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Schedule 3 (Operational Requirements)  
 

1 Work Order Procedure 

1.1 Performance and Specified Steps 

In respect of each Work Order, the Contractor must: 

(a) for any Work Order which includes a Date for Work Order Commencement, not 
commence the performance of the Maintenance Works the subject of that Work Order 
prior to the Date for Work Order Commencement; 

(b) for any Work Order, if the Maintenance Works are likely to result in a loss of power, gas, 
sewerage or water in any SOU, comply with section 1.16; 

(c) for Work Orders which require Maintenance Works to performed at a Non-Residential 
Property, arrange an appointment with the relevant contact (as advised by the Principal) 
for that Property; 

(d) for Responsive Work Orders which require Maintenance Works to be performed in one or 
more Occupied SOUs: 

(i) make all reasonable attempts (and at least two separate attempts, appropriately 
spaced apart) to contact the relevant Tenants within the time period in column 2 
of Attachment A which corresponds to the Work Priority Code for that Work 
Order (including by physically attending the relevant SOUs);  

(ii) where it is able to make contact with the relevant Tenants (including where any 
Tenant responds to any prior attempt):  

(A) arrange an appointment with the Tenant for the Contractor to attend the 
Property (which must be within the time period in column 3 
of Attachment A which corresponds to the Work Priority Code for that 
Work Order); and 

(B) immediately (and in any event on the same day the appointment is 
arranged):  

(I) provide to the Principal all of the information required to be 
included in the relevant Confirmation Notification; and  

(II) prepare and issue a Confirmation Notification to the relevant 
Tenant; or 

(iii) where the Contractor is unable to make contact with or otherwise arrange an 
appointment with one or more of the Tenants within the time period in column 2 
of Attachment A which corresponds to the Work Priority Code for that Work 
Order (if any) the Contractor must: 

(A) record and evidence each of its attempts in accordance with section 5.1; 

(B) notify the Principal; and 
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(C) comply with any directions from the Principal regarding the relevant Work 
Order in such circumstances, which may include: 

(I) ceasing to attempt to contact the Tenants;  

(II) contacting the Tenants by another means; or 

(III) attending the Site during an appointment time scheduled by the 
Principal with the relevant Tenants; 

(e) for Programmed Work Orders which require Maintenance Works to be performed in one 
or more Occupied SOUs: 

(i) issue a Notice of Work to each Occupied SOU not less than 21 days prior to the 
earlier of: 

(A) the date upon which the Contractor plans to attend those SOUs to 
perform the Maintenance Works; and  

(B) the Date for Works Completion; and 

(ii) make reasonable attempts to confirm an appointment time with the Tenants of 
each Occupied SOU; and 

(iii) physically attend the relevant SOUs on the date contemplated in the Notice of 
Work, and where it is unable to gain access to the SOU, on one further occasion 
not less than 48 hours after that date; and 

(f) where the Contractor is unable to: 

(i) make contact with a Tenant; 

(ii) arrange an appointment with a Tenant; or  

(iii) is otherwise unable to gain access to the relevant SOU,  

each in accordance with the steps in section 1.1(e), the Contractor must: 

(iv) record and evidence each of its attempts in accordance with section 5.1; 

(v) notify the Principal; and 

(vi) comply with any directions from the Principal regarding the relevant Programmed 
Work Orders in circumstances where the appointment date cannot be arranged 
prior to the relevant Date for Works Completion, which may include: 

(A) ceasing to attempt to contact the Tenants;  

(B) contacting the Tenants by another means; or 

(C) attending the Site during an appointment time scheduled by the Principal 
with the relevant Tenants; or 

(g) attend the relevant Property and commence performance of the relevant Maintenance 
Works: 
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(i) during the date and time or (time period) either as agreed with the relevant 
Tenants or as reasonably directed by the Principal; or 

(ii) for Work Orders which require Maintenance Works to be performed in Vacant 
SOUs, Common Areas or Non-residential Properties, attend the Site and 
commence performance of the relevant Maintenance Works within the time 
period: 

(A) in column 3 of Attachment A which corresponds to the Work Priority 
Code for that Work Order (if any); or 

(B) which an experienced and competent contractor, acting in accordance 
with Good Industry Practices and the intent to complete the Work Order 
within the time period in column 4 of Attachment A which corresponds to 
the Work Priority Code for that Work Order, would have attended the Site 
and commenced the performance of the SoR Items in the relevant Work 
Order; and 

(h) for any Work Order:  

(i) while attending the Property, comply with its obligations under section 3;  

(ii) where it identifies the need for:  

(A) Type 1 Supplementary Works, comply with section 1.10; or 

(B) Type 2 Supplementary Works, comply with section 1.11; and  

(iii) promptly notify the Principal once it has satisfied paragraphs (a) – (e) (inclusive) 
in the definition of “Works Completion” in the General Terms; 

(iv) achieve Works Completion on or before the Date for Works Completion; 

(v) provide to the Principal (unless otherwise directed, via the SUI) the evidence 
required by section 5.2 within: 

(A) the time period in column 5 of Attachment A which corresponds to the 
Work Priority Code for that Work Order; or 

(B) if no Work Priority Code is included on the Work Order, within 9 days of 
the date upon which Works Completion is achieved; and 

(vi) (except where the Principal will issue an RCTI) submit a Contractor Invoice for 
the Work Order in accordance with clause 11.3 of the General Terms within: 

(A) the time period in column 6 of Attachment A which corresponds to the 
Work Priority Code for that Work Order; or 

(B) if no Work Priority Code is included on the Work Order, within 10 days of 
the date upon which Works Completion is achieved, 

and otherwise comply with its obligations in clause 11 of the General Terms. 
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1.2 Proactive Approach 

(a) The steps set out in section 1.1 are not an exhaustive list of steps that the Contractor is 
or may be required to take to carry out and complete a Work Order.   

(b) Without in any way limiting the Contractor’s obligations under the Contract, including 
each of the Specified Steps required to be taken under section 1.1, the Contractor must 
at all times: 

(i) take a pragmatic, flexible, adaptable, conscientious and common sense approach 
to the performance of Works Orders and the delivery of the Maintenance Works; 
and 

(ii) take proactive steps to ensure that Work Orders are carried out as efficiently as 
possible.   

1.3 Expertise 

(a) The Contractor must consider the SoR Items included in any Work Order and, using its 
expertise, advise the Principal if it considers that the Maintenance Works or any part 
thereof could contravene any applicable regulation, code, or Good Industry Practise. 

(b) Where the Contractor considers that additional or alternative Maintenance Works would 
have a ‘better off overall’ impact on the functionality and/or life of an asset within a 
Property, the Contractor may notify the Principal, identifying the specific Maintenance 
Works which the Contractor considers would have such an impact. 

1.4 SoR Item Quantities 

If at any time during the performance of a Work Order the Contractor becomes aware that the 
quantities of one or more SoR Items in that Work Order are greater than the quantities required 
to perform the Maintenance Works, the Contractor must promptly notify the Principal.  

For example, where the Principal issues a Work Order to the Contractor which contains an SoR 
Item for the replacement of 3 Exit Lights but upon attendance at the Property, it becomes 
apparent to the Contractor that only 2 Exit Lights need to be replaced, the Contractor is to 
identify this discrepancy to the Principal prior to the achievement of Works Completion and in any 
event before the Contractor submits a Contractor Invoice (or the Principal issues a RCTI) for the 
Work Order.  

