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HIRE AGREEMENT – NON-UNIVERSITY ORGANISATIONS - FACULTY OF SCIENCE & HEALTH FACILITIES - SHORT TERM
Thank you for your enquiry to hire/use Charles Sturt University’s (CSU) Faculty of Science & Health laboratories and/or specialist teaching facilities.

The following documentation must be completed for your application to be considered:

1. Hire Agreement – Non-University Organisations - Faculty of Science & Health Facilities (including the Schedule) and the following as attachments:

a. proof of insurance of no less than $20 million for Public Liability and $10 million for Professional Indemnity for the Hire Period; and

b. a statement regarding the qualifications and experience of the Hirer to undertake the intended purpose of the hiring, including work, health and safety compliance.

2. Annexure A – Hirer/user of Charles Sturt University Faculty of Science & Health Facilities Risk Assessment.

3. 
Annexure B - Faculty of Science & Health Hirer/User induction form (the hirer/user will be required to complete induction on site at a time convenient to the hirer/user and their CSU staff member contact).

4. 
Annexure C – Faculty of Science & Health Check List for Hirer/User of the Faculty of Science Laboratories and Specialist Teaching Spaces.

For further information please contact your local technical area:

	Area Technical Manager
	Technical Area


	Contact details

	Kylie Kent
	Albury Wodonga & Port Macquarie
	kkent@csu.edu.au

	Jason Poposki
	Bathurst, Orange and Dubbo
	jpoposki@csu.edu.au

	Joe Price
	Wagga - Animal & Field
	jprice@csu.edu.au

	Charmaine Carlisle
	Wagga - Life Science & Health
	ccarlisle@csu.edu.au


SCHEDULE 

	Date of agreement
	Date on which the last party signs the Agreement

	Charles Sturt
	Name:

Contact:
	Charles Sturt University (ABN 83 878 708 551) being a university incorporated in New South Wales under the Charles Sturt University Act 1989 through the Faculty of Science & Health
[insert details]

	
	Address
	[insert details]

	
	Telephone:
	[insert details]

	
	Email:
	[insert details]

	Hirer
	Name:

Contact:
	[insert details]
[insert details]

	
	Address
	[insert details]

	
	Telephone:
	[insert details]

	
	Email:
	[insert details]

	Hire Details:
	Hired Area:
	Campus: [insert details]
Building number: [insert details]
Room number: [insert details]
Additional equipment (if applicable): [insert details]

	
	Purpose:
	[insert details]

	
	Hire Period:
	Begins
	[insert date]

	
	
	Ends
	[insert date]

	
	Hours
	From
	[insert available hours]

	
	
	To:
	[insert available hours]

	
	Other access? If so, specify when
	[insert any eg “Ongoing arrangement for [x] period” or “None”] 

	
	Special Conditions/Other Services 
	[insert any eg “Additional equipment etc” or “None”]

	What you must pay us:
	Description
	Amount
	Due date

	
	Hire Fee (exclusive of GST)
	$[insert amount] 
	Payable monthly in advance within payment terms as specified in Charles Sturt’s tax invoice

	
	Security Deposit (exclusive of GST)
	
	See clause 3

	Insurance (to extend to any subcontractor of the Hirer, if applicable):
	Type
	Amount

	
	Public Liability 
	$20m

	
	Professional Indemnity
	$10m

	
	Workers’ Compensation
	Pursuant to statutory requirements


TERMS OF HIRE

	1. 
	Meaning of certain words
	Agreement
	Means this Hire Agreement – Non-University Organisations - Faculty of Science & Health Facilities and includes cover page, the Schedule, Terms of Hire and Annexures A – C.

	
	
	Confidential Information
	Means all of our trade secrets, financial information and other commercially or scientifically valuable information of whatever description and in whatever form which:

a) is by its nature confidential;

b) has been designated by us as confidential;

c) is capable of protection at law or equity as confidential information; or 

d) is derived or produced partly from the Confidential Information,

but does not include information that:

e) is in the public domain; or

f) is independently known or developed by you receiving the information other than as a result of a breach of this Agreement or any other obligation of confidentiality owed by or to any other person.

