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Related procedure
This document supports Safety and Environmental Requirements for Contractors and Third Parties A2020/ L0-SQE-PRO-014.
This document is to be used by the MTM Responsible Person and the third party or contractor for the works to verify that all relevant requirements for access by third parties and contractors have been considered. Not all sections of this document are relevant in all scenarios. Please select not applicable as required.
	1. Contact Details

	Project Name
	[bookmark: Text1]
	Project No.
	

	Scope of Works
	

	Applicant’s Name
	
	Contact No.
	

	MTM Works Supervisor  
	
	Contact No.
	

	Third Party/ Contractor Supervisor
	
	Contact No.
	

	MTM Responsible Person
	
	Contact No.
	



	2. Work(s) Details

	Date range of Works
	
	Duration
	

	Proposed Method(s)    of Protection – refer A2033/ L1-SQE-PRO-054         
Confirm as per the RSWHA completed by the TFPC  
	 

	Worksite  Location
	

	Line(s) affected
	
	Other RTO
	

	Planned Access Point(s)
	

	Planned Egress Point(s)
	



	3. General MTM Safety Health and Environmental Requirements
	MTM Checked
	Evidence  Supplied to MTM
	N/A

	General MTM Requirements communicated as per: 
Safety and Environmental Requirements for Contractors and Third Parties A2020/ L0-SQE-PRO-014
	Confirm RIW/TPI and other competency card requirements (Section 5)
Safety (Section 6)
Occupational Health (Section 7)
Environment (Section 8)
	[bookmark: Check30]|_|

|_|
|_|
|_|
	|_|

|_|
|_|
|_|
	|_|

|_|
|_|
|_|

	4.  Third Party Applications
	MTM Checked
	Evidence  Supplied to MTM
	N/A

	Photography and filming
	Application via www.metrotrains.com.au/filming-and-photography
Drone operations in line with Drone Operations on MTM Premises Procedure                     L1-OPS-PRO-035
	|_|
|_|
	|_|
|_|
	|_|
|_|

	Depots and Sidings
L3-ROS-WOI-066 Fleet Work Instruction Protection of Personnel Performing Maintenance & Commissioning In Sidings (MFWI 440001) for work in sidings
L3-ROS-WOI-017 – Fleet Work Instruction Protection of Personnel within Maintenance Buildings (MFWI 440002) for work in maintenance buildings.

	Work Instructions read and understood
Site Safety and Environmental Plan (SSEP) 
	|_|
|_|
	|_|
|_|
	|_|
|_|



	5. Contractors 
	MTM verified
	Evidence  Supplied to MTM
	N/A

	Is the Contractor “Green Flagged” in Avetta (if required) Supplier Onboarding Procedure 
L1-CPO-PRO-002
	Check status of contractor/ third party in Avetta as required by contract and risk assessment
	|_|
	|_|
	|_|



	6. Construction Work
	MTM verified
	Evidence  Supplied to MTM
	N/A

	Temporary Works requirements as per Chief Engineer’s Guideline Engineering Standards Listing A2025/ L1-CHE-GDL-005
	Understood and requirements for designs and Temporary Works Management agreed
	|_|
	|_|
	|_|




	7. Permits and Databases

	MTM Permits
	|_|     Permit To Disturb Track– Form A - L4-TRK-FOR-119    
|_|     Permit To Disturb Track - Form B – L4-TRK-FOR-120      
|_|     Notification and Approval for Excavation – L1-INF-FOR-018            
|_|     Ground Penetration Permit – L4-PRJ-FOR-072 (SELF PERFORMING)
|_|     General Works Access Permit – L4-OPS-FOR-015
|_|     Hot Works – A1849/ L4-SQE-FOR-049 
|_|     Confined Space Entry Permit - L3-INF-FOR-038 or L4-PRJ-FOR-066
|_|      Working at Height Ladder Permit – L4-INF-FOR-032
|_|      Electrical Access Permit – L4-ELN-FOR-047    
|_|      Permit to Work Near Electrical Apparatus L4-ELN-FOR-050
|_|      Permit To work in the vicinity of Electrical Apparatus -  L4-ELN-FOR-051
|_|      Permit to Access MURL Escalator Rooms – L4-NAM-FOR-020

