Retailing at
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Working at
Melbourne Airport

This welcome pack has been produced to help retailers,
tenants and your employees working at Melbourne Airport
with information about the workplace and its surrounds.

Welcome to Melbourne Airport.
This is a guide for everything
you’ll need to begin working
in the airport.

Melbourne Airport is Victoria’s international gateway, home
to over 36 international airlines. It is the second busiest
international terminal in the country, approximately 11.5m
passengers per year and over 50,000 flights.
Melbourne Airport’s three domestic terminals are home to
6 carriers transporting approximately 26m passengers on over
185,000 flights annually.
More than 20,000 people work at Melbourne Airport, ensuring
that the curfew free 24/7 operation runs smoothly.
The whole airport estate covers the domestic terminals:
T1, T3 and T4 and the international terminal, T2, the cargo estate,
property precinct and over 25,000 car park spaces in the Parking
and Ground Transport area.
The terminal precinct exists under the same roof, offering very
convenient transit facilities for our passengers and significant
operational benefits for all retailers.
This information has been designed to help you while working
in terminal 1. The information contained includes security
and safety, what to do in an emergency and staff amenities.
Information will change from time to time and updates will be
periodically provided.
On average around 100,000 passengers travel through Melbourne
Airport every day, along with thousands of friends and family
members.
For information outside what is provided in this manual,
please visit our website www.melbourneairport.com.au
or contact the Melbourne Airport Retail Team

This information has been
designed to assist you while
working in Melbourne Airport
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Working at Melbourne Airport

Welcome to
Melbourne Airport

1.

Access passes

Everyone working permanently at Melbourne Airport must have an
Aviation Security Identification Card (ASIC), and your visitors must wear a
Visitor Identification Card (VIC) if required to work in an airside and Security
Restricted or Sterile area.

Aviation Security Identification Card

1.1

Visitor Identification Card

Obtaining an ASIC

To obtain an ASIC, you must:
1. Complete the application form at
www.melbourneairport.com.au/asic
2. Complete the ASIC online induction at
www.melbourneairport.com.au/asicinduction
3. Collect the application from Security Services, Building 219,
5-9 Francis Briggs Road, Melbourne Airport between 8am - 2.30pm
Monday-Friday.
4. ASIC applications can take up to six weeks to process. If the applicant
has lived overseas for more than 6 months over the last 10 years a
police clearance from that country is required.
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1.2

How to use your ASIC

The ASIC must be clearly visible at all times. If you do not have your
ASIC displayed or a VIC and are being accompanied by an ASIC holder,
you will be asked to leave secure areas and may be subject to the
Melbourne Airport Enforcement Program.
You must have an operational need to enter airside and security
restricted areas or sterile areas. You cannot use your ASIC to enter
secure areas when you are not rostered to work. Please refer to chapter
14 for more details.
When working airside you cannot use this access for personal purposes
such as seeing friends, family or celebrities. Use in this manner is
considered a serious breach and may result in your actions being
subject to the Melbourne Airport Enforcement Program and will
result in suspension or cancellation of your ASIC / ACCESS, possible
prosecution and your access denied.
Do not use your ASIC to swipe anyone else through secure doors unless
you are hosting them on a visitor pass. Your ASIC card must be returned
to Security Services once your employment has finished.
Full terms and conditions are contained in the ASIC application.
1.3

Adding and removing access

If additional or reduced access is required on an ASIC card, please
provide your Melbourne Airport contact with the ASIC number along
with the swipe reader numbers that are to be added or removed,
and a valid operational reason for the request.
1.4

Lost or misplaced ASIC’s

Lost or misplaced ASIC’s must be reported immediately to Security
Services on 9297 1872 between 8am-2:30pm or after hours to the
Airport Coordination Centre on 9297 1813. Statutory Declaration
will be required to have the ASIC reissued if not found.
1.5

Visitor Identification Cards

There are two types of Visitor Identification Cards (VIC’s) available:
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•

Daily (24 hours) – used for visitors or contractors working onsite
for up to 24 hours. A limit of 28-days in any 365-day period applies.