1.5 Attendance 

The Contractor must not attend an Occupied SOU unless an appointment has been made with 
the relevant Tenant in accordance with section 1.1, except where: 

(a) the relevant Work Order has a Work Priority Code for which ‘NA’ is stated in column 2 of 
Attachment A; or 

(b) the Contractor is attempting to make an appointment with a Tenant in accordance with 
its obligations under this Schedule.  

1.6 Residential Tenancies Act 

The Contractor must ensure that it, at all times, complies with the requirements of the RTA, as if 
the Contractor was a ‘landlord’ for the purposes of the RTA. 
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1.7 Issuance Time 

(a) The time of issue of a Work Order is taken to be: 

(i) where the Work Order is issued on the SUI, the time that the Work Order is 
issued to the Contractor on the SUI, as recorded in the SUI; or 

(ii) where the Work Order is issued via email pursuant to clause 8.2(b) of the 
General Terms, the time that the email was sent to the Contractor, as recorded in 
the Principal’s email server. 

(b) Where a Work Order does not include a Date for Work Order Commencement, the Date 
for Work Order Commencement is the time of issue as determined under section 1.7(a).  

1.8 Work Order Modification 

The Principal may, at any time prior to Works Completion of the Work Order: 

(a) vary, amend or cancel a Work Order; and 

(b) vary, amend or cancel any one or more of the SoR Items in a Work Order. 

1.9 Work Priority Code Modification 

The Principal may, at any time and from time to time by notice in writing to the Contractor, vary, 
amend, omit or add to the list of Work Priority Codes set out in Attachment A.  

These changes will apply for Work Orders issued anytime after 11.59pm on the day which is 2 
Business Days after the date of the Principal’s notice.  

1.10 Type 1 Supplementary Works Procedure 

Where, in respect of a Work Order, the Contractor identifies that Type 1 Supplementary Works 
are required, it must: 

(a) document and evidence the need for Type 1 Supplementary Works;  

(b) perform the relevant SoR Items to satisfy the need for the Type 1 Supplementary Works; 

(c) document and evidence the performance of the additional SoR Items (which constituted 
Type 1 Supplementary Works); and 

(d) include such evidence in its documentation submitted to the Principal under 
section 1.1(h)(v).  

The Contractor will not be entitled to claim for any SoR Items it purports to perform as Type 1 
Supplementary Works, if: 

(e) the total amount payable for those SoR Items is greater than the Type 1 Supplementary 
Works Threshold; and/or 

(f) it does not comply with its obligations under this section 1.10.  

1.11 Type 2 Supplementary Works Procedure 

Where the Contractor identifies that Type 2 Supplementary Works are required, it must: 
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(a) document and evidence the need for Type 2 Supplementary Works and send such 
evidence to the Principal on the SUI;  

(b) contact the Principal (via telephone or such other means as directed by the Principal from 
time to time) to: 

(i) identify the Work Order and the need for Type 2 Supplementary Works; and 

(ii) confirm receipt of the evidence uploaded under section 1.11(a) and provide any 
further evidence which may be requested;  

(c) perform additional SoR Items to satisfy the requirement for Type 2 Supplementary Works 
included in any revised Work Order issued by the Principal;  

(d) comply with any directions given by the Principal to: 

(i) perform only some or all of the SoR Items included in the Work Order and to 
make safe the Site and demobilise; or 

(ii) not perform or complete the SoR Items allocated to the Work Order and to make 
safe the Site and demobilise;  

(e) document and evidence the performance of the additional SoR Items (if any) which were 
included in a revised Work Order as Type 2 Supplementary Works; and 

(f) include evidence of such performance in its documentation submitted to the Principal 
under section 1.1(h)(v).  

1.12 Type 2 Supplementary Works Outcomes 

Where the Principal issues a direction: 

(a) under section 1.11(d)(i), the Contractor must not perform any SoR Items in addition to 
those in the Work Order issued by the Principal; or 

(b) under section 1.11(d)(ii), the Principal may amend or cancel the Work Order. 

1.13 Type 2 Supplementary Works Claims 

The Contractor will not be entitled to claim for any SoR Items it performs as Type 2 
Supplementary Works, unless: 

(a) it complies with its obligations under section 1.11; and 

(b) the Principal has included those SoR Items it performs as Type 2 Supplementary Works in 
a revised Work Order.   

1.14 Identifying other Maintenance Works (other than Supplementary Works) 

(a) The Contractor must take a “multi-trade” approach to the performance of the 
Maintenance Works and its obligations under the Contract. 

(b) If, while on Site, the Contractor identifies any aspect of the Site or any other part of a 
Property which may require Maintenance Works, the Contractor must: 
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(i) where practicable document such aspects, including (if appropriate) through 
photographs; and 

(ii) as soon as reasonably practicable, inform the Principal and provide relevant 
evidence and documentation. 

(c) A practical example is set out in section 1.15 for guidance. 

(d) The Contractor must ensure that, in any interactions with Tenants relating to any 
potential Maintenance Works not included in a Work Order, it: 

(i) subject to clause 8.10 of the General Terms, complies with the Principal’s Plans, 
Policies and Procedures; 

(ii) does not make any comments or representations to the Tenant regarding the 
need or time frame for any potential Maintenance Works; and 

(iii) otherwise directs the Tenant to contact the Principal.  

1.15 Practical Example of Supplementary Works and ‘other’ Maintenance Works 

While attending the Property to fix a smoke alarm, the Contractor notices mould on the ceiling.  

The Contractor captures an image of the mould and uploads it to the SUI, so that the Principal 
may take appropriate action.  

The rectification of the mould is not Supplementary Works, however, the Contractor still has an 
obligation to notify the Principal of the issue in accordance with section 1.14 (and comply with its 
other obligations in section 1.14). 

1.16 Utility Outages 

(a) Upon receipt of a Work Order which will or may require the disconnection of any power, 
gas, sewerage or water at a Property, the Contractor must: 

(i) take all reasonable steps to inform the Tenants in each SOU in the relevant 
Property of the expected outage, the date of the outage, its duration and the 
reason for the outage (including by physically attending each SOU);  

(ii) perform a risk assessment, which must consider any Tenants (of which the 
Contractor is aware) who may have requirements for uninterrupted power, gas, 
sewerage or water; 

(iii) inform the Principal prior to commencing the performance of the Maintenance 
Works and in any event, prior to disconnecting any power, gas, sewerage or 
water including confirmation of whether the Contractor has the agreement of 
each affected Tenant or not and comply with any reasonable direction from the 
Principal (except where the Maintenance Works or the disconnection is required 
to manage a threat to life or potential threat to life, in which case the Contractor 
must inform the Principal as soon as possible after the relevant Maintenance 
Works or disconnection is performed); and 

(iv) in accordance with section 5.1, immediately report any objection to the 
disconnection received from a Tenant to the Principal and comply with the 
Principal’s directions regarding the same.  
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(b) Where a Work Order will result in outages to any power, gas, sewerage or water over 
multiple days, the Contractor must: 

(i) ensure that the power, gas, sewerage or water (as applicable) are reinstated; 

(ii) if the relevant Maintenance Work was performed in an SOU, ensure that 
bathrooms, toilets, kitchens, laundries, bedrooms and any appliances, lights, 
power, water or drainage (as applicable for the Site) are safe and otherwise 
returned to a state consistent with its state prior to the performance of the 
Maintenance Works; and 

(iii) ensure that all security measures (including access doors, windows, fences and 
gates) are closed or secured (as applicable to the Maintenance Works), 

prior to departing Site each day. 

