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Health and Safety - Confined Spaces
Procedure

Section 1 - Summary
(1) This Procedure outlines the safety arrangements applying to "Confined Space management and entry" at Victoria
University (VU) campuses.

(2) The objective of this Procedure is to ensure entry and work in confined spaces are conducted as far as is
reasonably practicable without risks to safety and health.

Section 2 - Scope
(3) This Procedure applies to:

All VU campuses and locations.a.
Staff, contractors or any person entering a confined space for any purpose.b.

Section 3 - Policy/Regulation
(4) Health and Safety Policy

Section 4 - Procedures
Part A - Summary of Roles and Responsibilities

https://policy.vu.edu.au/document/view.php?id=115


This policy document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be
relied upon as the current version. It is the responsibility of the individual reading this document to always refer to Victoria University's Policy Library for
the latest version.

Page 2 of 9

Roles Responsibility

Director, Operational Planning
and Asset Management, Facilities

- management of the permit to work system at VU.
- Is an authorised person and will authorise other persons with appropriate competency,
skill, site knowledge and authority to issue permits.
- Ensure all nominated authorised persons have been trained in this Procedure.
- Ensure all nominated authorised persons have completed confined space entry
training (including refresher training) and are competent to supervise person(s) entering
a confined space.
- Maintain the confined spaces register and associated confined space risk assessments.
- Maintain legibility of signage on confined spaces.
- Maintain security of access to confined spaces.
- Ensure work orders are scrutinised to ensure work orders involving work in a confined
space are recognised and referred to a CSEAP for issue of a confined space entry
permit.
- Determine that contractors do not access confined spaces without a confined space
entry permit.
- Record details or copies of contractors' competencies to enter confined spaces e.g.,
training records.
- Ensure CSEAP’s have current accredited training and follow this Procedure and their
training in the issuing of confined space entry permits.
- Retain for a period of 30 days confined space entry permits and risk assessments that
have been issued.
- Retain for a period of two years any confined space entry permit where a notifiable
incident (i.e., a person has been seriously injured or suffered health effects) has
occurred during the work.

Director, Capital Program and
Master Planning

To ensure as far as is practicable during project design that confined spaces are not
created.  If not practicable that;
- the need for any person to enter the space is eliminated: if not practical;
- risks of entry are reduced as far as is practicable.

Director Trades, Technical
Services Team Leader, Associate
Directors of Research, Executive
Deans

To ensure as far as is practicable for designed or purchased plant that: 
- confined spaces are not created, if not practicable that
- the need for any person to enter the space is eliminated, if not practical
- risks of entry are reduced as far as is practicable.

Managers and Supervisors

- Report and identify any potential confined spaces to Facilities.
- Ensure no entry is made by staff or contractors into signed or labelled confined spaces
unless that entry is authorized by an entry permit signed by a CSEAP.
- Advise Facilities and the HSW (Health, Safety & Wellbeing) Team if a structure or
device is purchased or utilized that may be deemed or should be assessed as to
whether it may be, a confined space.

Security Team

- Issue access devices — keys and fobs — to contractors who are approved and entered
into the VU Contractor management system and nominated by VU authorised person for
the task.
- Assist in prevention of unauthorised access by third parties to confined spaces and in
particular to confined spaces when in use as a workplace.
- Control of access to secured buildings and facilities - including secured confined
spaces.
- Control of traffic during emergency procedures.
- Liaise with emergency services should this be required.
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Roles Responsibility

Confined Space Entry Authorised
Person — normally Facilities
Supervisor /Manager (CSEAP)

Before issuing a confined space entry permit ensure that:
- Alternatives to confined space entry have been exhausted by the initiating manager or
contractor.
- A Confined Space Risk assessment is conducted, documented and controls
satisfactorily address risks of entry and exit of the space.
- Emergency procedure, Rescue plan and First Aid arrangements are appropriate, robust
and rehearsed. 
- All persons entering the space or acting in a standby capacity are competent to do so
AND have completed accredited confined space training which is current.
- Be familiar with the intended task(s) and ensure the risk assessment and Confined
Space Permit address entry risk into the specific space.
- Communications enable uninterrupted contact between standby person/s and
entrant/s.
- Signage and access restrictions suffice to deter unauthorised access.
- Ensure entry and exit times are observed and recorded on the Confined Space Permit.
- Validate that contractors are working in accordance with the Confined Space Permit.
- Record and investigate any breaches of this Procedure.