•

Multiday (up to 28 days) – used for visitors or contractors working
on site continuously for up to 28 days and for applicants pending an
ASIC decision. Multiday visitor passes are available for up to seven
days. An ASIC application must be Pending Background Checks to
be eligible for a multi-day Visitor Pass.

•

Multiday VICs can only be obtained from Security Services,
Building 219, 5-9 Francis Briggs Road, weekdays between 8am
and 2:30pm.

•

24 Hour VICs are available from Security Services Building 219,
5-9 Francis Briggs Road, weekdays between 8am and 3pm. After
hours, VIC’s can be obtained from the MSS Control Room located
in T1. You can also obtain from the Oversize Baggage Counter
in Terminal 2 (between McDonald’s and Scott Pickett’s Deli.)

Please note that each visitor has a limit of 28 days of Visitor Passes
in any 365-day period. If your visitor makes regular trips to the
airport that requires them to work in a sterile or airside area, it is
recommended that they apply for an ASIC.
1.6

APAM access card

Once you have applied for your ASIC, you will need to apply for a
Terminal 1 access card. Please complete the Access Card Request
form and return to Amber Shaw and Shereen Elsebai along with a
photocopy of the requestor’s current ASIC card and current photo
of the card holder (this photo will be printed on the access card and
must be similar to a passport photo i.e. good quality image with a
plain white background).
Once your Terminal 1 access card is ready, APAM will be in touch
with you for collection.
The card will need to be activated by the Staff member, within
24 hours of receipt, through ACAMS (QF.) ACAMS can be contacted
on (02) 9691 7532.
1.7

APAM access card

If you have a valid ASIC issued by an issuing body other than
Melbourne Airport (e.g. Veritas, Qantas) and require access to
Melbourne Airport terminals, you can apply for an APAM Access Card.
Completed applications must be provided to your Melbourne Airport
contact for approval. Once approved, the applicant must submit
the form along with their ASIC to Security Services, Building 219, 5-9
Francis Briggs Road, Melbourne Airport. Cost of $25 per card applies.
Appendix 1 contains the Terminal 1 Access Card Request Form, Visitor
Pass Application and Access and Identification Card Application.
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2.

Contact numbers

Below is a list of the key contacts for the airport, the Melbourne
Airport retail team will also be available to assist.

Contact

Deliveries

3.1

Loading Dock and parking bays Information

Operating Hours:
			

Phone number

Melbourne Airport Management Office

T4 Office

9297 1600

Airport Coordination Centre

Emergency

9297 1601

Faults & Cleaning

Faults & Cleaning

9297 1001

Australian Federal Police

Onsite police force

131 237

Security Services

ASIC’s, Business hours security

9297 1872

For additional contact details, please see Appendix 2. This will be
provided upon store commencement in laminated form to be kept
within the tenancy.

3.

Mon – Fri – 4:00am – 2:00pm
Sat/Sun – 4:00am – 11:00am

All drivers and staff must wear yellow hi-vis vests at all times when
in the loading dock area.
Goods may only be left temporarily in marked areas. Under no
circumstances are any goods to be left in the loading dock common
area. Goods left in common areas are at risk of being disposed.
All directions given by the loading dock master or MSS Security
are to be followed at all times.
3.2

Delivery Vehicle Procedures

All deliveries including fitting, fixtures, furniture or equipment
must be booked at least 48 hours prior to delivery and delivered
after 1:00pm. To make a booking or for assistance please email
Amber Shaw or Shereen Elsebai.
Basic information required is:
•

Driver name

•

Driver contact details

•

Retailer contact details

•

Vehicle Registration number

•

Delivery time

Whenever unloading or removing goods, all items must be
secured and not left unattended.
All deliveries must proceed through the security screening point
and enter and exit the terminal as instructed by security and in
accordance with the loading dock information requirements.
If drivers do not have a valid Aviation Security Identification Card
(ASIC), they will require a visitor pass and must present and carry
valid photo ID. Visitor Pass applicants must present valid photo ID.
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4.
3.3 Rubbish, pallets and other
All rubbish to be disposed of immediately in the designated areas
and all items belonging to the delivery company must be removed
at the same time (crates, boxes, pallets etc).
Gas bottles – full and empty must be stored in the storage cage
outside the Terminal 1 Loading Dock and must be secured at all
times.

