spaces and corridors within the building;  

(c)  Gifts of Art works to the Parliament;  

(d)  a portrait and memorabilia collection that makes up the Historic 

Memorials Collection; and lastly,  

(e)  a range of historical and archival materials about Parliament, the 

Parliament House Art Collection and the construction of Parli ament 
House.  

3 The Collection includes a wide variety of art works, such as paintings, 
sculptures, works on paper and craft works such as glass, ceramic, textile or 
fabric objects from all around the nation. They are unique and irreplaceable 
national heritag e items and also financially valuable. As such it is ESSENTIAL 

that they are protected from all risks of damage and deterioration.  

4 Contractors  

(a)  Must not:  

(i)  remove, re -hang or touch ANY art works from the Parliament 
House Art Collection;  

(ii)  work within a three me tre radius of any art work in any direction 

(this includes not working on any ceiling area within three 
metres of the wall on which an art work hangs);  

(iii)  leave tools or materials within a three metre radius of any art 

work; nor  

(iv)  clean tools, brushes etc withi n a three metre radius of any art 
work.  

(b)  Must:  

(i)  give appropriate notice to DPS Art Services if a work needs to be 

removed to enable you to carry out your work (at least 48 -72 
hours);  

(ii)  report any accidental damage incurred or observed to your 
immediate supervisor who will contact DPS Art Services. DO 

NOT TOUCH the art work after the damage has occurred;  

Contact details for DPS Art Services are: Director ext 5123; Artworks Manager 
ext  532 7; Registrar ext  5993; Senior Artworks Handler ext  5991 or the Artworks 

Officer ext  5034.  



 

 

 
 
 

 
 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Attachment B  

Display of Security Passes  
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 Parliament of Australia  

 Department of Parliamentary Services  

 
 
DPS ref: 00/633J  
 

 
18 May 2004  
 

 
 

 
Wearing of Parliament House Passes  
 

1 Access to the private circulation (non -public) areas of Parliament House is 
controlled by officers of the Parliamentary Security Service and the Australian 

Protective Service.  

2 Persons within the private circulation areas of the building ðother than 
Senators and Members ðare required to wear the appropriate security pass: a 

photographic pass, Commonwealth Officer pass or temporary pass.  

3 Persons issued with a pass are required to openly display it in a readily 

visible location on their person at all times whilst in the building (see diagrams 
overleaf).  

4 Passholders are reminded of the other conditions on which a pass is 
issued.  

 The pass must be pre sented for inspection on request.  

 The pass must not be altered in any way.  

 The pass must not be transferred.  

 While the pass remains in his/her custody, the passholder must protect 
the pass against loss, theft or damage.  

 The loss or theft of a pass must be reported to the Pass Office as soon 

as possible.  

 
 

 
 

 
Hilary Penfold QC  
Secretary DPS  

Chair Security Management Board  
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Attachment C  

Form STO 20  

Request for the movement of equipment through Loading 

Dock  
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Department of Parliamentary Services      Form ST020  

STORES & DISTRIBUTION  

 

Request for Movement of Equipment  

Through Loading Dock  
 

Registration Number:ééé/ééé. 

 
INTERNAL COORDINATOR TO COMPLETE  

Name of Function:___________________________________ ____________________  

 
Dates of Function: Start______________________ 
Finish______________________________________  
 

Expected Delivery Due: Date/Time 
________________________________________________________  

 
Delivery Venue of Equipment: 
_____________________ _____________________________________  
 
Pick Up from Venue: 

Date/Time__________________________________________________________  
 
Pick Up from Loading Dock: 
Date/Time____________________________________________________  
 
Name of Courier (if Known): 
__________ __________________________________________________  

 

Note:  Where possible, 36 hours notice is required to allow for the allocation of resources and the 
coordination of Security and other Parliamentary Departments. This will ensure all internal 
and external clients needs are meet and a suitable delivery timeframe for the delivery and 

dispatch through the Loading Dock.  
 

 

Volume and Type of Equipment (inc approx size and shape):  
_______________________________________________________________________________

_______________________________________________________________________________
_______________________________________________________________________________
___________________ ____________________________________________________________
_____________________________ ____  
 
Note:  The maximum size of equipment that can be transported through the basement area is  4 

meters (length) X 1.9 meters (width) X 2.4 meters (height). Considera tion should be given 
to the venue and access to that location. Please contact the Manager of Stores & 
Distribution on (02) 6277 -5237 for further information.  