Contractors (including Labor Hire)

- Ensure all staff under their control, working in and/or around confined spaces are
competent AND have completed accredited training in confined space entry (this
includes sub-contractors). This training must be renewed at least every 2 years.
Evidence of this must be provided to the site Facility Manager prior to works
commencing. 
- Provide a confined space risk assessment prior to work commencing.
- Ensure risk controls are adequate and in place throughout the confined space entry.
- Ensure Emergency Response, Rescue Plan, required rescue equipment and First aid
arrangements are adequate and in place throughout the confined space entry.

Health, Safety & Wellbeing (HSW)
Team

- Support Facilities to ensure a register of confined spaces is created and maintained.
- Periodically audit the operation of confined spaces procedure including:
- Training of CSAP’s
- Adequacy and issue of confined space entry permits
- Adequacy of confined space risk assessments and / or SWMS.

Standby Person

- understanding the nature of the hazards inside the confined space and for being able
to recognize signs and symptoms that workers in the confined space may experience.
- remaining outside the confined space during entry operations at all times or until
relieved by another Standby Person.
- doing no other work which may interfere with their primary role of monitoring the
worker(s) inside the space. 
- continuously monitoring the wellbeing of those inside the space, and, 
- initiating appropriate emergency procedures when necessary.

Part B - Procedures
(5) NOTE: At all times, a person entering a confined space entry must be competent to undertake this activity.
Competency at VU includes appropriate accredited training in confined space entry, with refresher training conducted
at least every 2 years.

Confined Spaces Register

(6) A Confined Space Register will be maintained by Facilities. Any department of the University that acquires a device
or structure that falls within the definition of a confined space shall provide written notice of the location and
characteristics (including use, purpose and maintenance requirements) of the confined space to facilities so the
register may be kept up to date.

(7) The register  will be made available by facilities to workers or contractors who may work on, in or adjacent to the
space.

http://policy.vu.edu.au/download.php?id=1172&version=3&associated
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Signage and Labelling

(8) Any space that is listed in the confined space register will have signage on or adjacent to the entry to the space.
The signage will indicate that the space is a confined space and entry is prohibited unless a confined space entry
permit has been granted. Maintenance of signage on fixed building items is the responsibility of Facilities.
Maintenance of signage or labelling on non-fixed structures or devices is the responsibility of the manager with
responsibility for the structure or device.

Training and Competency

(9) All persons with work activities related to a confined space shall be trained and assessed as competent to perform
those activities. Persons shall complete accredited confined space entry permit training and maintain this training as
required to ensure their ongoing competency to perform activities relevant to their entry and work associated with
confined space.

(10) Training shall include:

The hazards of confined spaces.a.
Assessment procedures.b.
Control measures.c.
Emergency procedures.d.
The selection, use and maintenance of safety equipment.e.

Secure Entry

(11) Any space that is listed in the confined space register will be secured from casual or unauthorised entry. A Gatic
access cover is considered a secure entry to a pit. If entry to a device or structure such as a duct or a tunnel is within
a locked room or structure, this will be considered a secured entry — so long as signage or labelling is at the actual
point of entry to the device or structure. If a door or other entry point to a confined space is not within a secured room
it must be secured with a lock or padlock at each entry point.

Risk Assessment

(12) A documented confined space risk assessment must be undertaken by a competent person or persons before
work associated with the confined space is carried out. The Confined Space Risk Assessment and Rescue Plan must be
completed and revised whenever there is evidence to indicate that it is no longer valid.

(13) If the risk assessment identifies risk to health or safety from work in a confined space, the risk must be eliminated
or, if this is not practicable, minimised by the implementation of appropriate risk control measures. The risk controls
measures must be documented on the Confined Space Risk Assessment and Rescue Plan or the contractors SWMS
(the SWMS's must cover the same requirements as the Confined Space Risk Assessment and Rescue Plan - as a
minimum). A copy of the Contractor SWMS must be retained with the retained confined space entry permit.

(14) Initial atmospheric testing, completed by a competent person using a calibrated instrument shall commence from
outside the space.