(c) The Contractor must not disable or disconnect a Property’s fire system (including fire 
alarm monitoring, fire alarm circuits, sound systems, suppressions systems and ancillary 
equipment) for more than four hours without the express consent of the Principal. The 
Contractor must coordinate each disablement or disconnection occurrence with the 
Principal and the relevant fire authorities.  

(d) Where one or more Tenants will require temporary facilities (e.g. power produced by a 
generator or portable toilet facilities), the Principal may direct the Contractor to provide 
such facilities.  

(e) Notwithstanding any other section of this Schedule, where one or more Tenants requires 
temporary accommodation: 

(i) the Principal may organise (either directly or through a third party) the provision 
of such accommodation and advise the Contractor of the dates for which 
accommodation has been organised; 

(ii) the Contractor must complete the relevant Maintenance Works which require the 
disconnection of any power, gas, sewerage or water during the period for which 
alternative accommodation has been organised; and 

(iii) where the Contractor fails to complete such Maintenance Works within the period 
of which alternative accommodation was organised and such failure was not 
caused or contributed to by a Relief Event, the Principal may recover as a debt 
due and payable from the Contractor any additional cost it incurs for the 
provision accommodation beyond the original period.  

1.17 Custom or Specialised components 

Where an SoR Item in a Work Order specifies the components, parts, equipment, appliances, 
plant or materials (together for the purposes of this section 1.17, the Components) which are 
to be used, and it is not possible to procure those named Components within the time period for 
the completion of the Work Order because: 

(a) those Components are custom or specialised in nature; and 

(b) the Components are not available for purchase (from any vendor) at the time the Work 
Order is received; or 
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(c) the Components have prolonged manufacture or delivery timeframes (which make it 
impossible for the Contractor to perform the SoR Item within the time period allowed),  

then the Contractor must:  

(d) provide details to the Principal of the relevant issues; 

(e) as soon as practicable, contact the Principal to confirm: 

(i) the steps it has taken to procure the relevant Components;  

(ii) whether alternative components may be suitable for the performance of the SoR 
Items; and 

(iii) the earliest date (if any) which the Contractor could receive the Components; and 

(f) comply with any reasonable directions of the Principal. 

1.18 Contractor’s Equipment 

(a) The Contractor must ensure all Contractor’s Equipment: 

(i) is fit for purpose; 

(ii) is in a safe and operational condition; and 

(iii) where required, has passed its periodic inspections, or compliance or 
maintenance checks including any NATA certification. 

(b) If the Maintenance Works requires the use of specialised equipment (for example 
elevated work platforms, scaffolding or scissor lifts), the Contractor must before 
commencing the relevant Maintenance Works provide to the Principal: 

(i) a work methodology describing how the specialised equipment will be used, how 
it will be installed, and how long it will be at the Property; 

(ii) a completed risk assessment (which will include how the safety and convenience 
of the Tenants and the general public will be maintained); 

(iii) any ‘safe work method statements’ and ‘safe work instructions’; 

(iv) where applicable, copies of operator licenses and associated qualifications for the 
use of or installation of the equipment; and 

(v) any other specific requirements to ensure compliance with current Safe Work 
NSW requirements (i.e., working at heights, confined space, etc.). 

1.19 Replacement 

(a) If the Contractor considers that a component or system in a Property is beyond 
economical repair, the Contractor must prepare and issue a report (in the Approved 
Form) to the Principal detailing the condition of the faulty component / system. 

(b) Any product or work must be of at least the same standard as the product or work which 
it replaces or interfaces with, and in any event, must comply with the Maintenance Works 
Specification.  
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1.20 Work by other contractors 

The Contractor acknowledges and agrees that: 

(a) other contractors (including those not engaged by the Principal) may perform works 
within each Property throughout the Term and that such works may include modification 
of fire systems; and 

(b) the performance of any works by such contractors does not affect the obligations of the 
Contractor under this Contract.   

2 Additional Information 

2.1 Work Order Information 

In accordance with the General Terms, each Work Order will include: 

(a) the address of the Property (as applicable) where the Maintenance Works are to be 
carried out; 

(b) (if applicable) the identity and contact details of the relevant Tenants; 

(c) (if applicable) a Date for Work Order Commencement; 

(d) (if applicable) the Date for Works Completion; 

(e) (if applicable) the specific SoR Items comprising the scope of the Maintenance Works 
covered by the Work Order; 

(f) (if applicable) a description of the Additional Maintenance Works comprising the scope of 
the Maintenance Works covered by the Work Order; and 

(g) a designation as to whether the Work Order is a Responsive Work Order or a 
Programmed Work Order. 

2.2 Additional Work Order Information 

The Principal may, either within a Work Order or following the issuance of a Work Order, provide 
to the Contractor additional information in relation to that Work Order. Such information may 
include: 

(a) a reference to whether the Work Order relates to an Escalated Matter;  

(b) a Work Priority Code; 

(c) specific contact name(s) and/or telephone number(s) for the Principal that will be used 
for that particular Work Order; 

(d) person alerts as detailed in section 2.4; 

(e) property alerts as detailed in section 2.5; 

(f) tenant information as detailed in section 2.6;  

(g) the maintenance request relevant to the Work Order as detailed in section 2.7; 
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(h) access information as detailed in section 2.8; 

(i) specific Portfolio requirements, including the requirements of other entities which may be 
involved in the ownership, management or maintenance of a Property; and 

(j) any other information which the Principal considers may be relevant to the Work Order, 
its contextual background or the Contractor’s performance of its obligations in relation to 
that Work Order.  

2.3 Work Order Contact Details 

Where a Work Order:  

(a) does not include specific contact name(s) and/or telephone number(s) for the Principal 
that will be used for that particular Work Order, the Contractor is to contact the Principal 
in accordance with the General Terms; or 

(b) includes specific contact name(s) and/or telephone number(s) for the Principal that will 
be used for that particular Work Order, the Contractor must use that number for all 
telephone correspondence in connection with that Work Order (unless directed otherwise 
by the Principal).  

2.4 Person Alerts 

(a) The Principal may include an alert with a Work Order in relation to person(s) who may be 
in attendance or in the vicinity of the relevant Property.  

(b) The Contractor is to take all appropriate steps to ensure that it undertakes the 
Maintenance Works in a way that effectively manages and caters for the subject matter 
of the person alert. 

2.5 Property Alerts 

(a) Where appropriate, the Principal may include an alert with a Work Order in relation to 
any aspect, characteristic or condition of a Property or its surrounds.  

(b) The Contractor is to take all appropriate steps to ensure that it undertakes the 
Maintenance Works in a way that effectively manages and caters for the contents of the 
property alert. 

2.6 Tenant Information 

(a) The Principal may provide to the Contractor information in relation to any Property that 
may be relevant to engagement with the Tenant.  

(b) The Contractor is to take all appropriate steps to ensure that it undertakes the 
Maintenance Works in a way that effectively manages and caters for that information.  

(c) The Contractor must provide information to the Principal if it considers that any Tenant 
profile should be updated to enable the Principal to retain complete, accurate and useful 
records.  

2.7 Maintenance Requests 

(a) The Principal may provide to the Contractor the maintenance request relevant to the 
Work Order (or any part of such maintenance request).  
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(b) The Contractor is to take all appropriate steps to ensure that it undertakes the 
Maintenance Works in a way that effectively manages and caters for the contents of such 
information.  

2.8 Access Information 

(a) The Principal may provide to the Contractor information in relation to the means of 
access to the specific Property or part of a Property.  

(b) The Contractor is to take all appropriate steps to ensure that it undertakes the 
Maintenance Works in a way that effectively manages and caters for the contents of such 
information.  

