PEMAC
Contractor
User Guide

Applying For and Being Issued Permits

y
Perth Airport >



PEMAC CONTRACTOR USER GUIDE

High Risk Activities

PAPL have identified that there are 7 High Risk Activities (HRA’s)
that require a permit before undertaking works on the airport
estate.

They are:

« Confined space entry
* Crane operations

* Excavations

* Demolition

* Penetrations

 Hot works

* Working at heights

Requirements around each of the permit types including
timeframes for their application can be found within the relevant
Contractor Guidance Note.

High risk activities requiring a PAPL permit will not be allowed to
commence until the permit has been issued.
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Contractor Work Health & Safety Information A

To facilitate safe works on the Perth Airport Estate, PAPL provide the following

documents of which contractors and workers must familiarise themselves:

» Contractor Safety Manual - The Contractor Safety Manual sets out key
safety information for working at Perth Airport. It also outlines our minimum
safety requirements for undertaking works.

» High-Risk Activities (HRA's) - PAPL have identified seven High Risk
Activities (HRA's) that require a permit before undertaking works:

* Confined space entry

« Crane operations

« Excavations

¢ Demolition

* Penetrations

* Hot works

* Working at heights

» Contractor Guidance Notes - For each High-Risk Activity PAPL provide a

contractor guidance note which details our minimum safety requirements an
the process for undertaking HRA's at Perth Airport
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Permit Process

There are five stages to a PEMAC permit.

\l

Permit drafted within
the system for
submission.

Permit submitted for
review with permit
issuer.

Permit acknowledged
as ready for on site

issue by permit issuer.

Permit issued for
works to be
commenced.

Permit archived by
permit issuer.

As a contractor, the main stage you will be involved with is 1. Submit.

As part of this stage, you will be required to:

* Provide details on what/when/where the permit submission is for.

» Answer a selection of questions relating to the permit type selected.

* Upload documentation necessary for the permit to be assessed. Refer to the relevant Contractor Guidance Note and
Safe Work Planning Meeting (SWPM) for a list of what documentation is required for the permit type selected.

All other stages are completed by your PAPL representatives.

As a permit you have raised moves through the various stages, you will receive automated notification emails from PEMAC
informing you of its progress.

High risk activities requiring a PAPL permit will not be allowed to commence until the permit has been issued.
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Accessing PEMAC

If you require access to PEMAC, your PAPL
Representative will submit a request to the WHS Team
who administer the system.

Enquires can also be made directly with the WHS Team
on WHSTeam@perthairport.com.au

Once an account is created, you will receive an email
invite to the system with login details.

PEMAC can also be accessed via the Perth Airport

website under Planning & Projects along with additional

information.
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Keeping our passengers, visitors, staff and community safe is our biggest pricrity and we Guide to PEMAC

have a comprehensive Work Health and Safety (WHS) system in place to manage safety -

= |
risks. 2l i
Contractors undertaking work on the Perth Airport estate must abide by Perth Airport
Health and Safety requirements. b

Contractor requirements v
Contractor Work Health & Safety Information

Permit to Work A

Contractors must raise a permit request for all High-Risk Activities at Perth Airport.
All Permit Requests must be lodged and tracked on PEMAC

The S presentative will issue the contractor with 2 PEMAC login following
the Safe Works PG

ng Meeting

+ Visit PEMAC
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Signing In

Sign in with the username and password provided in
your PEMAC invitation.

Your password can be changed after your initial sign-in

through the options menu located in the top right.

Note that by default when opening PEMAC, the “Display
today’s permits only” box is ticked and the Status of
displayed permits is set to “1. Submit” if you cannot find
a specific permit.

From this page:

Search for
Site | Al
Location | Al

Plant ltem | Al

Display today's permits only

Status | 1. Submit v

Sub Status Al ¥

SIGN IN
— E—
e
)
e Airpo
% @PERM\TS
Grid
@ AwpermiTs
2. REVIEW 3. ACKNOWLEDGED 4.1SSUED 5.CLOSED

* New permits can be raised

« Existing permits viewed or edited -

Q J

4

+ /7 8 A W X O

4 1 of 1

P 10 / PAGE |Total Items: 8

Perth Airport$ You are not signed-in.

Enter your user name and password

User Name

Password

(0 Remember User Name
[J Remember Password

[0 Automatically Sign In

v2.22.02.17

SUBMIT REQUEST

o Permit Permit Type  Work Description Site
Number
[J PAPL-HRA- HRA- Remove water Default Site
q‘ /‘ CS-00000002 = CONFINED and inspect
A PACE valves, piping and

ENTR"——P—

Location/ Plant Item

Airside /

Airside/ Runway 03/21/ 03/21/

ssus/Reissue Issue/Reissue Company  Sub-
Start Date Expiry Date Permits

01/10/2024 04/10/2024
10:30 1o oo

Contractor
Request

m—p 2|

* Permits can be printed as a PDF

To enable a permit to be edited, you must first filter by
permit status.
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©

ISOLATE bars - Circuits
ENERGY 208, 207, 208,
208

[J| PAPL-RTI- REQUEST - Isolation of stop Default Site
qd / J ENG-0000964 ' ISOLATE bars - Circuits
- ENERGY 206, 207, 208

