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SERVICES ISOLATION FOR HANDOVER NOTICE

FORM 8.2

Campus Services Guideline No. 3.1

Step 1 Prior to the commencement of any services Isolation the Contractor/Service Provider must ensure all procedures associated with the

PRE ISOLATION “Guidelines to be followed in the event of interruption to services or loss of functioning of critical systems” document (and attachments)
are followed. [ref part 1.14 Induction]

Step 2 ISOLATION / HAND OVER LOCATION '

ISOLATION DETAILS | BUilding(s)..........oovcvceiivincnncincrninionnerins o FIOOH(S) ot oo, W ROOM(S) .o v

To be completed by the

person Isolating the
service

ISOLATION / HANDOVER TYPE
Electrical (2 Mechanical Q  Plumbing and Hydraulics O Essential Safety Provisions 0 Other 01 Speciy..........o..covovvrnoo

ISOLATION BY Name...........cccoeevverenns v Contact number..

v COMPANY e
ISOLATION DETAILS The Isolation must be conducted in accordance step 1 (above) and the OHS&W regulations 1995,

DETAILS OF WHAT HAS BEEN ISOLATED FOR HAND OVER................ccoccovevt vt enis oo oo e s e,

(please add additional sheet if required)
The services detailed above have been isolated by;

SIgNatUre. ....c..covve i s (Name) cveenn(TIME) e (D) e i,
Step 3
HAND OVER 1{name).......c.ooocoiiininiinn i acknowledge hand over of the isolated services from (MAME)..........co.vvvvcvrerriviiiinres and
To be completed by the | understand that | must apply my employers safe systems of work including safety testing of the services described in step 2 (above) and
person or Company any other service in the vicinity of the work prior to working on the isolated service or any other service (& in accordance with the
representative who will | OHS&W Act &, Regulations and other relevant Acts).

be working on or in the

vicinity of the service SIONARIIE wcussssus suvsavsssmvmassamniivass i OOMDANY e viiasin S mian e sy oy ok (Time)...o.ovirennn. (Date).. e,
Step 4

ADVISE MSC Please forward a copy of this notice to the Maintenance Service Centre ASAP to register the handover

Step 5

HAND BACK & [(name)..........ccoviivivieriiineee. . @Cknowledge hand back of the isolated services from (name) e AN have
REINSTATEMENT applied The University of Adelaide reinstatement requirements and my employers safe systems of work including safgty testing of the
To be completed by the | services described in step 2 (above) to safely re instatement of the service. (& in accordance with the OHS&W regulations 1995)

person who isolated the
service

The service described in step 2 (above) has been reinstated and returned to service.

ST . vsmsvvmmsusisvwnsvasvanvinisssissonsineis {OOMPEY Y cuncuisvnisasiacssstasissiriisiiniiisiass (TTMBNssiviisaisansiisss (DA widisuia s

Step 6
ADVISE MSC

Please forward this notice to the Maintenance Service Centre following reinstatement
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Guidelines Title

SERVICE ISOLATION

Legislation OHS&W Act 1986 and regulations 1995 (& amendments)
Electricity Act 1996 and regulations
Plumbers, Gas Fitters and Electricians Act 1995
Application Property services technical, contract and project management staff and contractors for service
Training user groups As above
Creation date 26/09/05
Issue C
Issue date 11 April 2006
Next revision due October 2006

Responsibility

Property Services — Maintenance and Planning Manager

Author Property Services — Technical Staff
Approval Maintenance and Planning Manager
Consultation OH&S Work Area Representative
Pages 3

1. Purpose of this Guideline

To maintain optimum functioning of building services and critical systems, to mitigate the impact on the University's
operations in the event of planned or unplanned interruption in the operation of building services.

2. Scope
North Terrace

3. Definitions

“planned” controlled service interruption

“unplanned” uncontrolled service interruption

“third parties” any entity external to Property Services maintenance requesting isolation by a University of
Adelaide contract service provider

4, Guideline

Planned & Unplanned Service Isolation

41 Impact Assessment

Maintenance's response to the interruption of building services (e.g. power, lighting, water, drainage, lifts, ventilation and
air conditioning) will largely depend upon how well we assess the potential impact upon the University's operations. It is

therefore important to determine the extent of the problem, its location and activities being undertaken in and around the
area.

Consider the potential impact upon:
e ITS equipment rooms,
Essential Safety Provisions (ESP) systems,
Fume exhaust systems,
Access control systems,
RO water systems,
¢  Constant temperature rooms,
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Common teaching spaces,

External function spaces,

Equipment that has been designated as critical to the functioning of an area,
External security e.g. security lighting, external doors to buildings.