3 Obligations during Site Attendance 

3.1 Message Cards 

Where the Contractor either: 

(a) attends an SOU to discuss actual or potential Maintenance Works with the Tenant 
(including attempting to make an appointment for the performance of such); or  

(b) attempts to attend an Occupied SOU at the relevant appointment time for the 
performance of Maintenance Work, 

but the Tenant is not available, the Contractor must:  

(c) leave a Message Card; 

(d) record the Contractor’s attempted visit in the SUI; and 

(e) retain a record of the Message Card left at the SOU (including an image of the Message 
Card at the SOU). 

3.2 Unattended SOU 

(a) The Contractor must not commence or continue work in an Occupied SOU where the 
Tenant (who must be over the age of 18) is not present in the SOU. 

(b) If the Tenant departs the SOU while the Contractor is on Site, the Contractor must depart 
from the SOU, inform the Principal, and arrange another appointment with the Tenant. 

3.3 Supervision 

The Contractor must: 

(a) assess and provide the level of supervision appropriate to the scope of the Work Order; 

(b) provide (as appropriate) Tenants with contact details of relevant supervisory personnel; 
and 

(c) ensure that any apprentices, trainees and all other personnel deployed on the Work 
Order receive the appropriate level of supervision at each Property in accordance with 
Good Industry Practices.  
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3.4 Identification 

(a) The Contractor must ensure that any Personnel attending a Property are readily 
identifiable while on site including by ensuring that person attending carries an 
identification card issued by the Contractor. 

(b) Any identification card issued by the Contractor must: 

(i) comply with AS 4718 for card type ID-1 save that no card is required to be 
machine-readable; 

(ii) clearly display the: 

(A) Contractor’s ABN, registered business name and contact number;  

(B) the name of the person to whom the card is issued and the business 
entity that person works for (where that entity is not the Contractor);  

(C) a colour photograph and copy of the signature of the person to whom 
the card is issued; 

(D) an expiry date for the card; 

(E) a card registration number; and 

(F) indicate that the holder is engaged on behalf of the NSW Land and 
Housing Corporation.  

(c) The Contractor must record and track the issuance, use and return of all identification 
cards. 

3.5 Due Diligence 

(a) Where an SoR Item involves work which may require the Contractor to perform due 
diligence prior to commencing Maintenance Works on Site, the Contractor is required to 
perform that due diligence prior to commencing the Maintenance Works.  

(b) The time and cost associated with such investigations is included in the relevant SoR 
Price.  

3.6 Site Layout 

The Contractor must ensure appropriate site demarcation, barricades, and WHS and/or 
environmental protocols are used. 

3.7 Utilities and Facilities 

(a) The Contractor must provide the equipment, consumables and plant to generate power 
on site, where power is required for the performance of the Maintenance Works. 

(b) The Contractor must not:  

(i) use, or seek to use, any property of any Tenant (for example, the Contractor 
must, where appropriate, provide its own vacuum cleaner and power to operate 
a vacuum cleaner, and must not seek to use a vacuum cleaner belonging to the 
relevant Tenant); and 
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(ii) use the washroom facilities of a Tenant. 

3.8 Furniture & Tenant Property 

The Contractor must carefully move (and reinstate following completion of the Maintenance 
Works) furniture or other items (e.g. whitegoods) which may hinder the performance of the 
Maintenance Works or which may become soiled or damaged as a result of the performance of 
the Maintenance Works. The Contractor must, when making an appointment to the Tenant, to 
the extent it is possible to do so, identify the locations in which the Contractor expects to work 
such that the Tenant is prompted to move personal property out of the vicinity.  

3.9 No Obstruction 

The Contractor must take all measures necessary to:  

(a) avoid unnecessary interference with the passage of people and/or vehicles;  

(b) keep all relevant Tenants informed of the status of power, gas, water and sewerage 
utilities in the Property; 

(c) prevent nuisance, unreasonable noise and disturbance; 

(d) minimise inconvenience to Tenants; and 

(e) (as appropriate to the Work Order) keep the Site safe, clean and tidy (including by 
regularly removing used packaging, rubbish and keeping tools and materials together). 

Where it is not possible to perform the Maintenance Works the subject of a Work Order without 
blocking property access for Tenants or vehicles, the Contractor must inform the Principal and 
comply with any reasonable direction of the Principal in relation to that Work Order.  

3.10 Cause of Maintenance Works 

If, while on Site, the Contractor identifies or has reason to suspect that the need for the 
performance Maintenance Works was caused by: 

(a) work performed by any third party; or 

(b) vandalism, sabotage or tampering by any person, 

the Contractor must notify the Principal, including by providing any relevant evidence or details. 

3.11 Identification of other issues 

(a) If, while on Site, the Contractor identifies or has reason to suspect anything which should 
be brought to the attention of the Principal, the Contractor must: 

(i) where practicable document such aspects, including (if appropriate) through 
photographs; and 

(ii) as soon as reasonably practicable, inform the Principal and provide relevant 
evidence and documentation. 

(b) The types of issues which are to be brought to the Principal’s attention include: 

(i) illegal additions, structures or activities;  
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(ii) health and safety issues;  

(iii) threat to life or person; 

(iv) hazards; 

(v) significant asset damage; and  

(vi) any deleterious or poor conditions.  

Worked Example 

While attending the Property to perform a fire door assessment, the Contractor becomes aware 
of the fact that a Tenant is hoarding excessive amounts of material or rubbish to the point where 
it is reasonably considered to be a hazard to health and safety. 

The Contractor contacts the Principal to communicate the nature of the hoarding/excessive 
rubbish.  

The Principal enquires whether the Contractor considers it is appropriate to take a photo of the 
property, the Contractor indicates that it does not, and instead describes the location and extent 
of the hoarding/excessive rubbish.  

The Contractor proceeds to perform the SoR Items contained in the Work Order and no further 
action is required from the Contractor in respect of that Work Order.  

4 Incidents 

4.1 Notification 

(a) The Contractor must promptly, and in any event within 1 hour of its Personnel becoming 
aware, notify the Principal of any: 

(i) circumstance, occurrence, event, incident or altercation which may: 

(A) lead to a complaint from a Tenant; 

(B) require reporting to or investigation by any Responsible Authority, 
industry body or law enforcement agency; or 

(C) otherwise require investigation by the Contractor or the Principal; or 

(ii) complaint (of any kind) which it or its Personnel receive from a Tenant. 

(b) The Contractor must, in response to an incident complete any forms or documents (as 
reasonably directed by the Principal) in the Approved Form. The Principal may require the 
use of online reporting tools or portals for the submission of reports and notifications 
which relate to the Work Health and Safety Requirements. 

4.2 Investigation 

The Contractor must: 
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(a) investigate, in accordance with Good Industry Practices, any circumstance, occurrence, 
event, incident or altercation which would have required a notification to the Principal 
under section 4.1(a)(i); 

(b) cooperate with any law enforcement agency; 

(c) allow the Principal: 

(i) access to any Personnel; and 

(ii) the opportunity to participate in any investigation; and 

(d) provide the Principal with a copy of any document or report produced as a result of any 
investigation (which should include, where appropriate, the steps which the Contractor 
will take to avoid another similar circumstance, occurrence, event, incident or 
altercation). 

4.3 Imminent Threat to Life 

Where the Contractor considers that there may be an imminent threat to the life of any person, it 
must take all appropriate steps including immediately contacting emergency services and 
informing the Principal including via telephone.  