 

Internal Coordinator: ________________________________ Contact No: 

________________________  
 
Exte rnal Client Coordinator: __________________________  Contact No: 

________________________  

 
Authorised by  
 
Printed Name: __________________________ Signature: _____________________________ 

Date: ___________________  

Once completed please send to:  
Manager, St ores & Distribution  

Phone: (02 ) 6277 -5237 Fax : (02) 6277 -5641 or (02) 6277 -5188  



 

 

 
 
 

 
 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Attachment D  

Lift Locations  
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LIFT LOCATIONS & FLOORS SERVICED  
Car Area Location Floors Serviced Max  Description 

No.   cp3 cp2 cp1 B G 1 2 M R2 RF Loading   

1 1B Senate Wing    Å Å Å Å    21pax  General Passenger Lift 

2 1B Senate Wing    Å Å Å Å    26pax  General Passenger Lift 

3 1B Senate Wing Goods    Â Â Â Â    21pax > Preferred for Goods use 

4 1B Senate Wing     Å Å Å    24pax  General Passenger Lift 

5 2B Senate Galleries     Å Å Å    24pax  Senators only during divisions  

6 2A Senate Car park Å Å Å  Å      24pax  General Passenger Lift 

7 2A Senate Entry     Å Å     24 pax  General Passenger Lift 

8 3B Senate Wing     Å Å Å    24pax  General Passenger Lift 

9 3B Senate Wing Goods    Â Â Â Â    21pax > Preferred for Goods use 

10 3B Senate Wing    Å Å Å Å    21pax  General Passenger Lift 

11 3B Senate Wing    Å Å Å Å    26pax  General Passenger Lift 

12 4B Public Car park   Å  Å      24pax  Public use 

13 4B Main Foyer    8 Å Å     26pax  2 way Public use 

14 4B Main Foyer    8 Å Å     26pax  Public use 

15 4C Kitchens    Â Â Â     26pax  Primarily Kitchen use 

16 4C Kitchens    Â Â Â     26pax  2 way primarily Kitchen use 

17 5 Great Hall Goods Lift    g g 8 g  g  4000kg > Heavy Duty Goods Lift 2 way 
Preferred for Goods use 

18 5 Great Hall Kitchens    Â Â    Â  26pax  2 way primarily Kitchen use 

19 5 Great Hall Kitchens    Â Â    Â  26pax  2 way primarily Kitchen use 

20 6 Members Hall    Å Å 8 Å Å  8 29pax  2 way General Passenger Lift 

21 6 Members Hall    8 8 Å 8   Å 29pax  2 way General Passenger Lift 

22 6 Members Hall     Å 8 Å Å  8 29pax  2 way General Passenger Lift 

23 6 Members Hall     8 Å 8   Å 29pax  2 way General Passenger Lift 

24 7 Main Committee    Å  Å Å    21pax  Public use 

25 8A Ministerial Wing    Å Å Å Å    21pax > General Passenger Lift  Avail for Goods 
use, protection mandatory 

26 8E Ministerial Wing    Å Å Å Å    21pax  General Passenger Lift.  

27 8E Ministerial Wing    Å Å Å Å    26pax > General Passenger Lift.  Avail for Goods 

use, protection mandatory 

28 8A Ministerial Wing     Å Å     21pax  Executive lift 

29 8E Ministerial Wing     Å Å     21pax  Executive lift 

30 8E Library Goods Lift     Â   Â    26pax  Library excl use by card reader 

31 8F Ministerial Car park    Å Å Å     21pax  Executive car park access 

32 10B Reps Wing    Å Å Å Å    26pax  General Passenger Lift 

33 10B Reps Wing    Å Å Å Å    21pax  General Passenger Lift 

34 10B Reps Wing Goods    Â Â Â Â    21pax > Preferred for Goods use 

35 10B Reps Wing     Å Å Å    24pax  General Passenger Lift 

36 11B Reps Galleries     Å Å Å    24pax  Members only during divisions 

37 11A Reps Entry     Å Å     24pax  General Passenger Lift 

38 11A Reps Car park  Å Å  Å      21pax  General Passenger Lift 

39 12B Reps Wing     Å Å Å    24pax  General Passenger Lift 

40 12B Reps Wing Goods    Â Â Â Â    21pax > Preferred for Goods use 

41 12B Reps Wing    Å Å Å Å    26pax  General Passenger Lift 

42 12B Reps Wing    Å Å Å Å    21pax  General Passenger Lift 
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Legend 

 

RF Roof top  g Heavy duty goods  

R2 Kitchen & Members Club Dining 
Room  

Â Goods /passenger  

M Mezzanine & Prayer Room  Å Passenger  

2 Second Floor    

1 First Floor  8 Service keyed as not available 
this floor (subject to change)  

G Ground Floor    

B Basement  Note  Allow 70 kg per person for 
loading  

cp1  Underground Car Park Level 1    

cp2  Underground Car Park Level 2    

cp3  Underground Car Park Level 3    
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Fraud Control  

1 DPS un dertakes fraud risk assessments (generally every two years) and 
subsequently develops fraud control plans, policies and strategies. The Fraud 
Control Plan can be found on the intranet site. All staff, contractors and 

consultants need to be familiar with the Fraud Control Plan.  