	Buried Services Database checks (if applicable) 
	Ellipse |_|  DMS |_|  PASS Assets |_|  Railmaps  |_|     Dial Before You Dig
Check for commissioned underground electrical assets not yet entered into Ellipse or DMS |_|

	Other Permit Type(s)  or supporting documents to be attached (if applicable)           
	|_|     VicTrack PTW – TS-SP-015              
|_|     Other (please state __________________________________)



	8  MTM SMS Requirements  Checklist

	MTM SMS Requirements 
	MTM verified
	Evidence provided to MTM
	
NA
	
Comments

	8.1 Management Plans and Inductions

	a) H&S Coordination Plan in place? (not required in all scenarios)
	|_|
	|_|
	|_|
	

	b) Site Safety and Environmental Management Plans received
	|_|
	|_|
	|_|
	

	c) Third Party Management Plan Evaluation Checklist complete for each plan? (MTM) – A2040/ L4-SQE-FOR-047 
	|_|
	|_|
	|_|
	

	d) Emergency Management and Fire Prevention Preparedness 
	|_|
	|_|
	|_|
	

	e) MTM Environment and Sustainability Plan L0-SQE-PLA-005
f) Environmental/Sustainability Plans/Registers forwarded to Third Party (per scope)
g) MTM web GIS Environmental Planning Map 
h) MTM Asbestos Register
i) Asbestos Management Plan – A978/ L0-SQE-PLA-010 
j) Lead Management Plan A1594/ L1-SQE-PLA-005
k) PCB Environmental Improvement Plan - L1-INF-PLA-002 
l) Dangerous Goods and Hazardous substances (A1604/L1-SQE-PRO-010)
	
|_|
|_|

|_|
|_|

|_|
|_|

|_|

|_|
	
|_|
|_|

|_|
|_|

|_|
|_|

|_|

|_|
	
|_|
|_|

|_|
|_|

|_|
|_|

|_|

|_|
	

	m) Site Specific Safety Induction details confirmed and includes reference to Drug and Alcohol testing regimes as required.
	|_|
	|_|
	|_|
	

	n) Additional licensing, qualifications and/or competencies required by personnel undertaking specific/specialised tasks. (Is this captured in relevant SWMS?)
	|_|
	|_|
	|_|
	

	o) A completed SWMS for each individual task &       reviewed in line with A2023/ L0-SQE-PRO-031 Integrated Risk Management Procedure 
	|_|
	|_|
	|_|
	

	p)  Does SWMS deal with Fitness for Work and required management & controls?
	|_|
	|_|
	|_|
	

	q) Requirement for Pre Work  Briefings by Work Group Supervisor understood
	|_|
	|_|
	|_|
	

	r) Fatigue Risk Management Plan in place? 
(See divisional plans and Fatigue Risk Management Procedure (A1024/L0-SQE-PRO-049) for specific requirements.)
	|_|
	|_|
	|_|
	

	8.2 Mobile Plant, Tools and Equipment

	a) All Track Vehicles registered via aquipa Plant (formerly known as PlantGUARD)
A999/ L0-SWE-PRO-021 Plant Safety
	|_|
	|_|
	|_|
	

	b) Works/ use of plant within the limits of approach to High Voltage Electrical equipment 
1. Approved Plant Fitted With Height Restrictors L1-INF-WOI-003
2. Obtaining Approval For Plant To Work Under Live 1500v Dc Electrical Equipment L1-INF-WOI-002
3. Track Vehicle Operation (Hi-Rail) A1650/ L2-CHE-PRO-005
4. Track Vehicle Standard A2116/ L1-CHE-STD-007
5. Track Vehicle Registration Process A2027/ L1-CHE-PRO-033
6. MTM Overhead Safety Observer – L2-ELN-MAN-005 
7. HV Isolation (Permit to Work) – L1-INF-WOI-001
8. Dispensation granted? (Is the evidence verifiable?)
9. Procedure for Approach to Electrical Apparatus by Plant and Vehicles L2-ELN-PRO-028
	