	
	
	Hired Area
	As described in the Schedule and includes any fixtures or fittings (including, without limitation, furniture and equipment) installed by us in it.

	
	
	Intellectual Property
	Means all present and future rights, title and interests in and to inventions, innovations, know-how, patents, patent applications, registered and unregistered trademarks, service marks, registered and unregistered designs, copyrights, circuit layouts, domain names, internet addresses, computer programs or software or brand names.

	
	
	Security Deposit
	The amount stated in the Schedule (exclusive of GST) as a surety for the compliance by the Hirer of the provisions of this Agreement as further described in clause 5.

	
	
	Us, our, etc
	Charles Sturt.

	
	
	You, yours, etc
	The person or entity described in the Schedule as Hirer.

	2. 
	Hire
	We agree to:
a) hire to you the Hired Area and additional equipment (if any) to you at the times and for the Purpose as set out in the Schedule; and

b) make available such additional support services as may be agreed in writing from time to time between us and you, 

on the terms and conditions set out in this Agreement.  Nothing in this grant of hire confers on you any rights as a tenant.

	3. 
	Confirming your hire
	If we accept your hire of the Hired Area, you must do these things within 7 days of us issuing you with this Agreement and any associated tax invoices for the Security Deposit (if the Schedule so specifies):

a) return this Agreement to us, signed by you;
b) provide proof of Insurance in the amounts specified in the Schedule; and
c) if the Schedule so specifies, pay us the Security Deposit.

If you do not do these things within that time, then we may cancel your proposed hire without notice.  

	4. 
	What you must pay us
	You must pay us the Hire Fee (exclusive of any GST) and the Security Deposit (if required) and any other agreed fees in full no later than the due dates specified in the Schedule.  The Hire Fee and Security Deposit do not include:

a) any furniture, equipment or other facilities, except those that we advise you are usually installed in the Hired Area;

b) removal or replacement of furniture, equipment or facilities which we install in the Hired Area at your request;

c) catering facilities;

d) parking;  or

e) security, other than as specified below

and for which we may charge you an additional fee if you request us to supply any of these items.

If no monetary payment is required under the Schedule, we acknowledge that this Agreement is binding and that it is specified to be made in consideration of the mutual promises and the respective covenants and agreements contained in this Agreement, and for other good and valuable consideration.


	5. 
	Security Deposit
	a) We may deduct from the Security Deposit any amount that you owe us under this Agreement (including for any claim we have against you under this Agreement) but unpaid by you.  We may still claim against you for any shortfall that remains outstanding.  

b) If we make any deductions from the Security Deposit, you must, on request from us, pay us an amount so that the Security Deposit is not less than the amount specified in the Schedule.  

c) On expiry or early termination of this Agreement and provided you have discharged all your obligations under this Agreement to our satisfaction (acting reasonably), we will return to you the Security Deposit.  

	6. 
	Your obligations as Hirer
	You must: 

a) not use the Hired Area for any purpose except the Purpose specified in the Schedule;

b) keep the Hired Area, including any furniture, equipment and other facilities installed in the Hired Area, in good repair and condition, fair wear and tear excepted;

c) keep passageways free of obstruction at all times;

d) if the Purpose is a function, not exceed any maximum capacities as notified by us to you;

e) not promote or use the Hired Area for any public meeting or entertainment unless we have first agreed to hire the Hired Area to you for that purpose;

f) not cause any nuisance or damage to the Hired Area, or any fixtures, fittings or equipment located in it;

g) pay to us on demand any expense we incur if you leave the Hired Area, or any fixture, fitting or equipment in it, in an unclean or damaged condition (fair wear and tear excepted);

h) not assign, novate or sub-licence your rights or obligations under this Agreement;

i) park vehicles only in designated carparks near or around the Hired Area;

j) comply with all signs located in or around the Hired Area;

k) not sell or serve alcohol in or around, or allow alcohol to be brought onto, the Hired Area without our permission;

l) not smoke in the Hired Area, or any building within which the Hired Area is located;

m) not bring onto, or store in or around, the Hired Area any toxic or inflammable substances without our permission;

n) comply with all applicable laws concerning the use of the Hired Area and any related equipment and facilities;