Drugs and alcohol

Staff may be subjected to random drug and alcohol testing
while working at Melbourne Airport under the Drug and Alcohol
Management Plan.
Please ask your Melbourne Airport contact for a copy of this plan
if you wish to review it.

See Appendix 3 for loading dock map
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5.

Emergencies

6.

Environment

Everyone who works at Melbourne Airport has a role to play in the event
of an emergency, and all procedures must be followed carefully.

Melbourne Airport is one of Australia’s leading airports in the area of
environmental management and is certified to ISO14001:2015.

5.1

Our Environment Policy commits to continued improvements in
environmental performance, particularly around waste reduction,
preventing pollution, energy efficiency and reducing carbon emissions.

Fire, medical or security incident

In the case of a serious medical injury, please call Triple 0 (000)
immediately then call ACC on 9297 1601. In the event of a minor
medical, fire or security emergency, please call the Airport Coordination
Centre on 9297 1601.
5.2

First Aid

Melbourne Airport expects its retailers and tenants to be environmentally
responsible at all times. To view our Environment Policy please visit:
www.melbourneairport.com.au

All tenants must have a complete First Aid kit available.
Counselling and support is available through the Airport Chaplaincy
Service for staff involved in an emergency. This service is available
on Level 2 of Terminal 2. You can contact the Airport Chaplaincy
Service on 9297 1488.
5.3

Defibrillators

Please see below list for Defibrillator locations:
•

T1 landside level 1 check-in opposite bag drop unit #20

•

T1 airside level 2 QF Club Lounge wall

•

T1 airside between gate 21 and toilets

•

T1 airside opposite gate 24

•

T1 airside between gate 1 and gate 2 (near City Flyer Service desk)

•

T1 airside between gate 4 and gate 6

•

T1 landside ground floor arrivals opposite carousel 3 and carousel 4

•

T1 landside ground floor arrivals at carousel 1

If a defibrillator is used, please notify the Airport Coordination Centre
on 9297 1601.
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7.

Facilities and amenities

8.

Getting to work

Detailed information about all areas of Melbourne Airport’s operations,
such as car parking, retailing, passenger information, maps and
directories are available on the Melbourne Airport website.

A car park is available to staff, and a number of bus options also exist.

The website also has real time flight details for international and
domestic flights.

To apply for a parking permit, please ask your employer who will apply
via parkingapplications@melair.com.au

7.1

Please see Appendix 4 for the car park application form, casual car park
application form and a map to and from the staff car park.

Chaplaincy service

Melbourne Airport has partnered with The Salvation Army to provide
an independent, impartial and confidential chaplaincy service available
to all airport staff and passengers. The Chaplaincy office is located on
Level 2 of Terminal 2. You can contact the Airport Chaplaincy Service
on 9297 1488.
7.2

Flight Centre

Located on departures level in the international terminal T2,
in the check in area, opposite counters F and G.
7.3

Lost property

The lost property facility is located in T2 arrivals landside. All lost or
misplaced items within T1, T2, T3 or T4 will be handled in this facility.
For further information call 9297 1805. Opening hours are between
6:00am and 10:00pm and are subject to change.