2 This information is provided to assist in dealing with problems that may 
result when a fraud is committed or suspected in a work area . If, at any time, 

you wish to discuss a fraud or suspected fraud, you are encouraged to contact 
your supervisor or the DPS Security Adviser.  

Introduction  

3 No organisation ðno matter how large or small ðis immune from fraud. 
DPS is no exception. The possibili ty of fraud cannot be ignored, so ethics are 
important. Ethics comprise a set of values and pr inciples that conventionally 

include such broad qualities as honesty, integrity, accountability and fairness.  

4 The following questions and answers address some gen eral issues about 
fraud.  

What is fraud?  

5 Simply put, fraud is the use of deceit to obtain a ben efit or to avoid an 
obligation.  

6 Some examples of fraudulent activity include, but are not limited to, the 
following.  

(a)  Theft ðincluding consumables or supplies such as computers, 
software, paper, floppy disks, equipment, cash and intellectual 

property. Theft also includes the unauthorised use of Cabcharge 
vouchers and credit cards, and theft of documents and data for gain.  

(b)  Use of departmental property, including information and services for 
private purposes without authorisation ðincluding motor vehicles, 
computers, photocopiers, telephones, facsimile machines, email, 

Internet, administrative support and information.  

(c)  Comput er Fraud ðincluding unauthorised alteration of input data; 

inappropriate destruction or suppression of output data; alteration of 
computerised data; and alteration or misuse of software programs.  

(d)  Abuse of official position for private gain ðincluding accept ance of 

secret commissions, bribery, blackmail, corruption, improper use of 
sensitive information, bias to suppliers or contractors and bias in staff 

promotions or appointments.  

(e)  Forgery or falsification of records to originate or conceal a fraud ð

including  falsification of data on receipts, invoices or attendance 
records; taking unrecorded leave; forgery of a signature on a cheque 
or document; and forgery of certificates of competency or 

qualifications.  
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7 Fraud is an offence under the Crimes Act 1914  and constitutes a breach of 
the Parliamentary Service Code of Conduct, which requires, among other things, 
that:  

(a)  a Parliamentary Service employee must behave honestly and with 

integrity in the course of Parliamentary Service employment;  

(b)  a Parliamentary S ervice employee must use the resources of the 

Commonwealth in a proper manner; and  

(c)  a Parliamentary Service employee must not make improper use of:  

(i)  inside information; or  

(ii)  the employeeôs duties, status, power or authority in order to 

gain, or seek to gain , a benefit or advantage for the employee 
or for anyone else.  

Who can commit fraud?  

8 Anyone can commit fraud. However, opportunities for fraud exist where 
there are weaknesses in financial or other control mechanisms, or where a poor 

ethical climate exists . 

How can fraud be prevented?  

9 The most effective means of preventing fraud is for al l of us to encourage 

an ethical environment and to implement control mechanisms that minimise the 
likelihood of fraud or corrupt practices occurring.  

What can I do to preve nt fraud?  

10  Act ethically at all times and uphold the Parliamentary Service Values and  
Code of Conduct.  

11  Understand the responsibilities of your position.  

12  Familiarise yourself with correct job procedures and adhere to them.  

13  Understand what fraud is.  

14  Be aw are of strategies implemented in your work area to minimise fraud.  

15  Identify systemic, procedural or administrative deficiencies or areas of 
weakness, risk and exposure. If observed, bring these to the attention of your 
supervisor and request that steps be  taken to reduce or eliminate the risk.  

How do I identify potential fraud?  

16  The rang e of fraud is as broad as human ingenuity allows. The threat of 
fraud increases where:  

(a)  system controls such as reconciliations are not uniformly observed;  

(b)  computer passwor ds are not appropriately protected/applied;  

(c)  delegations and authorisations are not known or enforced; and  

(d)  particular staff members have improper influence over other staff in 
the workplace.  
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17  It is important to note that staff who work in an area on a day - to -day 
basis are best placed to prevent and discover fraud, such as observing disho nest 
practices by peers or colleagues.  

What should I do if I suspect fraud?  

18  If you suspect that fraud, a breach of the law or unethical behaviour has 
taken place, you sh ould:  

(a)  immediately report it to your Supervisor ðshould you feel 

uncomfortable doing this (for whatever reason), you should contact 
DPSôs Security Adviser;  

(b)  not start gathering evidence yourself;  

(c)  not allow the suspected perpetrator to know of your concerns or 
suspicions; and  

(d)  only inform those who have a genuine need to know.  

19  Your concerns w ill be investigated in confidence and dealt with fully.  

20  The Parliamentary Service Act 1999  provides protection for staff who 
report fraud, breaches of the law or unethi cal behaviour and you will be 

protected against discrimination or retaliation through the Parliamentary Service 
Code of Conduct.  

21  You need to be aware, however, that reasonable action against those 
making mischievous claims should not be ruled out.  
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