o) comply with our policies concerning the use of the Hired Area and any related equipment and facilities including (but not limited to) discrimination and harassment, privacy and personal information, use of Charles Sturt’s equipment and facilities, access, parking and safety (including emergencies) – details of such policies are available at Charles Sturt’s Policy Library here: https://www.csu.edu.au/about/policy;
p) comply with any direction we give, or any authorised officer of ours gives, you;
q) allow us to retain all usual rights of access to, from, and between the areas comprising the Hired Area provided such access does not interfere with the rights granted to you under this Agreement;
r) not promote yourself as being associated with us, nor promote the Purpose as being associated with or conducted by us, unless we first give you permission (although you may, without our permission, advertise the Hired Area as the venue for the Purpose so long as this is not done in a way that is, or is likely to be, misleading or deceptive);  and

s) take reasonable steps to ensure that your employees, agents and invitees are aware of and comply with these obligations.

	7. 
	Compliance 
	You must:

a) ensure that your contact specified in the Schedule acts as your representative for the purpose of any work, health and safety issues with Charles Sturt’s Facilities Management, and must provide us with a mobile contact number for that purpose;
b) if required by us, prepare and implement any emergency management procedures (which must be approved by us) and further ensure that you comply with any emergency procedures for the Hired Area as notified by us to you from time to time, and that your contact specified in the Schedule acts as the warden for the Hired Area during the Hire Period for the purposes of emergency procedures;

c) ensure that your contact specified in the Schedule registers their mobile contact details with CSU Campus alerts (details located here: https://www.csu.edu.au/division/facilitiesm/emergency-management/csu-safe   and further described in clause 9); 

d) comply with, and ensure your employees, agents and invitees comply with, all directions or Charles Sturt policy we might issue which relate to work, health and safety in connection with your use of the Hired Area; 

e) comply with, and ensure your employees, agents and invitees comply with, the requirements of applicable work, health and safety legislation so as to ensure the health and safety of you or any of your employees, agents or invitees; and

f) comply with our biosafety, radiation, human and animal ethics, and national security requirements and ensure that you have obtained all of our appropriate approvals (if applicable consult Facility Technical Managers for advice and assistance) prior to using the Hired Area for the Permitted Purpose.   

	8. 
	Sustainability and waste
	a) You must comply with all our reasonable directions in relation to the reduction and separation of waste, recycling and sustainability in relation to the Hired Area.
b) When using the Hired Area, you must, as far as reasonably practicable:

i. minimise energy and water consumption;
ii. minimise the amount of waste going to landfill; and
iii. maximise waste recycling.  

c) You must ensure that your contractors, agents, employees or invitees:

i. cooperate with energy, water and waste management strategies which we put in place including the Charles Sturt University Clean Energy Strategy (https://about.csu.edu.au/sustainability/clean-energy) Circular Economy and Resource Efficiency Procedure (https://policy.csu.edu.au/document/view-current.php?id=572) and Sustainability Statement (https://www.csu.edu.au/sustainability/about-us/sustainability-statement) or any replacement documents from time to time; and

ii. promptly report to us if there are any maintenance issues which are, in your opinion, contributing to resource wastage.

	9. 
	CSU Campus alerts
	a) CSU Campus alerts is a mass messaging communication and Campus Security access.  This system for the delivery of emergency messages to large groups. There is no cost to register with the system and registrations are accepted from Charles Sturt University partners which include you. Note: Outbound text messages or data used may incur charges at the user's nominal rates. 

b) Campus Security can also be contacted directly by dialling '400' from any internal phone or dialling the Security number for the Charles Sturt campus. There are also 'direct dial' Security Phones located on Charles Sturt campuses and their location is available in FMCentral.

c) You must use reasonable efforts to ensure that your employees, agents and invitees register for CSU campus alerts and Security notification via Text/SMS the Charles Sturt campus location name to 0409513136.  Follow the reply SMS prompts to add any Web Links to mobile device's home screen.


	10. 
	Liability
	You agree to be legally responsible for any loss or damage we suffer if you, or any of your employees, agents or invitees directly or indirectly, and wilfully or negligently:

a) damages or destroys any property of ours, or of another person located within the Hired Area or any of our buildings at any time you have access to the Hired Area for the purposes of this Agreement;

b) injures, or causes the death of, any person within the Hired Area or any of our buildings or grounds at any time you have access to the Hired Area for the purposes of this Agreement;  or

c) do not comply with an obligation of yours under this Agreement.