5 Records and Reports 

5.1 Record of Interactions 

The Contractor must:  

(a) notify the Principal each time it attempts to contact a Tenant without success and for any 
reason, including providing contemporaneous evidence of each attempt (where 
appropriate or requested); and 

(b) notify the Principal each time it successfully contacts (or receives contact from) a Tenant, 
recording all relevant information including: 

(i) the name of the Contractor’s Personnel who makes contact; 

(ii) the name of the Tenant; 

(iii) the reason for the contact; 

(iv) the outcome of the contact; and 

(v) any other information which may be specified by the Principal (acting reasonably) 
as being required from time to time.  

5.2 Documentation 

The Contractor is to fully document its performance of the SoR Items in the relevant Work Order, 
including by: 

(a) recording photographic evidence (date and time stamped) including: 

(i) the condition of the Site prior to performing the Work Order; 
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(ii) the completed SoR Items; 

(iii) any matters or issues identified in section 3.11; and 

(b) recording and retaining the details of any equipment used to test systems (including any 
NATA certifications or calibration reports); 

(c) providing technical specifications, datasheets, test results and certificates for all materials 
used in the Maintenance Works, and where reasonably requested by the Principal, 
operational manuals and drawings; and 

(d) providing system or component test records, installation certificates and any other 
relevant information that substantiates the performance of the SoR Items. 

5.3 Retention 

The Contractor must produce and maintain accurate records, logs, statements, and reports in 
accordance with Standards of Routine Service for fire safety systems outlined in the Australian 
Standards AS1851-2012 and Schedule 4 (Servicing Requirements).  

5.4 SUI  

All information recorded by the Contractor must be: 

(a) provided to the Principal in accordance with clause 9 of the General Terms;  

(b) with respect to photographs: 

(i) taken digitally and have file names that reference the relevant Property and Work 
Order; 

(ii) taken using a camera which is capable of recording the GPS coordinates at the 
time the image was captured, such that the location data is recorded and stored 
as part of the metadata for the image; 

(iii) dated and time-stamped when the photograph is taken, in a form that is not 
capable of being altered; and  

(iv) taken at a minimum 5MP resolution. 

6 Inspections  

6.1 Contractor’s Inspection and Audit 

The Contractor must ensure that a qualified supervisor (employed by the Contractor) carries out 
a physical quality inspection of the Maintenance Works in each month, for at least 10% of all 
Work Orders for which Works Completion is achieved in the relevant month, prior to submitting a 
Contractor Invoice (or the Principal issuing a RCTI) for those Work Orders.   

6.2 Property Inspection 

The Contractor must ensure that it plans and programs its inspections of each Property in a 
manner which causes the least impact to Tenants, including by scheduling inspections outside of 
ordinary working hours.  
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6.3 Observation Notices 

(a) Without limiting the Principal’s rights under this Contract or otherwise at law (including 
the right to issue a Defects Notice), where the Principal attends a Site (including during 
the course of the Contractor carrying out Maintenance Works) and considers that an 
aspect of the Maintenance Works may not comply with the requirements of the Contract, 
the Principal may issue an observation notice to the Contractor (Observation Notice).  

(b) The Contractor must consider the content of any Observation Notice and take any steps 
required to ensure that the Maintenance Works are completed in accordance with the 
requirements of the Contract.  

6.4 Participation during Principal’s Inspections 

(a) Where reasonably directed by the Principal, the Contractor must: 

(i) attend and participate in; and 

(ii) procure that any of its Personnel nominated by the Principal attend and 
participate in, 

any Pre-Completion Inspection or Post Work Inspection, at the date and time nominated 
by the Principal.  For the purposes of this section, participation includes the submission of 
documents or responses to questions.  

(b) The Principal is not required to involve the Contractor in any Pre-Completion Inspection 
or Post Work Inspection.  

(c) The Contractor acknowledges and agrees that it will, and will procure that its Personnel 
will, participate in any inspection by the Principal in an open, honest and transparent 
manner.  

7 Defects Procedure 

7.1 Performance 

Upon receipt of either a Defect Notice under clause 21 of the General Terms or a notice from the 
Principal that the Contractor has failed to rectify a Defect the subject of a Defect Notice (a 
Follow Up Notice) the Contractor must:  

(a) for Occupied SOUs:  

(i) contact the Tenant to: 

(A) arrange an appointment with the Tenant for the Contractor to attend the 
SOU; and 

(B) immediately (and in any event on the same day the appointment is 
arranged): 

(I) notify the Principal of the date and time or (time period) agreed 
with the Tenant; and  

(II) prepare and issue a Confirmation Notification to the Tenant; and 
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(ii) attend the Site and commence performance of the Maintenance Works during the 
date and time agreed with the Tenant; 

(b) for Vacant SOUs or Common Areas, attend the Site and commence performance of the 
relevant Maintenance Work within the time period which an experienced and competent 
contractor, acting in accordance with Good Industry Practices and the intent to complete 
the Maintenance Works by the time stated in the Defect Notice, would have attended the 
Site and commenced the Maintenance Work; and 

(c) for any Property (whether Occupied or Vacant):  

(i) while attending the Property, comply with its obligations under section 3; and 

(ii) complete the performance of the Maintenance Work required by the Defect 
Notice or the Follow Up Notice: 

(A) by the time stated in the Defect Notice or the Follow Up Notice; or  

(B) where no time is stated in either the Defect Notice or the Follow Up 
Notice, within a reasonable period having regard to the nature of the 
Defect or the contents of the Follow Up Notice; and   

(iii) immediately notify the Principal upon completion of the Maintenance Work the 
subject of the Defect Notice or Follow Up Notice: 

(iv) provide to the Principal the evidence required by section 5.2 on the SUI promptly 
upon completion of the Maintenance Work the subject of the Defect Notice or 
Follow Up Notice. 

7.2 No modification 

This section 7 does not limit or otherwise affect the Contractor’s other obligations regarding any 
Defects or a Defect Notice.   
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Attachment A  
 

1 Work Priority Codes 
 

Column 1 Column 2 Column 3 Column 4 Column 5 Column 6 

Work 
Priority 

Code 

Period for making 
Appointment with 

Tenant 

Period for 
commencing work on 

Site 

Period for Works 
Completion 

Period for submission 
of documentation 
following Works 

Completion 

Period for submission 
of Contractor Invoice 

following Works 
Completion 

4H NA 2 hours 4 hours 4 days 5 days 

24H NA 10 hours 24 hours 4 days 5 days 

5D 24 hours 2 days 5 days 4 days 5 days 

10D 3 days 5 days 10 days 4 days 5 days 

18D 5 days 10 days 18 days 4 days 5 days 

2 Interpretation 

In this Attachment A: 

(a) a reference to a day is a reference to a calendar day and a reference to an hour is a period of 60 minutes; 

(b) a period of time in: 

(i) column 2, column 3 and column 4 is a period commencing on the later of the time the relevant Work Order is issued and the 
Date for Work Order Commencement (if any); and 

(A) if that period is expressed as hours, the period commences at the time the Work Order is issued rounded to the nearest 
minute; or  

(B) if that period is expressed as days, the date that the Work Order is issued is day 0 and the following day is ‘day 1’; and 
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(ii) column 5 and column 6 is a period commencing at the achievement of Works Completion for the relevant Work Order where the 
date that Works Completion is achieved is day 0 and the following day is ‘day 1’; 

(c) the relevant period determined in column 5: 

(i) is the final time by which the Contractor must have submitted all of its documentation and records, as required by the Contract; 
and 

(ii) does not limit or otherwise affect the Contractor’s obligations to submit contemporaneous updates throughout the performance 
of the Maintenance Works under any Work Order; 

(d) a time period of ‘NA’ in column 2 means that the Principal has informed the Tenant that the Contractor will attend within the time in 
Column 3. 