8.1

8.2

Staff car park

Transport

Taxis operate from the main forecourt, along with public buses.
Skybus also operates from the ground floor of the transport hub.
This is the red, Melbourne Airport to Southern Cross station (city centre),
bus that operates around the clock, every day of the year. Buses run
every 10 minutes throughout the day and tickets are available at the
Skybus booth located in T4. Discounts are available for ASIC holders.
Please note that not all these services may be available immediately.
Check the website for more details: www.skybus.com.au

For lost property on board an aircraft, or from within an airline or
boarding lounge, please contact the airline directly.
7.4

Luggage storage

SmarteCarte baggage storage facility is located on the ground floor in
T2 arrivals (landside at T1 end). It operates between 5am and 12.30am
seven days a week. Photo ID is required for storage. Luggage lockers
will also be available on the ground floor of the transport hub.
7.5

Luggage wrapping

Protectabag provides travellers with a quick and economical method
of protecting their luggage and is located on the first floor of T2,
departures check in area.
7.6

Staff smoking area

Smoking is not permitted inside the terminal buildings, airside or
immediately outside the terminal entry doors. A designated area for
smoking is available opposite the T4 building. A car park is available
to staff, and a number of bus options also exist.
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9.

Media

Media must be approved to be onsite at Melbourne Airport. Please speak to
your airport contact if you wish to invite media to your business. Melbourne
Airport staff are not permitted to speak to media about airport operations
without prior approval of Melbourne Airport Corporate and Public Affairs
Department. All media inquiries should be directed to Melbourne Airport
Media on 9335 3666.

10.

Operating Hours

It is expected that all retailers strictly follow their contracted operating hours.
For approval of operations outside of these hours, please contact the
APAM Retail team.
Melbourne Airport is a curfew free, 24/7 operation
The Retail team will provide updated flight schedules where possible on the
retail portal, please see below link to register:
https://www.melbourneairport.com.au/Security/Login?accesspage=/
Corporate/Working-here/Operational-information/Retail-operations
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11.

Fire Safety

In the event of a real fire, or a false alarm, please take note of where
all fire equipment is kept and the procedures that need to take place.
11.1 Fire equipment
Fire extinguishers are provided throughout the Melbourne Airport
Terminals. Melbourne Airport maintains these fire extinguishers under
Australian Standard AS 1851 Maintenance of Fire Protection Systems
and Equipment.
Retailers are required to provide a fire extinguisher and fire blanket
(for cooking appliances) at their sites. These must be kept in an easily
accessible location with relevant signage. This equipment must not be
obstructed at any time. It is the responsibility of the retailers or tenant
to maintain this fire safety equipment to Australian Standard AS 1851
Maintenance of Fire Protection Systems and Equipment.
If you use an extinguisher or blanket, it must be replaced and a new
maintenance tag attached by a qualified Fire Services provider. An incident
report must be submitted to your Melbourne Airport contact person.
11.2 Wardens
A Warden must be on duty at all times to assist workers and visitors,
and ensure that your designated area is cleared, if a fire alarm is activated.
Warden training is provided by Qantas.
11.3 Detecting smoke

In the event of an actual fire:
•

If safe to do so, attempt to put the fire out using the portable fire safety
equipment within your workplace. Never put yourself at risk. i.e. fire
extinguisher or fire blanket

•

The Chief Fire Warden and firefighters will attend the site to assess,
make safe and reset the fire alarm system

•

Replace fire safety equipment used
An incident report must be provided to your Melbourne Airport contact.

If your workplace is required to close during the clean-up, your Melbourne
Airport contact will guide you through the actions and approvals required
to reopen.
Please note that further investigation of the cause of the fire may be
required.
If the fire is a false alarm, you may not even be aware until the Airport Duty
Manager or firefighters arrive at your workplace.
The firefighters will investigate the cause of the alarm and when confirmed
safe, reset the fire alarm system.

If you detect smoke, alert the Fire Services by:

False alarms caused by a staff member require an incident report to be
provided to your Melbourne Airport contact. Continued false alarms may
incur charges.

1.

Using one of the red Break Glass fire alarms

11.5 Terminal evacuation

2.

Calling the Airport Coordination Centre on 9297 1601

Emergency evacuation plans are displayed throughout the terminal and
workplaces with information relevant to where you are located.