This acceptance of legal responsibility will be reduced proportionately to the extent that any negligent act or omission by us, our officers, employees, servants or agents contributed to the relevant loss or damage.

This acceptance of legal responsibility is a continuing and independent obligation, survives termination or expiry of this Agreement, and includes any expense we incur on a full recovery basis.


	11. 
	Termination
	We may terminate this Agreement immediately and at any time, without notice to you, if you

a) become bankrupt or insolvent before or during the Hire Period; or

b) are in breach of any clause under this Agreement and you do not rectify that breach within twenty eight (28) days of when we tell you to do so by written notice.

We may also terminate this Agreement immediately by written notice for any reason (including but not limited to if we require the Hired Area to be vacated for operational reasons or that we consider, acting reasonably, that you have acted in a way which is likely to result in damage to our reputation).
If we terminate this Agreement, you cannot hold us liable for, and agree to release us from, any claim, loss or expense you incur as a direct or indirect consequence of our termination.


	12. 
	Yielding up
	a) At the expiry or early termination of this Agreement, you must:

i) vacate the Hired Area and remove any of your property which you might have brought into the Hired Area, and dispose of waste and unused items;

ii) leave the Hired Area in good repair and condition consistent with your obligations under this Agreement, fair wear and tear excepted; and

iii) return all of our property provided to you including equipment, keys and access cards. 

	13. 
	Security and access
	You agree that:

a) unless the Schedule permits you access at other times, you may only have access to the Hired Area during the specified hours of the Hire Period; 

b) if we have agreed to issue your employees, contractors or invitees (as the case may be) with Charles Sturt partner cards, you must ensure that such cards are only used by the authorised people to whom they are issued and that those people comply with any directions or conditions issued by us in relation to the use of those cards;

c) your employees, contractors or invitees (as the case may be) must carry clear photo identification and/or Charles Sturt partner cards (if issued by us pursuant to clause 13
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b)) at all times whilst at the Hired Area or any of our buildings or grounds; 

d) the contact person specified in the Schedule for the Hirer (or any other nominated representative) is responsible for the conduct of all employees, contractors and invitees, including those under 18 years of age; and
e) any authorised officer of ours has full and irrevocable authority to remove any person (including you) from, or to prevent them from entering, the Hired Area if, in his or her reasonable opinion:

i) the Hired Area is being used for a purpose other than the Purpose;

ii) you, or an employee, agent or invitee of yours engages in conduct that we, acting reasonably, consider is (or likely to be) a nuisance, or compromise our safety or security procedures; 

iii) the maximum capacity, if applicable, is, or appears, to have been, exceeded; or

iv) there is any actual or suspected emergency that warrants evacuation of the Hired Area.

	14. 
	No warranty
	You are responsible for satisfying yourself that the Hired Area is fit and proper for the Purpose.  We do not warrant that the Hired Area is fit and proper for the Purpose however we do warrant that the Hired Area is in good working order.


	15. 
	Risk assessment and related forms
	Prior to using the Hired Area, you must:

a) carry out your own risk assessment of the Hired Area to ensure that the Hired Area is fit and proper for the Purpose and that the Purpose can be safely performed by you;

b) as part of the risk assessment referred to in subclause a), complete and deliver to us the CSU Faculty of Science & Health Hirer/User Risk Assessment in the form set out in Annexure A to this Agreement;

c) undertake an induction in respect of the Hired Area conducted by us and will complete and deliver to us an Induction Form as set out in Annexure B to this Agreement; and

d) complete and deliver to us the Check List in the form set out in Annexure C this Agreement.



	16. 
	Confidentiality
	a) You must:

i) take such reasonable steps to provide for the safe custody of any and all of our Confidential Information which may come into your possession and to prevent any unauthorised access or use;

ii) not use our Confidential Information for any purpose; and
iii) not disclose our Confidential Information to any other person 
b) You must not disclose the terms of this Agreement without our prior written consent.  