(15) No person shall enter a confined space to conduct further or continuous atmospheric testing or monitoring
without a confined space entry permit.

(16) No person shall enter a confined space unless:

The current confined space risk assessment and emergency plans have been documented, reviewed/ updateda.
and continue to be valid;
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A CSEAP provides a confined space entry permit to, the person responsible for DIRECT CONTROL of the work inb.
the confined space;
The confined space permit includes any control measures or precautions necessary for the safe entry andc.
execution of the work;
They are advised to understand and comply with the requirements of the documented confined space permit;d.
and,
A record of their presence in the confined space is maintained.e.

(17) Where it is not technically feasible to ensure an oxygen level in the atmosphere greater than 19.5%, or the
atmospheric contaminants cannot be reduced to below the relevant exposure standards before or during work, no
person shall enter the confined space unless they are equipped with suitable breathing apparatus.

Initiating Work in a Confined Space

(18) Before arranging an entry into a space or structure that has been labelled a confined space, the manager
initiating the work permit or arranging for the work to take place must first consider all available alternatives that
eliminate or reduce entry into the confined space. For example; if a water pump inside a confined space has ceased
working then turning off the water from outside the space eliminates the need for one entry. Having the pump
winched out of the space and then worked on above ground reduces the amount of time spent during an entry.

Confined Space Entry

(19) A Confined Space Entry Permit may only be issued by a Confined Space Entry Authorised Person (CSEAP)
appointed by the Director, Operations and Planning.

(20) A CSEAP may not issue a Confined Space Entry Permit until the CSEAP has completed accredited confined space
training and this training is current.  A CSEAP will most often work within facilities management. A CSEAP may not
issue a confined space entry permit until:

They are satisfied alternatives to entry have been fully explored and any entry will be for as short a time as isa.
practicable.
They are satisfied there is a documented confined space risk assessment (or equivalent SWMS) thatb.
identifies and controls various hazards and risks inherent in entry into the particular confined space.
The confined space risk assessment (and / or SWMS) is specific for the space to be entered, the task/s, andc.
conditions.
They have emergency procedures, a documented rescue plan and appropriate rescue equipment in place.  Atd.
least one person on the job shall have current First Aid training which includes cardiopulmonary resuscitation
(CPR).
They are satisfied that the space is fully isolated from introduction of any substance and relevant sources ofe.
energy or movement are locked out. 
They are satisfied that the atmosphere in the space has appropriate oxygen levels and potential airbornef.
exposures are removed or controlled by use of appropriate respiratory protection.  This includes consideration
of potential gases or airborne substances generated by the work.
There are satisfied that the risk of fire or explosion is eliminated or appropriately controlled.g.
The risk controls noted in the confined space risk assessment / SWMS are in place and functional — includingh.
communications and emergency procedures, robust restriction of third parties from the entry point, and other
permits are also issued — e.g. hot work permit.
The person or persons entering the confined space or acting as standby persons have received confined spacei.
training which is current. 
They have reviewed and are satisfied that the provisions of the confined space permit will be communicated toj.
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the standby person/s and entrant/s and identified controls will be applied.

Confined Space Entry Permit

(21) A Confined Space Entry Permit must be completed for every confined space entry, unless the entry is by an
emergency service during a confined space rescue. A confined space entry permit may only be issued by an
appropriately trained and accredited authorised and appointed CSEAP.  A single permit may only be used for the day
of issue but may be used for multiple entries into a space within one day provided all entry and exit names and times
are recorded and a hazard review is completed should conditions or work change. A single permit may not be used for
entry into multiple spaces or for entries on multiple days.

(22) The confined space entry permit will detail:

The location and description of the confined space to which the permit applies.a.
The results of atmospheric testing.b.
The hazards and measures to control the risk of those hazards:c.

List the control measures that need to be implemented before work commences. These may include thei.
isolation of plant and services, purging, ventilation, atmospheric testing, cleaning and signage,
communications and emergency procedures.
List the control measures that need to be implemented or continued while work is being done in theii.
space. These may include ventilation, continuous monitoring, respiratory protection and personal
protective equipment. 
List any equipment to be taken into the confined space, including any exclusions from the space such asiii.
ignition sources.
List any specialist emergency rescue equipment required.iv.