If you hear the fire alarm (beep, beep, beep) do exactly as directed
by the Fire Warden.
If you hear the evacuation tone (whoop, whoop, whoop) do exactly
as directed by the Fire Warden.
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11.4 Incidents

Familiarise yourself with these plans and if there is not an evacuation plan
in your zone please notify your Melbourne Airport contact.
See Appendix 5.
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12.
11.6 Fire sprinkler system
If the fire sprinkler system is activated, the fire alarm will also be activated
and the area will be evacuated. Fire Services will need to replace sprinklers
and re-establish fire protection.
Electricity will need to be isolated while the site is established as being
safe, and electrical equipment may be required to be re-tested and tagged
if water affected.
If in a retail area, Melbourne Airport approvals will be required prior
to a retail outlet being able to reopen for trade.
11.7 Reporting a fire incident
Melbourne Airport requires notification when a fire alarm or a false alarm
is activated. Report the incident by calling the Airport Coordination Centre
on 9297 1601.
An incident report must be sent to your Melbourne Airport contact
11.8 Commercial Kitchens
For food and beverage stores with commercial kitchens, there will be
dedicated fire suppression systems for the kitchen hood and exhaust duct.
It is up to the tenant to ensure maintenance and cleaning is carried out to
Melbourne Airport Standards.
Isolating fire safety systems and Hot Works, please ensure compliance
to Melbourne Airport’s fire impairment and Hot Work Permit application
approved process. See Appendix 6.

18

Safety

The APAC safety culture is one of inclusion and empowerment, where
everyone is encouraged and recognised for speaking up when they are
concerned about safety. All retailers and tenants must adopt Melbourne
Airport’s commitment to providing a safe working environment as outlined
in the APAC Safety Management Standard. To view the APAC Safety
Management Standard please visit: www.melbourneairport.com.au
12.1 APAC Safety Essentials
The APAC Safety Essentials are the fundamental safety principles
associated with high risk tasks or key safety management processes at
Melbourne airport. The APAC Safety Essentials act as “Golden Rules” and
are non-negotiable. They apply to all people working at Melbourne airport.
Breaches of any of the eight Safety Essentials will result in the responsible
party being subject to the APAC Safety Essentials Breach Program.
Please see Appendix 7.
12.2 Public Safety
The APAC Minimum Public Safety Requirements must be applied to
any activity or task where interaction with the public is possible. With
approximately 100,000 members of the public passing through Melbourne
Airport each and every day, the application of these 20 public safety
requirements is incredibly important to ensure the airport remains a safe
place for everyone. Please see Appendix 8.
12.3 Reporting incidents
Retailers and tenants must notify their nominated APAM contact within
24 hours of an incident occurring. Incidents include injuries or near misses
to workers or the public, and damage to APAM infrastructure.
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13.
12.4 Personal Protective Equipment
All employees must wear the correct Personal Protective Equipment (PPE)
when airside, in construction zones and other areas where required.
PPE includes:

Security:
General

Melbourne Airport is committed to providing a safe and secure
environment for airport staff, passengers and visitors. Staff, passengers
and visitors must all undergo strict screening procedures.
13.1 Telephone threats

•

High visibility vests

•

Steel-capped protective footwear

Any threat received via a telephone call, including bomb or extortion
threats, must be reported immediately to the Airport Coordination
Centre on 9297 1601. See Appendix 9 for further details.

•

Long sleeves and long pants

13.2 Criminal acts

•

Protective glasses

•

Hearing protection

All criminal acts including shoplifting and theft must be reported
to the Airport Coordination Centre on 9297 1601 or the
Australian Federal Police on 131 237.

12.5 Reporting faults and hazards
If you notice a hazard or a fault at Melbourne Airport, report it immediately
on 9297 1001.
In the case of a spill, if you cannot clean up or protect the spill yourself,
you are required to stay at the site until a cleaner arrives.