	17. 
	Intellectual Property
	a) Nothing in this Agreement affects the ownership of any Intellectual Property which is owned by you or us on or before the commencement of this Agreement.



	18. 
	GST
	a) Unless otherwise indicated all amounts referred to in this Agreement are exclusive of GST.

b) If a taxable supply is made to a recipient, the party which makes the taxable supply must provide the recipient with a tax invoice or other document with information required by the GST law to be included in a tax invoice to enable the recipient to claim an input tax credit.

c) If any GST is payable by the party which makes the taxable supply under this Agreement, any consideration payable for any such taxable supply will be increased by the amount of GST payable (except to the extent that the consideration is already expressed to be GST inclusive).

	19. 
	Governing law
	The laws in force in New South Wales govern the terms of this Agreement.  You and we agree to submit to the non-exclusive jurisdiction of the courts exercising jurisdiction in that State, including any courts of appeal from them.

	20. 
	Counterparts
	This Agreement may be executed in counterparts which together constitute one and the same agreement.  A counterpart may be signed electronically and may be in hard copy or electronic form. .

	Annexures
	As attached:

Annexure A – Hirer/user of Charles Sturt University Faculty of Science & Health Facilities Risk Assessment.

Annexure B - Faculty of Science & Health Hirer/User induction form (the hirer/user will be required to complete induction on site at a time convenient to the hirer/user and their CSU staff member contact).

Annexure C – Faculty of Science & Health Check List for Hirer/User of the Faculty of Science Laboratories and Specialist Teaching Spaces.



Executed as an agreement
	SIGNED for and on behalf of CHARLES STURT UNIVERSITY by its duly authorised officer pursuant to University Council Resolution_____/_____:



	)

)

)


	

	
	
	Signature of authorised officer

Delete if not applicable:  signed for on and behalf of delegate



	Signature of witness

Delete statement which is not applicable:  

· delegate signed in my presence 

· delegate’s signature is known to me 

· delegate’s signature witnessed over audio visual link in accordance with section 14G of the Electronic Transaction Act 2000 (NSW)


	
	Name of authorised officer



	Name of witness 


	
	Office held in the University 

	Address of witness
	
	Date signed


	Signed on behalf of the Hirer 


--------------------------------------------------------

Name:

Position:

Signed by Witness:

--------------------------------------------------------

Print Name:

Date:


ANNEXURE A

Risk Assessment
	Step 1: Background information (activity, location and people assessing risk)



	Organisation Name:
	

	Name of Organiser:


	

	  Location
	


	Type of activity/task:


	☐Teaching
	☐Laboratory work  
	☐Fieldwork
	☐Clinical work
	☐Commercial

	
	☐ Research
	☐Specialist teaching ☐Other   

* Where more than 1 type selected, this form MUST include risk controls specific for each 

	Date
	
	

	Description of task/project/

activity:

(list the substances, equipment, and methods)
	



	  Standard conditions   


	CSU Laboratories / Clinics comply with Australian Standards and have: trained wardens, trained first aid officer/s, first aid kit/s, the emergency notification system regularly tested and annual trial evacuations conducted, chemical spill kits available, manufacturer SDSs available for all chemicals, all required personal protective equipment available and appropriate waste disposal streams. Additional task specific controls should be implemented as required and should be outline in this risk assessment. Standard risk controls should be consulted for common hazards. 

By signing this risk assessment, you acknowledge that these standard conditions will be implemented, and you agree to these controls 


	Step 2: Special approvals 


	Has approval been obtained from the following? Please attach as appropriate.
	Is approval required?
	Are documents attached?

	Ethics in Human Research Committee (EHRC)
	
	

	Animal Care & Ethics Committee (ACEC)
	
	

	Institutional Biosafety Committee (IBSC)
	
	

	Radiation Safety Committee (RSC) 

	
	

	Office of the Gene Technology Regulator (OGTR)
	
	

	Department of Agriculture, Fisheries and Forestry (DAFF)
	
	

	Afterhours access required (details must be included in this risk assessment)
	
	

	Other (e.g. permits)
	
	


Step 3: Identify hazard types

	Use the following lists to identify types of hazards associated with the task/ activity. Each hazard identified should be addressed in Step 5. If hazard not listed below, select other and provide specific details in Step 5.