209

J EX-00002311 | EXCAVATION Conduits for AGL

[©] [#
= >

PAPL-RTI-
J ENG-0000940  ISOLATE
ENERGY existing concrele
median and in

replac
EX-00002283 EXCAVATION gale of cantilever
desian requires an

73]

j [ PAPL-HRA- HRA - A

[ PAPL-RTI- REQUEST - Isolation of stop Default Site
J ENG-0000965 T rcuit:

[J PAPL-HRA- HRA- Excavation of Default Site

REQUEST-  Site 1.2 involves Default Site
removal of

ement Default Site

Airside/ Runway 03/21/ 03/21/

Adrside /

Terminal 1/

Landside/ Roads/ Grogan Road 06/09/2024

07/10/2024
17:00
07/10/2024

31/10/2024

31/10/2024
A7:00

31/10/2024 PAPL

(Internal
Company
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Submitting a Permit - Part 1

* Permit Type — Select according to the type of high-
risk activity being conducted.

* Permit Number — Auto-generated on submission, no
need to complete.

 Date/Time — Enter permit start and end date/time
required for the works to be completed. Allow extra
time in case of delayed works (e.g. adverse weather).

* Permit Owner Supervision — Do not edit or modify.
» Site — Do not edit or modify.

* Location — Use keywords to select from list of
locations available in the system.

* Location Details — Provide description of exact
location.

* Plant Item — Do not edit or modify.

Permit Type  HRA - EXCAVATION v !

Permit Number
System will auto-generate if left empty

Start Date/Time = q(Q/02/2025 * E.Q. 09:00

Expiry Date/Time  19/02/2025 M+ 2117 * E.g 17:00

Permit Owner Supervision Required?

Site

Location
A permit has already been raised
against the selected Location today.

to review.

Location Details = aAdjacent to pay station.

Plant ltem

Work Description | Excavation for new sign footing

e

Appears to provide

» Work Description — Provide a description of the
works to be undertaken.

Select “Next” once all fields are complete.
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awareness, whenever a
permit has already been
raised for the Location
selected.
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PEMAC CONTRACTOR USER GUIDE

Submitting a Permit - Part 2

Select the “Questions” tab.
Questions are unique to the permit type selected.

Where available or prompted, provide additional
information in the comments field for each question.

All questions are required to be answered before the
permit can be submitted. Answers cannot be edited
after submission.

Select the “Documents” tab.

O

Question

Has a Service Protection Officer been
selected?

Has a plan of the Excavation area which
shows the location & dimensions of the
Excavation in relation to nearby roads
buildings & infrastructure been attached?

Has a description of the Excavation
depth & method of
E ason for the excav be

n is in proximity to HREZ

,Wawd-cr is it to a depth of more than
1.5

Answer

** Please Select =

** Please Select ™ v

** Please Select ™ v

** Please Select = +

Several lines will be prepopulated with names for
suggestions of documents to upload, relevant to the

permit type selected. /T
Lines for additional documents can be added using - / pemmmm——
Unneeded lines can be removed by selecting them with /
the tickbox and using < e
Save the permit after selecting files to ensure they D | (Eestin Sy o e s

upload to the system. .

There is an individual size limit on files of 10mb.

Document

Choose iile \ No file chosen

Choose iile \ No file chosen

| Choose iile | Mo file chosen

| Choose file | Mo file chosen

| Choose file | Mo file chosen
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Submitting a Permit - Part 3

Select the “Issued To” tab.

To add a field for selecting your PAPL representative,

press plus <4 —_—

Multiple can be added in this.

Use the “Personnel” dropdown to search for the name
of the PAPL representatives that you are in contact
with to complete works.

The permit will not be submitted for review by the
selected PAPL representatives until you select “Save”
and then “Submit Request”.

The permit can be saved and closed at any time prior to
submission by selecting “Save” or “Save & Close”.

Note that permit supporting documents and \

dates/times can continue to be updated after
submission until the PAPL representative moves the
permit to the “Acknowledged” stage.
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Total Items: 0

n;qj On clicking Add, please select Personnel from the list or enter Personnel Name.j

Add Person defails in the text box in case it is not in the system
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Permit Issue

PEMAC CONTRACTOR USER GUIDE \ ‘

Once the PAPL representative has completed their review and moved the permit to the “Acknowledged” stage, the permit is
ready for issue on site. All permits are issued in person on site.

The contractor is responsible for arranging a meeting on site with the PAPL representative for the permit to be issued.
For these meetings:

« The meeting should align with the start time and date listed on the permit.

« Site establishment should be completed (e.g. traffic and pedestrian management implemented).

» Workcrews should be present to discuss the works being approved.

An inspection will be undertaken by the permit issuer to ensure that the work setup and controls on site align with what has
been provided in the permit, and if satisfied, the permit will be issued for high risk works to commence.

Conditions may be attached to permit issue as determined by the permit issuer.

On issue, the permit applicant will receive an email notification from the system with a completed copy of the permit.
Alternatively, issued permits are also available to download as a PDF from PEMAC.

The permit and any supported documentation is to be available for presentation on site at any time post issue.

Contact WHSTeam@perthairport.com.au for any PEMAC support required.

A
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