13.3 Suspicious behaviour
If you see any unusual or suspicious behaviour, please report
it to the Airport Coordination Centre on 9297 1601 or the
Australian Federal Police on 131 237.
13.4 Unattended baggage
Please report any unattended baggage to the Airport Coordination
Centre on 9297 1601.
13.5 General security awareness
To enter access controlled areas of the airport, you must swipe your
Aviation Security Identification Card (ASIC) on each door you pass
through.
See chapter 1 for more about ASIC’s and Visitor Information Cards
(VIC’s).
When entering these areas, please ensure all doors close securely
behind you. Do not tailgate other staff members or use your access
card to swipe other staff into an airside area, unless you are escorting
someone with a VIC. It is expected that you are vigilant for others who
may tailgate you. If you suspect an unauthorised access, call the Airport
Coordination Centre on 9297 1601 and alert security.

20
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14.

Security:

Working in secure area

14.1 Goods Screening
The following two areas are collectively known as airside and are restricted
to passengers, and some staff:
•

Security Restricted Area – restricted access and entry requires ASIC
and inspection of personal belongings, vehicles and goods

•

Sterile Area – Sterile areas are Landside Security Zones. Sterile area is only
restricted in the international terminal, T2. Domestic Sterile areas are open
to all “Security Restricted Area” and “Airside” are Airside Security Zones

14.2 To access these areas you must:
•

Hold a valid Aviation Security Identification Card (ASIC) or Visitor
Identification Card (VIC). An ASIC holder must accompany all VIC holders

•

Clearly display the pass at all times

•

Have an operational need to be in the area

15.

Sharps

If your store is located airside, items such as scissors are considered prohibited items.
Passengers can’t take them through security and neither can retailers. Understanding
that items like these are needed to help you run your business we can allow them in
your store as Tools of Trade as long as the public can’t access them.
15.1 Sharp Process
Take your sharp(s) to MSS control room and the item will be registered by security.
A guard will escort you from the control room, through security and to your tenancy.
Please ensure you have a sharps register in store and that your sharps are checked
morning and night. Random audits will be undertaken to ensure compliance inside the
sterile area. It is the responsibility of the register holder to ensure their list is accurate.
See Appendix 11 for daily sharps register.

14.3 When working in these areas:
•

You must have authorised work in the specified area

•

You can take tools and equipment required to complete the task
(ASIC holders only) and must have completed a tools of trade register.
Blank copies available at all screening points. See Appendix 10

•

Non-ASIC holders are permitted to complete works with a visitor pass,
and a security escort and must also hold an approved tools of trade register
Never leave objects or tools unattended
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•

A search of the work area may be conducted prior to departure. ASIC
holders are responsible for controlling their own tools of trade. A security
sweep of the work area would generally only be completed before hand
over from a construction site. They need to complete the inspection
themselves to ensure no tools are left behind. Penalties will apply

•

Report any suspicious behaviour or activities, or unusual objects or items,
to the Airport Control Centre on 9297 1601 or the Australian Federal Police
on 131 237
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16.

Site works

17.

Services and provisions

All retailers and tenants must follow Melbourne Airport’s policies and
procedures when undertaking works at your site.

The below services and provisions are available at Melbourne Airport
for retailers and tenants.

A retail works notification must be completed prior to works commencing.
See Appendix 12.

17.1 Compactor use

16.1 Maintenance and repairs
Maintenance is the responsibility of the tenant and must always be carried
out by qualified tradesperson.
16.2 Using an elevated work platform
An application form to use an elevated work platform (EWP)
must be lodged at least 48 hours before it is required via email to
EWP@melair.com.au. Please see Appendix 13.

Waste compactors are located in the Terminal 1 Loading Dock
on the ground level.
17.2 Pest control
Melbourne Airport is responsible for pest control within the passenger
and common areas. Retailers and tenants are responsible for pest control
within their units. Should you need Pest Control please contact Ikons at
info@ikonservices.com.au
17.3 Cleaning

When scissor lifts or scaffolding are not practical, platform ladders
must be used. When using a EWP, you must:

Everything inside tenanted space, including windows and storage areas,
is the retailer or tenant’s responsibility to maintain in a clean manner.

•

Barricade the works area, including provision for a ‘drop’ zone

•

Ensure tools and equipment are not dropped from height

Cleaning of common areas such as seating within the terminal is the
responsibility of Melbourne Airport.