	Project/activity hazards
	Workplace conditions hazards
	Environmental impacts

	(Potential hazards associated with the task or activity)
	(Potential hazards relating to the work environment where activity/task will occur)
	(Potential hazards to the environment or property from the task/activity)

	☐Sharps

☐Manual handling

☐Physical hazard (being struck, crushed, or entangled)

☐Infectious agents/materials

☐Biological hazard/s

☐Chemical hazard/s

☐Machinery/vehicles/power tools

☐Radiation hazard/s

☐Vibration or noise

☐Slips, trips, and falls

☐Stress or fatigue

☐Electrical

☐GMOs

☐Animals

☐Other (specify) 


	☐ Temperature extremes

☐ Weather extremes

☐Solar radiation

☐Other radiation forms

☐ Working in isolation/alone

☐Working after hours

☐Animals/ Insects

☐Working in water

☐ Bush fire

☐Transporting chemicals/dangerous goods

☐Dusts, fumes, vapors

☐ Other (specify) 
	☐ Hazardous emission

☐Hazardous waste

☐Release of organisms

☐Dust generated

☐Nuisance noise

☐ Other (specify):


	Step 4: Specialised risk assessments 

	If task/activity involves the following hazard categories, specialised risk assessment/s should be completed and attached to this form. The hazard/s should be listed in Step 5, with reference to attached risk assessment for detailed risk controls.

	Hazard category
	Risk assessment/s required?
	Risk assessment/s attached?

	Hazardous chemical 
	
	

	Microorganisms
	
	


	Step 5: Risk Assessment- Identify hazards, assess the level of risk and propose controls 



	For work in FoSH facilities and/or field work complete the relevant table below. 

· Provide detailed description of all hazards identified in Step 4. (Insert additional rows if required)
· Outline controls and determine risk rating using risk matrix (see Appendix 1). Include standard risk controls laboratory/fieldwork, where applicable and add additional controls as required
· Specify the control type (from hierarchy Appendix 1).
· 

	FOSH facility
	Facility type         

	Hazard
	Proposed controls 
(What will be done to eliminate or reduce the risk? E.g. refer to special risk assessment and SWPS)
	Risk rating
	Control type



	
	
	     
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Fieldwork
	

	Hazard
	Proposed controls 
(What will be done to eliminate or reduce the risk? E.g. refer to special risk assessment and SWPS)
	Risk rating
	Control type



	
	
	
	

	
	
	
	


	Step 8: Additional comments

	

	

	Step 9: Approvals and acknowledgments 

(As per approvals flow chart)



	

	Assessor
	
	Signature
	
	Date
	

	Technical Manager 
	
	Signature
	
	Date
	

	Associate Head of School, Research (or delegate)
	
	Signature
	
	Date
	

	 Director, Research Institute (or delegate)
	
	Signature
	
	Date
	


	


	All additional persons performing these tasks must sign that they have read, understood and will follow the risk assessment.
Note: For activities which are low risk or include a large group of people (e.g. BBQ’s, marketing activities etc.), only the persons undertaking the key activities need to sign below. For all others involved in such activities, the information can be covered by other methods (safety information sheet, safety briefing, induction) providing this is clearly specified in the risk assessment.



	I have read, understood and will follow this risk assessment.

	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	


Appendix 1: Risk Rating Guides and Hierarchy of control

Please consult the Risk Management Guidelines for the complete risk guidelines (including impact ratings) and the Risk Appetite Statement for risk tolerance.  

	Risk Likelihood Ratings Guide


	Likelihood Rating

	Description

	Indicative Frequency of Occurrence 


	5. Almost Certain
	The event will occur within the planning period.

	Greater than 90% chance of occurring/known to occur every year.


	4. Likely

	The event is likely to occur within the planning period.

	51% to 90% chance of occurring/once every 1-2 years.


	3. Possible

	The event may occur within the planning period.        

	30% to 50% chance of occurring/once every 2–3 years.


	2. Unlikely 

	The event is not likely to occur in the planning period.

	5% to 30% chance of occurring/once every 3–5 years.