|_|

|_|


|_|


|_|

|_|


|_|

|_|

|_|

|_|

|_|

	

|_|

|_|


|_|


|_|

|_|


|_|

|_|

|_|

|_|

|_|

	

|_|

|_|


|_|


|_|

|_|


|_|

|_|

|_|

|_|

|_|


	

	c) Lighting 
1. Any temporary lighting near tracks is white & approved
	|_|
	|_|
	|_|
	

	        d)     Mains powered hand tools and equipment
1. Testing and tagging every 3 months
2. RCDs tested and tagged monthly
3. Tagging/ fault quarantine process in place
	|_|
|_|
|_|
	|_|
|_|
|_|
	|_|
|_|
|_|
	

	8.3 Rail Safety

	         a)    Completed the Part A section of the RSWHA –
         L4-OPS-FOR-014

	|_|
	|_|
	|_|
	

	8.4 Disruptions

	a) Does work disrupt MTM operations, if so is it effectively addressed?
	|_|
	|_|
	|_|
	

	b) Proposed Works to impact public roadways – A2170/ L2-PRJ-PRO-014 is Projects Traffic Management 
	|_|
	|_|
	|_|
	

	c) Proposed Works to impact private property if so is it managed effectively?
	|_|
	|_|
	|_|
	

	8.5 Audits and Inspections

	a) Third Party to conduct regular audits & inspections of site
	|_|
	|_|
	|_|
	

	8.6 Security and Signage 

	a) Site security and signage requirements confirmed 
	|_|
	|_|
	|_|
	

	8.7 Permission to Start Work

	a) MTM written Permission to start work provided?
	|_|
	|_|
	|_|
	



	9. Notifications (prior to mobilisation)

	To be observed by the TFPC and/or Third Party responsible for performing the Works daily (where applicable) 

	a) a. MTM Track Access Control Centre – for the provision of an Authorisation Number prior to entry to Rail Corridor

	b) Network Train Control Centre(s) – METROL, CENTROL, ARTC (as applicable)

	c) ELECTROL – for all HV Isolations, subsequent PTW Transfers and Plant Protection requests

	d) Station Management – for all works within MTM Stations, Depots, TMFs, Offices & Installations

	e) MTM Infrastructure – for all works requiring certifications prior to handback (example  PTDT)

	f) VicTrack – for all works within the vicinity of VicTrack Telecommunication assets (TS-SP-015)              

	MTM Responsible Person to confirm –  planned effective management of the  above  as applicable  |_|



	10. Incident Reporting 

	Third Party responsible for performing the Works must report any accident/incident, near miss, property damage, drug and alcohol test failure to the MTM Manager/Supervisor and relevant Authority (below) immediately or as soon as it is safe to do so in accordance with Incident Management Reporting Procedure A2130/ L1-SQE-PRO-005                                        
Third Party has confirmed this process |_|

	a) Network Train Control Centre(s) –
b) METROL                                                                                                                           03 9610 7204 / 03 9610 7205
c) CENTROL                                                                                                                          03 9619 1073
d) ARTC                                                                                                                                 03 8217 4233 / 03 6924 9809

	e) MTM Track Access Control Centre                                                                             03 9619 5647

	f) ELECTROL                                                                                                                                  03 9610 5211 / 03 9610 5222

	g) MTM Fault Centre – Track, Signalling, Structures & Facilities                                         03 9619 2999         

	h) MTM Comms Fault Centre – Rail Communications                                                           03 9619 1100

	i) VicTrack Call Centre                                                                                                                 03 9619 1111

	j) Yarra Trams Fleet Operational Centre – Tram Infrastructure                                          03 9610 3384

	k) Yarra Trams Electrical Operational Centre – Electrical  Infrastructure                           03 9610 3394

	l) Environmental Protection Authority                                                                                    03 9695 2777

	m) Police, Fire, Ambulance                                                                                                           000



	11.      Close Out (post completion of works)

	a. Third Party to notify MTM upon completion of identified Works

	b. MTM may inspect the works and issue instructions if required to correct any non-conformances

	Third Party has confirmed this process |_|
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