•

Clean up the work area after use

However, it is everyone’s responsibility to pick up and dispose of any waste
dropped in any area (including common areas) to maintain public safety.
Any spillages must be cleaned up immediately or be reported immediately
to the Airport Fault Line on 9297 1001. It is expected that a staff member
identifying a spill remain at the spill site until safe (cleaned).
17.4 Maintenance and Repairs
For all maintenance and repairs please contact Programmed Facility
Management. Please refer to Appendix 14.
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Appendices
17.5 Waste

If you have fittings or fixtures that need to be disposed of,
please speak to your Melbourne Airport contact for advice or
contact Ikons at info@ikonservices.com.au to order a skip.
Please ensure cardboard is flattened. All boxes must be broken down,
straps around magazines and newspapers to be removed.
Please see below the rubbish rooms conditions of use:
•

No cardboard is to be disposed of in general waste bins –
no general waste and cardboard together

•

Comingled waste is to be placed in the yellow bins

•

Food waste is not to be thrown directly into bins, use plastic bags.
Failure to comply will increase the risk of pest infection

To request additional bins or report damaged bins please contact IKON:
0438 784 085.
Failure to comply with any of the above conditions may result in removal
of access to this facility and/or penalties.
For further information, contact the Melbourne Airport Retail team.

Appendices

Retail rubbish rooms are located at the T1 Loading Dock.

Appendix 1
Access Applications
ABN 62 076 999 114

Locked bag 16
Tullamarine VIC 3043

VISITOR PASS
APPLICATION

T: +61 3 9297 1872
E: access@melair.com.au

Office Use Only

Office Use Only

Issued By:.............................................................

Application Accepted: ......../........./......... Initial:....................

Date issued: ........./........../20 ..........

❑

Photo ID Supplied: ❑ YES
❑ NO
Support Letter Attached
❑ 24 Hour ❑ 7 Day ❑ (If
required)

1. APPLICANT & VISIT DETAILS

NAME OF VISITOR:

......................................................................................................................................

VISITOR PASS No....................................................

COMPANY NAME:

.....................................................................................................................................

PHONE #:

JUSTIFICATION / OPERATIONAL NEED FOR VISIT:

...................................................................

Locked Bag 16
Tullamarine VIC 3043

ACCESS &
IDENTIFICATION
CARD APPLICATION
T: +61 3 9297 1872
E: access@melair.com.au

❑ Photo ID

SSS Induction

Issued By:.......................................... Date: ......../........../..........

Payment on Lodgement $:.............. Receipt No.:..................
Payment: ❑ Cash

❑ CHQ ❑ Eftpos ❑ Credit Card ❑ ACC

Issued ID No.: (AS/SI/Etc)..................................................
Expiry Date: ......../........../..........

1. APPLICANT’S DETAILS

...............................................................................................................................................................

.................................................................................................................................................................................................................................................................................

LOCATION(S):.................................................................................................................................................................................................................................................

TERMS AND CONDITIONS
These Terms & Conditions provide you with Melbourne Airport’s
requirements for holding a Visitor Identification Card (VIC).
To maintain the responsibilities and expectations of a VIC holder
whilst visiting Melbourne Airport you must:
• Always act in a manner that is aligned with both security and
safety best practice
• Comply with all Aviation Transport Security Regulations
(ATSR 2005)
• Always be escorted by an ASIC holder when in a security area
(see specifics below)
• Always remain under the direct supervision of your escort
(ASIC holder)

If you need to carry any tools of trade into Sterile Areas, it is your
responsibility to ensure that these items are NOT visible or accessible
to the public and are under your control at all times. You may be
subject to prosecution. Any breach of this condition will result in
removal of your VIC and your physical removal from the Sterile Area.
DISPLAYING YOUR VIC
Your VIC must be worn:
• Above your waist, and below your neck
• On the front of your body
• On the outside of your clothing

• Comply with all reasonable directions from your escort
(ASIC holder)
• Maintain security in the area that you are in at all times

In all cases the face of the VIC must be visible at all times.