3 Work Programs 

A summary of the types of Maintenance Works which may be issued under each Work Priority Code is set out in Schedule 2 (Maintenance 
Works). 

4 Advanced Notice 

The Principal may, from time to time, discuss potential Maintenance Works which it may issue to the Contractor as Programmed Maintenance 
Works in a future Quarter. Any such discussions, including the provision of information as part of such discussions, does not in any way affect 
the operation of this Schedule or any other provision of this Contract.  

5 ‘Working’ hours 

The Contractor is responsible for managing, planning and programming the performance of the Maintenance Works to ensure that the 
Maintenance Works can be completed within required time periods and at all times in accordance with all applicable Laws, including those Laws 
relating to the use of power tools and other plant and equipment during certain hours, or the performance of construction work on certain days 
or during certain hours.  

6 Modification 

If the Principal varies, amends, omits or adds a Work Priority Code, and that requires a consequential amendment to this Attachment A, the 
Principal will provide to the Contractor a revised Attachment A, following which that revised Attachment A will form part of these Operational 
Requirements (and will replace any previous iteration of Attachment A).  
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Twenty-five-yearly 6 months 

Thirty-yearly 6 months 

Note:  
 The table is the maximum tolerance allowed before or after the required service date which the Principal 

will accept.  
 The tolerance schedule is not intended to require additional routine service activities to be carried out 

(e.g. six monthly routines carried out at five or seven monthly intervals). 

1.1.3 Systems interface test (AFSS Witness testing) 
As per guidance in AS1851 – Section 1.12, where fire protection systems are interfaced to other systems, ‘end-
to-end’ tests shall be conducted to confirm that each interface operates in accordance with the approved 
design. Tests shall take into account all fire protection systems that interface with other systems to ensure 
that all systems function in accordance with the approved design. This test shall be the responsibility of the 
Contractor to coordinate and conduct, including the attendance of the required APFS to witness the required 
testing such that the APFS is able to assess all required FSM for the Property.  
Where the fire safety systems within the Property are required to interface with other systems which are not 
fire safety systems but are required to operate (or cease operation) on fire alarm, such as air handling systems 
or audio systems, it is the responsibility of the Contractor to witness that these systems operate correctly 
during the system interface test. Where such systems exist, these systems shall also form part of the SFSS 
contract, and the routine servicing of these system shall also be the responsible of the SFSS contractor. 
Examples of these systems are as follows: 
 Carpark mechanical ventilation systems, which contains a supply air smoke detection system. 
 Centralised air conditioning system spanning multiple fire compartments which must stop on fire alarm 
 Automatic gas shutoff for centralised boilers or cooking equipment which must shutoff on fire alarm 
 Centralised audio-visual systems which must auto shut off on fire alarm to permit correct operation of 

BOWs or EWIS 

1.1.4 Monthly common area inspections 
This inspection as required by Section 1.5.1.1 is in addition to any standard monthly servicing activities of 
required fire safety systems and consists of a visual inspection only of all common areas as detailed in Table 
0-4, and as applicable to the subject Property type. Any damage or impairment of a fire safety system identified 
during the inspection shall be noted on the form and entered into the SUI. The inspection also includes 
housekeeping issues, such as illegal storage of goods where they may impact life systems in a fire scenario. 
In addition, any safety concerns regarding items outside of the SFSS contract shall also be recorded by 
Contractor. Examples of such issues include: 
 Building structural issues (i.e., cracked slabs or walls) 
 Health and amenity issues (i.e., damaged or impaired common area toilets, or drug paraphernalia) 
 Security issues (i.e., damaged card readers, locksets, windows, etc) 
Where repairs or replacement of SFSS systems are required as a result of damage being identified, the details 
of the location, quantity and any required parts or labour shall be detailed such that the repair or replacement 
can be undertaken under an SOR without an additional inspection being required.  
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Table 0-4 – Monthly – Common Area inspections 

Item 
No. 

Item Note 2 Action required and pass/fail requirement Records 

Pa
ss

/F
ai

l 

Co
m

m
en

t 
No

te
 1
 

Monthly – General inspection 

1.1 Entry lobby VISUALLY inspect entry lobby for damage or impairment to 
fire safety systems 

  

1.2 Stairs  
(Internal, external, 
Fire isolated & Non-
fire isolated) 

VISUALLY inspect all required stairs and associated systems 
for damage or impairment to fire safety systems 

  

1.3 Carpark VISUALLY inspect carpark area for damage or impairment to 
fire safety systems 

  

1.4 Garbage room VISUALLY inspect garbage room for damage or impairment 
to fire safety systems including garbage chute system 

  

1.5 Auxiliary use area 
(use as required) 

VISUALLY inspect auxiliary use areas for damage or 
impairment to fire safety systems. Detail inspected areas 
below: 

  

a)    

b)    

c)    

1.6 General – 
“housekeeping” 

During the visual inspection (item 1.1 to 1.5), is there any 
items that have been identified, related to “housekeeping” 
which pose a threat to fire safety of the Property or 
occupants.  

  

1.7 General – Other 
safety concerns 

During the visual inspection (item 1.1 to 1.5), is there any 
items that have been identified, related to general safety 
concerns which pose a threat to life safety of the Property or 
occupants. Note 3 Note 4 

  

Note: 
 Note 1: Where repairs or replacement are required as a result of damage being identified, the details of 

the required parts or labour shall be detailed in the comments.  
 Note 2: Where a Property or Properties is served by an automatic sprinkler, hydrant, smoke detection 

system or mechanical systems, the inspection and check of these systems shall be conducted as part of 
the standard AS1851 methodology.  

 Note 3: Should an issue be identified which poses an immediate threat it shall be reported directly to the 
relevant emergency service and the Principal. 

 Note 4: Where ‘means of egress or escape’ from a Property is compromised, the Contractor shall complete 
a Means of Egress report (refer Schedule 10 (Reporting Templates)) and submit to the Principal as soon 
as possible.  
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Table 0-6 – Three monthly and Six monthly service schedule – Garbage room chute closure 
systems 

Item 
No. 

Item Action required and pass/fail requirement Records 

Re
su

lt
 

Pa
ss

/F
ai

l 

Co
m

m
en

ts
 

THREE-MONTHLY 

1.1 Frictional 
forces, 
operation and 
self-closing 
ability 

SIMULATE a full operational test (mechanically and 
electronically) as appropriate to ensure correct automatic 
closing of the panel is achieved. 
CHECK operation to ensure the panel fully closes from the 
fully open position and from one intermediary position. 

   

SIX-MONTHLY 

1.2 Location INSPECT against schedules to ensure that chute system has 
been added, removed or modified. 

   

1.3 Clearances 
and overlaps 
in the closed 
position 

INSPECT clearances and overlaps of metal panel remains 
consistent  

   

1.4 Restraint 
brackets 
and 
interlocking 
steel sections 
 

INSPECT restraint brackets and/or interlocking steel sections 
are fixed adequately and functional. 

   

1.5 Hardware INSPECT hardware is securely attached with steel fitting 
appropriate to the mounting substrate  
 

   

1.6 Automatic 
operations 

(2) CHECK fusible links, where fitted, are intact and 
unpainted. 

 

   

(b) CHECK pulley cables are free from fraying, kinks, 
excessive stretching and corrosion. 