	1. Rare

	The event will only occur in exceptional circumstances.

	Less than 5% chance of occurring/once every 5–10 years.



	
	Risk Ratings Matrix

 

 

 

 

Risk Matrix

1. Insignificant

2. Minor

3. Moderate

4. Major

5. Catastrophic

5. Almost Certain

Medium

High

High

Very High

Very High

4. Likely

Medium

Medium

High

High

Very High

3. Possible

Low

Medium

Medium

High

High

2. Unlikely

Low

Low

Medium

Medium

High

1. Rare

Low

Low

Low

Low

Medium



	Level of Risk

Recommended Action

Low:

Manage risk with existing controls in place

Medium:

Acceptable provided current and additional controls are verified as effective and in place by the site, task or activity manager or their delegate

High

Only acceptable if it is not practicable or efficient to reduce the level of risk and approved by Division or Faculty head or their delegate

Very high

Not permitted unless approved by the executive leadership team. If approved, long term reduction plan required.


	Hierarchy of control 

 

 

Level

Control

Abbreviation 

1

Elimination- e.g eliminate the chemical or hazard by use of alternative means.

ELI

2

Substitution- e.g. substitute with a safe chemical.

SUB

3

Isolation- isolate or separate the person from the hazard.

ISO

4

Engineering- engineering solution e.g. fume cabinet.

ENG

5

Administration- use of procedure, safe working procedures and / or training.

ADM

6

PPE - use of personal protective equipment.

PPE




ANNEXURE B
	
	Induction Form for 

Non-University Organisations Hire/Use of 

Faculty of Science & Health Facilities




	Facility
	
	Campus
	

	Facility Manager
	
	Organisation Name:
	

	School Affiliation
	
	Group Organiser:
	

	
	
	Date of this record:
	


	Risk Management
	Emergency procedures, equipment and evacuation plan: local risk register
	☐

	Emergency procedures
	First aid kit and nearest First Aid Officer
	☐

	Local Safety procedures 
	Safe Operating Procedures Manual 
	☐

	
	Risk Assessment folder
	☐

	
	Facility Manual
	☐

	
	Facility checklists and inspection records
	☐

	Security and Access
	Access requirements: normal and after hours, cardex requirements; photo id: emergency contact numbers
	☐

	Waste Management
	Waste Disposal Procedures
	☐

	Chemical Management
	Chemicals register
	☐

	
	Safety Data Sheet location 
	☐

	
	Chemical Storage Guidelines and locations of storage areas for classes of chemicals
	☐

	Hazard and Incident reporting
	Hazard and incident reporting process
	☐

	Staff facilities
	Location of meal room, toilets, kitchen
	☐


	I have undertaken the facility induction, read the appropriate manuals and procedures and understand my obligations outlined by the regulations and the Facility Manager 
	Inductee:
	Date:

	I have inducted ……………………………….. into the facility and authorise them to access to the following areas
	Facility Manager


	Date


ANNEXURE C

	Check List for Hire Agreement - 

Non-University Organisations -

Faculty of Science & Health Facilities




	1. Signed Hire Agreement - Faculty of Science & Health Facilities (including the Schedule), including as attachments:

a. proof of insurance of no less than $20 million for Public Liability and $10     million for Professional Indemnity for the Hire Period; and

b. a statement regarding the qualifications and experience of the hirer/user to undertake the intended purpose of the hiring; including work, health and safety compliance.


	☐
☐

	2. Completed and signed risk assessment form for Non-University Organisations hire/use of Faculty of Science & Health Facilities (Annexure A).


	☐

	3. Complete or scheduled on-site WHS induction with CSU staff member.


	☐

	4. Consistent with clause 7f) (and if applicable) obtained all of CSU’s appropriate approvals regarding biosafety, radiation, human and animal ethics, and national security requirements.   

	☐

	5. Signed induction form for non-University Organisations hire/use of Faculty of         Science & Health Facilities (Annexure B).


	☐

	6. Signed check list for non-University Organisations hirer/user of Faculty of Science & Health Facilities (Annexure C).


	☐


	I ……………………………… . (Organisation Name :……………………………………….) 

have completed all items on the check list.

	

	Signed
	
	Date
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