4.2 Unplanned or Planned
The procedure to be followed will depend whether interruption or loss of functioning is unplanned or planned.
4.21  Unplanned Interruption — Steps

In the event of an unplanned interruption to building services (e.g. water leak, power outage) or loss of function for critical
equipment take the following steps:

Identify the extent of the problem.
Assess consequences upon University operations and degree of criticality.
Undertake a risk assessment and establish appropriate controls to minimise consequences.
Ifthere is likely to be a significant impact upon the University's operations communicate by keeping key
stakeholders informed. These should include:
a. Maintenance Service Centre
b.  Representatives of operational areas that are affected (refer relevant Maintenance Service Centre)
c. Security
d. Maintenance and Planning Manager, Property Services Representative
e. Other relevant Service Providers
5 Ifinterruption will be prolonged prepare written notices and deliver to occupants of affected areas and other
relevant parties.
6  Take action to mitigate consequences:
a. Contain
b. Repair/replace
c. Where necessary make arrangements to maintain University operations by alternative means
d. Discuss these arrangements with Property Services Representative
7 Communicate with all parties at re-establishment of system,

P -

422  Planned Interruption - Steps

In the event of a planned interruption to building services or loss of function for critical equipment / area the following steps
are required but not limited to:

1. If Property Services Maintenance is required to participate in any part of the Planned Interruption, arrangements
are to be conducted via the Maintenance Service Centre and will require submission of a Planned Service
Interruption Request Form 001. These are available from the Maintenance Service Centre and will require to be
submitted a minimum of two (2) working days prior to the work commencing. The Maintenance Service Centre
administration officer records the Planned Service Interruption in the Register.
Identify the extent of work to be carried out including staging.
[dentify key stakeholders.
Assess consequences upon University operations and degree of criticality. Consult directly with representative(s)
of those areas that will be affected.
5. Where possible plan work so that the least disruption is caused. This could include carrying out work after hours
and identifying alternative approaches.
6. Communicate with stakeholders details about the work:
a.  Issue construction start notice (if applicable for larger type jobs)
b. Send e-mail (with return receipt box ticked) to:
i. Maintenance Service Centre
ii. Representatives of operational areas that are affected
iii. Security Services
Iv. - Maintenance and Planning Manager / Property Services Coordinator
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v. Property Services - Projects

vi. ESP Service Provider (if ESP systems are isolated)

vii. - Mechanical Services Service Provider (if ventilations or air conditioning systems affected)
viii. - Insurance Officer (if ESP systems are isolated ovemnight, refer Attachment A)

ix. Events Coordinator (if work will affect use of common teaching spaces or outside facilities that
are booked)

5. Prepare and distribute hard copy advice to the occupants of the affected areas
6. Where necessary make arrangements to maintain University operations by alternative means.

4.3 Contact Stakeholders
For assistance in identifying the relevant stakeholder contact the Relevant Maintenance Service Centre for assistance.

44 Service Isolation for Third Parties

These guidelines detail the process required by Maintenance Service Providers to carryout isolation of services on behalf
of third parties.

44,2 Pre-lsolation

Prior to commencement of any services isolation the contractor / Service Provider must ensure all guidelines are adhered
to as above.

4.4.3 Isolation Details

Service Provider is to fill in Step 2 of “Service [solation for Handover Notice” (Form 002) after carrying out relevant
isolation. The Service Provider will handover form to third party who is required to sign to accept the isolation as being
carried out as per Step 2. The Service Provider will then issue a copy to the Maintenance Service Centre.

444 Hand Back and Reinstatement

When the third party requires the service to be reinstated they will contact the Maintenance Service Centre who in tum will
instruct the Service Provider to make contact with the third party and carryout the reinstatement.

4441

The Service Provider is required to sign off at Step 5 identifying service has been reinstated.

44,5 Advise Maintenance Service Centre

The Service Provider will then return completed form to the Maintenance Service Centre following reinstatement.

5. Documents with reference to this guideline
Form Induction Form
Guideline 3.2 Electrical Safety

6. Forms to be applied by this guideline

FormNo. 001 Planned Service Interruption Request
Form No. 002 Services Isolation for Handover Notice

7. Training applicable to this guideline
Module T005 Isolation Processes (Draft to be developed)
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8. Attachments

Attachment A - Isolation of Fire Systems - Procedure for Notifying the University's Insurers.

ISOLATION OF FIRE SYSTEMS
INCLUDING NOTIFYING THE UNIVERSITY’S INSURERS

Background

Under the Insurance Contracts Act 1984 (Duty of Disclosure), the insured is required to notify the insurer of
any situation which increases the risk to be undertaken by the insurer during the contract of insurance. The
deactivation of a fire system to a building would fall into this category as the risk of the building sustaining
damage is increased. The insurers may reduce their liability (up to 100%) or cancel the contract of insurance,
if they are not notified.

Procedure
If any of these systems,

detection system

fire hydrant system

hose reel system

sprinkler system

fire indicator panel including link to fire brigade

are deactivated in any one building and service personnel will not be in attendance then the insurance officer
(or nominee) must be notified.

Deactivation notices must contain the following information:

1. LOCATION (Building Name)

. SYSTEM(S) DEACTIVATED

3. COMMENCEMENT OF DEACTIVATION (Time and date)
4. ANTICIPATED REACTIVATION (Time and Date)

5. REASON FOR DEACTIVATION (eg. maintenance)

[\

Itis the responsibility of Service Providers to prepare written deactivation notices and provide them to the
relevant Maintenance Service Centre for faxing to the University's insurance officer.
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