   

€ CHECK pulleys are free to rotate.    

(d) REPLACE all fusible links every 5 years from the date of 
manufacture. 
NOTE: In lieu of replacing all fusible links, a representative 
sample may be tested as per Section 2. 

   

(e) PERFORM a full operational test (mechanically and 
electrically) as appropriate to ensure correct automatic 
closing of the door is achieved. 

   

(f) CHECK operation to ensure the door fully closes from one 
intermediary position. 
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1.7 Panel guides, 
stops and 
restraints 

INSPECT slab-mounted guides and stops and all travel-
limiting devices at panel open and close locations are 
adequate and soundly mounted. 

   

1.8 Panel (a) INSPECT panel is free from any delamination, any other 
damage and all perimeter edge capping is complete and 
sound. 

   

(b) CHECK panel is clear from non-approved fittings, fixings 
and attachments and not impeded by grime or rubbish build 
up.  

   

 
Figure 0-1 – Garbage room chute systems 

 
Figure 0-2 - Garbage room chute syst–m - Sprinkler or drencher system. 
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form a requirement of the Performance Solution and routinely service those measures in line with the 
procedures detailed above and in accordance with the relevant Work Order. If any anomalies are identified 
these shall be referred to the Principal for review and determination. Where a specific report is not available, 
the contractor shall refer to Fire Safety Compliance Certificate (FSCC) or Statement Of Adequacy (SOA) 
document issued by the Principal, as a baseline for the upgrade work conducted and in conjunction with the 
Principal determine a suitable routine servicing frequency and activity program, and to be included in the 
Programmed Works Plan. Where the Contractor believes that an undocumented Performance Solution may 
apply to a Property, they shall refer this to the Principal, including any required supporting evidence or 
documentation for determination.  

1.1.7 Solid-core and fire life safety doors 
Any solid-core doors or doors in the path of travel to an exit (excludes door internal to an SOU), shall be 
routinely serviced and inspected in accordance with the requirements of AS1851 – Table 12.4.4 (hinged and 
pivoted smoke doors) and in accordance with the relevant Work Order. Servicing frequency shall be in 
accordance with Table 0-1. 

1.1.8 Additional servicing requirements where past records are not available 
Where servicing records are not available for routine service activities encompassing monthly to yearly 
frequency activities, the Contractor shall conduct these activities prior to the relevant AFSS Due Date. This 
shall ensure these records are available for the consideration of the APFS when endorsing the relevant 
EFSM. 
Where servicing records are not available for routine service activities encompassing the 5-to-30-year 
activities, these shall be conducted in a staged manner to ensure that the servicing baseline can be re-
established. The required periods based on activity frequency are as follows: 
 Five (5) year service activity, these shall be conducted on or before the end of Contract Year 2.  
 Ten to thirty (10-30) year service activity these shall be conducted on or before the end of Contract Year 

5.  
Should the Contractor identify that these additional services are required in order to re-establish this baseline, 
the Contractor shall provide this advice including supporting evidence (photos, service records, etc) to the 
Principal for review and consideration. If it is determined that this additional servicing activity is necessary, 
the Principal will subsequently engage the contractor for these works under the relevant SoR Item.  
Note: Where wet sprinkler or drencher heads are exposed to harsh conditions (close to ocean, pools, garbage 
rooms, etc) additional visual inspection may determine if the formal testing normally required at twenty-five 
(25) year periods under AS1851 – Table 2.4.2.4 – Item 4.18 may be required to be conducted earlier than the 
allotted first five (5) year period of the contract.   

1.2 ROUTINE SERVICING – ACTIVITES  
The following detailed the activities required as part of the routine servicing and inspection under the Contract 
for the EFSM and other associated systems. This includes activities unique to the Principal’s requirements in 
addition to activities required under AS1851:2012. 

1.2.1 Australian standard inspection activities  
AS1851 and AS2293.2 includes a broad range of potential check, inspection and other activities depending on 
the outcome and findings of the routine service schedule. Whilst all check and inspect activities are included 
with in the base SOR, these additional activities can be divided into two categories: 

1. Activities (basic parts & labour) that are included within the routine inspection SoR Item (Marked in 
GREEN)  

2. Activities not included in the routine service and requiring Supplementary Works request (Marked in 
RED) 

A summary of all AS1851 servicing activities and the associated categories (GREEN/RED) as included in 
Appendix B.  
Worked Example 
The following worked example is provided for guidance only on the application of activities marked as GREEN 
or RED while performing routine service. They are not intended to cover all possible work included in the 
routine service activity, but rather illustrate what will be considered as reasonable. 
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1.2.3 Other fire safety systems 

1.2.3.1 Garbage room chute systems 
All activities detailed within Table 0-6 are deemed to be included within the applicable routine inspection SoR 
Item for this system. 

1.2.3.2 Life Safety Signs 
All activities detailed within Table 0-7 are deemed to be included within the applicable routine inspection SoR 
Item for this system. 

1.2.3.3 Heat attenuation screens 
All activities detailed within section 1.1.5.3 are deemed to be included within the applicable routine inspection 
SoR Item for this system.  

1.2.3.4 Building specific fire engineered solutions 
As detailed in Section 1.1.6, where Property specific fire engineered solutions apply the EFSM component 
forming part of the fire engineered solution shall be maintained in accordance with the relevant AS1851 
activities.  

1.3 REPAIR OR REPLACEMENT ACTIVITIES  
Where repair or replacement is required, the Principal from time to time may issue an instruction for repair or 
replacement works to be conducted in accordance with the FSM manual [5,6] or any other documented fire 
engineered solutions.  

1.4 SERVING RECORDS AND DELIVERABLES 
The documentary evidence produced through the routine servicing and inspection activities conducted under 
this Contract is intended to support the responsible entity to satisfy both the Contractors and the Principal’s 
regulatory obligations under the relevant NSW Legislation. Should the Accredited Practitioner (Fire Safety) 
engaged by the Contractor require additional supporting evidence, in order appropriately assess a relevant 
FSM on the Fire Safety Statement it is the responsibility of the Contractor to ensure this additional 
documentation or records are obtained at each service.  
As detailed in Section 1.1.8, the Contractor is responsible for ensuring sufficient routine service records are 
available for all systems, within the periods stated. The Principal will not accept a lack of servicing records 
after the Maintenance Works Commencement Date as a reason for refusing to endorse a fire safety measure 
within a Property.  

1.4.1 Bar Coding 
The Contractor must install a bar code reference number tag on each Component nominated in Table 
0_11.  The Contractor must maintain the bar code references and provide details in the SUI.  
Bar code labels on operable items must be located in a position where they are easily visible. For example, if 
located on a door, they must not require the door to be opened to gain access to the bar code. Bar codes 
must not be located in positions where they affect the operation or maintenance of Components. For example 
a bar code for an exit light should not be placed on the ceiling where it could potentially interfere with painting 
work. 
The bar codes must be maintained throughout the Term and must be protected where exposed to weather. 
The Contractor must replace any missing or damaged barcodes with another barcode of the same number as 
the one it replaces. This may be done at the next scheduled service after the missing bar code is identified. 
Where new components are installed the Contractor must install a new barcode number and provide details 
in the SUI. The old barcode identifying the replaced Component must not be used again. 