The name of any employee permitted to enter the space.d.
The name of any standby person assigned to the space.e.
The period that the permit is in operation — this shall be no longer than 12 hours.f.

(23) The confined space entry permit and risk assessment shall be revised and re-validated if -

the person with direct control of work in the space changes, ora.
a break in work continuity occurs, orb.
changes are made to the work that introduce hazards not addressed by the current permit, orc.
new risk controls are needed.d.

(24) The confined space entry permit and the risk assessment shall be displayed in a prominent place at the entry
point where the standby person is stationed.

(25) A confined space entry permit must record the names and times of entry and exit which will be confirmed by the
CSEP before the departure from site of those engaged in the confined space entry.

Isolation

(26) All potentially hazardous services, as determined by the hazard identification and risk assessment process, must
be isolated before any person enters a confined space to prevent: 

the introduction of services though piping, ducts, vents, drains, conveyors, service pipes and fire protectiona.
equipment 
the activation or energizing of machinery in the confined space b.
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the activation of plant or services outside the confined space that could adversely affect the space c.
the release of any stored or potential energy in plant, and/or d.
The inadvertent use of electrical equipment.e.

(27) The method of isolation should be determined on a case-by-case basis taking into account the hazards and types
of services in the space.

Section 5 - HESF/ASQA/ESOS Alignment
(28) HESF – Standard 2.3 Wellbeing and Safety; 7.3 Information Management.

(29) Compliance Standards for NVR Registered Training Organisations and FPP Requirements 2025: Standard 20
Compliance with Laws.

(30) National Code of Practice for Providers of Education and Training to Overseas Students 2018 (Cth): Standard 6
Overseas Student Support Services.

(31) This Procedure also meets ISO 45001:2018 – 6.1.2, 8.1.2, 7.2, 7.3 and ISO 45003:2021 – 6.1.2, 8.1.2, 7.2, 7.3.

Section 6 - Definitions
(32) Competent Person: A person who has, through a combination of training, education and experience, acquired
knowledge and skills enabling that person to correctly perform a specified task.

(33) Confined Space: An enclosed space in any vat, tank, pipe, duct, flue, oven, chimney, silo, reaction vessel,
container, receptacle, underground sewer, shaft, well, trench, tunnel or other similar enclosed or partially enclosed
structure, if the space:

is, or is intended to be, or is likely to be, entered by any person; anda.
has a limited or restricted means for entry or exit that makes it physically difficult for a person to enter or exitb.
the space; and
is, or is intended to be, at normal atmospheric pressure while any person is in the space; andc.
contains, or is intended to contain, or is likely to contain:d.

an atmosphere that has a harmful level of any contaminant; ori.
an atmosphere that does not have a safe oxygen level; orii.
any stored substance, except liquids, that could cause engulfment; but iii.
does not include a shaft, trench or tunnel that is a mine or is part of the workings of a mine.iv.

(34) Confined Space Entry Authorised Person (CSEAP): An employee of the University who has received accredited
training in confined space work and is authorised to: 

raise and sign off a Confined space entry permit; or a.
approve a contractor's confined space entry process and permit system.b.

(35) Confined Space Entry Permit - A permit that meets the requirements of the: 

Occupational Health and Safety Regulations 2017 (Vic); and a.
AS 2865: Confined spaces. b.

https://policy.vu.edu.au/directory/summary.php?legislation=6
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The permit may be either the Victoria University Confined space entry permit (HSW-2.6-F-06-1.0 Confined
Space Entry Permit), or a contractor's confined space entry permit, providing it meets the requirements of this
procedure and is approved by a CSEAP.   A Confined space entry permit is valid for a maximum of 12 hours.

(36) Entry (confined spaces): When a person's head i.e. the breathing zone, or upper body is within the boundary of
the confined space (NB - Inserting an arm for the purpose of atmospheric testing is not considered an entry to a
confined space).

(37) Safe Work Method Statement (SWMS): A document that identifies the steps in a task, the hazards involved in
performing the tasks and the risk controls to be applied to eliminate or reduce risks involved in a task.

(38) Standby person: A person who is assigned to: 

continually monitor the wellbeing of those inside the confined space, and if practicable, observe the work beinga.
carried out, and 
initiate appropriate emergency procedures when necessary.b.
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