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	1. Introduction
	The National Portrait Gallery (the NPG) is committed to the health and safety of all people including those who work in the building or visitors enjoying the works of art or attending events and programs.  Everyone has a role to play in maintaining and affecting this commitment.
The NPG currently utilises the Department of Environment, Water, Heritage and the Arts’ (DEWHA) Health and Wellbeing suite of policy, procedures, and reporting requirements, whilst at same time gradually developing its own arrangements.


	2. Purpose
	The purpose of this Standard Operating Procedure (SOP) is to advise the requirements for contractors in the NPG building.    This SOP should be read in conjunction with the NPG’s Contractors Protocols.
This SOP is due for review in 12 months from the date of promulgation.


	3. Scope
	This SOP applies to all contract personnel, who are engaged to perform mainly physical tasks and to staff who have responsibilities for managing those personnel.  This SOP is not applicable to professional consultants and others who are escorted/supervised during their time in the building.


	4. Responsibilities 
	Contractors must:

· ensure the health and safety of all personnel under their control when carrying out work.

· ensure that others under their control whilst carrying out work do not endanger anyone on the site.
· prepare and provide to the Project Officer a Job Safety Analysis (JSA) and/or an appropriate Safe Working Procedure (SWP) for jobs considered high risk.
· co-operate with the NPG and others to ensure a safe environment.
· provide evidence of appropriate insurance coverage.
· not consume food, drinks; and/or smoke in a non-designated area.
· provide a Material Safety Data Sheet (MSDS) if the work involves using approved chemicals and/or hazardous substances.
· give a week’s notice to the Facility Manager if proposing bringing any type of work-related chemicals/hazardous substances to the site.  The Facility Manager will assess any risks and accordingly decides whether to give approval.
· report incidents or near misses promptly to the Project Officer (within 2 hours)
Project Officers (NPG nominated representatives) must:
· conduct, in conjunction with Facility Management team, site specific induction for contractors prior to any work commencing or materials being delivered.

· ensure a copy of this SOP as well as the NPG Occupational Health and Safety Commitment Statement,OHS policy, air quality plan and other relevant documents is given to the contractor supervisor, representing the service provider, during the induction process.
· ensure contractors comply with the OHS Commitment Statement, procedures and instructions whilst on the site.

· forward to the Risk Manager copies of the JSA and/or SWP to be placed in the Risk Register.

· obtain the Facility Manager’s approval if the contracted service involves hot work, working from heights and/or confined spaces.



	5. Hazards Management
	Prior to commencement of work contractors must take all necessary steps to become acquainted with all known hazards within and adjoining work area(s) and take appropriate action to eliminate or minimize the risk(s) posed by the hazard(s).  If a hazard is discovered during the course of the work, cease work immediately and contact the Project Officer.



	6. Security
	Contractors are responsible for ensuring that all doors are kept locked and keys are returned to the Security Control Room at the end of each day.  Keys must not be taken off site; and they are not transferable.  Contractors will be liable for the costs arising from the loss of such keys.

ID cards/Passes

Must be worn at all times and are obtainable from the Security Control Room.  ID cards/passes must be returned to the Security Control Room at the end of each shift.


	7. Incident reporting
	All incidents must be reported to the Project Officer.  This includes dangerous occurrences/near misses as defined in the Occupational Health and Safety Act 1991.  The manner of managing and reporting workplace incidents is set out in DEWHA’s OHS Incident Reporting Policy and Procedures.


	8. Emergency Response Procedures
	In the event of an emergency requiring building evacuation, contract personnel must comply with the displayed evacuation procedures and with directions given by authorised personnel.

Safety within buildings

The NPG building has fire detection and fire fighting apparatus as well as fire exits. Contractors must familiarise themselves with the locations of these, in particular fire extinguishers and exit pathways including assembly areas.
Fire and Evacuation

In the event of an emergency:

· Listen to wardens – follow instructions

· Make work area safe – turn off potentially unsafe equipment

· Evacuation – go to the designated assembly area

· Do not re-enter – until all clear given.

Emergency access and egress

· Access ways for emergency vehicles must be kept clear at all times.
· Exit pathways must be kept clear at all times.



	9. Alcohol and Drugs
	Contractors must not be under the influence of alcohol and illicit drugs while carrying out contract work.  Contractors found to be under the influence of these substances on site will be removed immediately.



	10. Plant and Equipment
	Any plant or equipment (including computers and projectors, power tools etc) should be in good working order, tested and tagged, and where applicable meet AS/NZS standards.

Competency of contractors

Contractors undertaking tasks must be able to produce, if requested, relevant certificates of competency or training records relating to the task at hand or the plant and equipment in use.



	Where the contract involves building or construction activity the following additional matters apply:



	11. Dust and Fume control
	Contractors must ensure that adequate measures are in place to control the release or escape of dust and fumes.  Ideally, this should be part of the Request for Service specifications.  .



	12. Working at Heights
	When working at heights, contractors must ensure that the area below is suitably signed and cordoned off with barriers so as to avoid the possibility of falling objects striking personnel below..



	13. Electrical Equipment
	Only qualified electricians shall carry out work on electrical equipment.  All portable equipment must be tested and tagged, and protected by an Electrical leakage circuit breaker (ELCB).



	14. Noise Control
	Noise and vibration can compromise the day-to-day activities of the NPG and place works of art at risk.  Contractors must identify with the Project Officer the extent of such activities prior to commencement of any work.  All noisy activities (e.g. Jack hammering, drilling, cutting, hammering) must be undertaken outside of normal working hours (before 10:00 am and after 5:00 pm daily), must be kept to a minimum and, where appropriate, using equipment fitted with noise suppressors.  The use of radios or playing recorded music is not allowed on work sites for safety as well comfort reasons.


	15. Site Barriers
	Contractors must cordon off work areas with barriers of a suitable height and type, such as temporary hoarding/fencing.  Bunting with attached pennants will not be acceptable as site barriers.



	16. Tidy Site
	Contractors must keep the site tidy, cleaning up at the end of each day and removing all debris upon the completion of work.  Debris must not be left to become potential trip hazard.  Water can only be used to clean the site area with the prior approval of the Project Officer/Facility Manager.  When a job is completed ensure all sumps and drains are clean.



	17. Existing Services/Works of Art
	Contractors must take all steps to prevent damage to works of art as wells as existing infrastructure and equipment.  This includes (but is not limited to) all works of art, installations, equipment, surfaces and finishes, roof membranes, lift car interiors, lawns, shrubs and trees.

If existing services/works of art are uncovered or damaged, the contractor must cease work immediately and inform the Project Officer.



	18. Safety Equipment
	Contractors must provide all necessary safety equipment including first aid and safety equipment and personal protective equipment.  Should a contractor fail to do so, the NPG reserves the right to stop any perceived unsafe work and the contractor may be liable for all costs arising from such a stoppage.



	19. Isolation of Fire Detection Systems
	The Fire Services contractor should ensure that any work undertaken does not activate the fire detection system.  The Project Officer must arrange with the Facility Management team isolation of the fire detection system.  Fire detectors must be protected from the ingress of dust and debris.  If this is not carried out, the contractor may be liable for all costs including charges by the fire brigade.



	20. Fire Compartments
	Contractors must not damage or compromise the integrity of fire compartment elements.  These include firewalls, fire doors and floors.  Penetrations in floors and firewalls must be sealed in an appropriately fire rated material.
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