1.4.2 Bar Code System 
The Contractor must have the ability to scan all items into a format that is suitable to the SUI. This bar code 
system and all associated data shall become the property of the Principal at expiry or termination of the 
Contract.  The bar code system must be referenced within the log book system and Service reports as required. 
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1.4.3 Recommended Bar Code Format 
The Principal prefers the Bar Code 39 symbology but would also accept the Contractor proposing an alternative 
coding symbology, if the Contractor can justify the change. 
Each data character encoded in a Code 39 symbol is made up of 5 bars and 4 spaces for a total of 9 elements. 
The symbol includes: 

• beginning quiet zone; 
• start character; 
• encoded data; 
• stop character; 
• end quiet zone; and 
• code 39 does not normally include a check character. 

Example: H-SFSS XXXX 000001 (Housing SFSS contract – post code – plant item number 000001) 
The bar codes must be capable of being re-printed for that plant item if the original bar code gets removed. 
Label Specification: 

 size: Min 40mm x 15mm; 
 printing: lamination to prevent ageing; 
 facestock: durable photographic paper or equivalent robust material; 
 adhesive: high strength acrylic; 
 symbology: code 39; and 
 barcode density 9.4cpi. 

1.4.4 Minimum required records for Fire Safety Measures 
AS1851 provides the minimum requirements for records, logs and deliverables associated with routine 
servicing of fire safety systems. The following section details any additional requirements beyond this 
minimum.  It should be noted that the Contractor and their associated APFS shall in addition to the below, 
also retain any required records to satisfy their own Quality Assurance system and any legislative or 
professional requirements. 
As part of the SFSS Contract the AS1851 required “summary of records” prescriptively required to be kept as 
a physical copy onsite shall be replaced with a digital copy through the SUI. For all other types of record 
systems including logbook, tags and labels, the physical record must still be utilised and maintained onsite 
with a digital copy also entered into the SUI. 
The required routine service records under the Contractor are detailed in Table 0-12. All other requirements 
for routine service records shall be in accordance with AS1851 – Section 1.16. 
Table 0-12 - ROUTINE SERVICING RECORDS 

Section 
No. 

(AS1851) 
Systems or equipment 

Service Records 

Logbooks Tags Labels Note5 Summary 
Records 

2 Automatic fire sprinkler systems  + IT - Barcode - 

3 Fire pumpsets  + IT - Barcode  - 

4 Fire hydrant systems  + IT - Barcode  - 

4 Fire hydrant valves   + Barcode IT 

5 Water storage tanks for fire 
protection systems 

 + IT - Barcode  - 

6 Fire detection and alarm systems  + IT - Barcode  - 

9 Fire hose reels -  + Barcode IT 
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10 Portable and wheeled fire 
extinguishers -   + Barcode  IT 

11 Fire blankets -  + IT  + Barcode  IT 

12 Passive fire and smoke systems  + IT -Note1  + Barcode  IT 

13 Smoke and heat control features of 
mechanical services  + IT - IT - 

14Note2 Emergency lighting and exits signs  + IT - IT + Barcode - 

15 Note3 Garbage room chute systems  + IT -  + IT - 

16 Note3 Life safety signs - - IT IT 

17 Note3 Radiant heat attenuation screens * -  + IT IT 

Note: 
 Note1: There is no requirement for servicing tags for fire door leaves or frames under the Contract or 

AS1851. Where it is identified that a fire door leaf or frame is missing the statutory compliance tag 
(AS1905.1), the contractor shall conduct the fire door auditing procedure as detailed in the FSM. This shall 
be conducted under relevant SoR Items and a compliance tag installed where deemed appropriate. 

 Note2: AS2293.2 – Standard requirement 
 Note3: 1.1.5 - Nominated fire safety systems 
 Note4: IT refers to the SUI 
 Note5: Refer to Section 1.4.1 for detail regarding labels and barcoding.  

1.4.5 Location of onsite records 
All logbooks required to be kept on a Property shall be kept at a minimum in a secure location which is not 
accessible to the Property occupants or other members of the general public but is available for access through 
means of a 003 (Fire brigade key). Location shall be shielded from moisture or contamination. The following 
locations are recommended in order of preference: 

1. Fire Control Room (FCR) 
2. Pumpset room 
3. FIP/FDCIP cupboard 
4. Main switch board room 
5. Security office 
6. Metal lockable (003 key) cabinet in common area 

Logbooks kept onsite shall be maintained for a period not less than seven (7) years onsite in accordance with 
AS1851 requirements.  

1.4.6 Templates 
The following templates are directly applicable to SFSS and are a minimum requirement for Contractors to 
complete as part of their fulfilment of the Contract activities. Where requested, these templates may require 
the additional input of onsite photos or videos as applicable to the system or works: 
 Service Report – As documented in AS1851, AS2293.2 and Section 1.1.5 as applicable. 
 Monthly Report – Table 0-4 
 Annual Fire Safety Statement (AFSS) – Current - Version 4 – Effective 1 September 2022 
 LAHC Internal Annual Fire Safety Statement (LIAFS–) – Schedule 10 (Reporting Templates)  
 Yearly Condition Report – Schedule 10 (Reporting Templates)  
 Means of Egress – Schedule 10 (Reporting Templates)  
Note: The above listed templates and as detailed in Appendix A and/or Schedule 10 (Reporting Templates), 
are currently in force at time of tender. Should a subsequent revision be issued by the Principal or mandated 
by NSW Fair Trading, this shall take precedence.  
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1.4.7 Photographic and Video evidence 
As detailed in Section 1.4.6 and Appendix A, there is a requirement for the Contractor to record and submit 
photographic or video evidence as part of the required routine servicing deliverables. This requirement does 
not replace any additional requirements the Contractor may have to capture or retain media, to satisfy any 
statutory or regulator obligations whilst conducting routine servicing or Fire Safety Schedule inspection.  
The Contractor is responsible for ensure that any photographs or video are in the correct format and quality, 
as required by the SUI. In addition, the Contractor shall retain any media captured or produced during the 
execution of the Contractor for the period of the Contract, including after submission through the SUI. 

1.5 CONTRACTOR REQUIREMENTS 

1.5.1.1 Monthly common area inspections 
The requirements and activities associated with monthly inspections required under clause 6 of the General 
Terms are detailed in Section 1.1.4. 

1.5.1.2 Expectation for Quality Management  
In addition to any industry, company or other accreditation body requirements for documentation and site 
inspections for which an APFS must have access to or conduct in order to satisfy their requirements to assess 
measures on a Fire Safety Statement, there is an expectation for active involvement of the Accredited 
Practitioner (Fire Safety). Regardless of whether the APFS is an employee of the SFSS Contractor or a 
subcontracted APFS, the accredited individual shall maintain on going communication with the team 
conducting the routine servicing to ensure the following: 

• The appropriate level of service and baseline documentation is maintained throughout the life of the 
Contract, sufficient to satisfy the APFS requirements to assess the measures. 

The APFS shall keep the team abreast of any industry changes regarding Fire Safety Statement or associated 
regulation and legislative changes which may impact on going assessment of fire safety systems.   

1.5.2 Documentation from other contractors as part of separate works 
Where separate contractors are engaged by the Principal to complete other works within a Property and are 
likely to modify or impact existing fire safety systems within the building, these contractors shall be responsible 
for the compliance of these works such the fire safety system shall meet or exceed the established standard 
of performance. These contactors are also responsible for ensuring the appropriate compliance documents for 
the work and updated baseline data (where applicable) are lodged within the SUI when the works are 
completed. This information shall be automatically disseminated through the SUI to the incumbent SFSS 
contractor review and acceptance. The SFSS contractor shall be responsible for informing the relevant APFS 
of this updated work and documentation and if required flagging any issues or concerns with the Principal 
prior to the AFSS Due Date.  
 
 
  


