• Report any security or safety concerns that may arise
• Ensure you are escorted through any secure door(s) by your
escort (ASIC holder) only
• Ensure all doors are securely closed behind you
• Ensure no person tailgates (follows close behind) you through
any security door(s)
• Ensure no tools of trade are left unattended at any time in Sterile
Areas
• Ensure that you carry your identification with you at all times
while in possession of your VIC
• Comply with any instruction from any Authorised Person when in
Restricted or Sterile Areas
You must NOT leave items unattended at any time. If you see any
unattended item(s), contact the Airport Coordination Centre (ACC)
immediately on 9297 1601.
Holding a VIC does NOT exempt you from security screening.
Every time you enter a Sterile Area or Security Restricted Area you
will be subjected to security screening as per Government Legislation
and requirements. If you refuse to undergo any of these screening
processes you will be refused entry and your VIC will be removed
from you. You may be subject to prosecution.

Sticker VIC pass (single or multi day) need not be returned, but must
remain in your control for the duration of its validity to ensure it
cannot be used by other persons, if preferred this can be returned to
the place of issue. You may be subject to prosecution.
Printed plastic VIC passes are required to be returned immediately to
the place of issue upon expiry of operational need or validity.
Not returning this specific form of VIC is an offence of strict liability.
• With this application you must provide valid identification
(As per ATSR 2005).
• Report any hazards or any emergency situations to ACC
immediately (9297 1601).
• Smoking is NOT permitted in any Sterile Area, Restricted Area,
terminal or structure at Melbourne Airport.
• Personal Protective Equipment (PPE) MUST be worn at all times in
the Security Restricted Area of Melbourne Airport. This includes
high visibility fluorescent yellow safety vests. Observe all worksite
OH&S conditions of entry.
• A person may utilise a VIC to a maximum number of 28 times in
any given year.

CONTINUED OVERLEAF
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SURNAME:

.....................................................................................................................................

.............................................................................................................................................

RESIDENTIAL ADDRESS:.....................................................................................................................

In the case of armbands:
• On the side of your upper arm
• On the outside of your clothing

• Do not interfere with passengers or aircrew at any time

GIVEN NAME:

.......................................................................................................................................................................

SUBURB:

..........................................................................POSTCODE: ....................................................

CARD ISSUE NUMBER^:
PHONE NO:

...................................................................DATE

OF BIRTH:

........................................................................MOBILE

NO:

............../.................../...................

.................................................

EMAIL:......................................................................................COMPANY:.....................................................

❑
❑
❑
❑
❑
❑
❑

ACCESS CARD

(For non APAM issued ASIC Holders)

GENERAL ACCESS CARD

(Generally for approved contractors)

AIRCRAFT ACCESS CARD
(Security induction not required)

AUTHORISED PERSONS CARD
BI-LAWS CARD
CARD ENCODING ONLY
APAM STAFF ID

2. EMPLOYER CERTIFICATION
COMPANY AUTHORISED SIGNATORY*:

ON AIRPORT AUTHORISED SIGNATORY:
(Required if you are a contractor)

COMPANY NAME..................................................................................

COMPANY NAME..................................................................................

PRINT.......................................................................................................

PRINT.......................................................................................................

SIGN............................................................ DATE .................................

SIGN............................................................ DATE .................................

* Note: Company Authorised Signatory to complete. If you are registering a company with APAM for the first time or wish to add
an additional signatory, you must also complete an Authorised Signatory form to be lodged in conjunction with your Identification
Card and Access Application Form. This form may be collected from Security Services. You are not authorised to sign your own
application unless you are a sole trader. AUTHORISED SIGNATORY MUST BE REGISTERED WITH AND APPROVED BY APAM.
ALL SUB CONTRACTORS MUST SUPPLY A LETTER OF SUPPORT FROM AN ‘ON AIRPORT’ COMPANY TO VERIFY THAT THE
APPLICANT HAS AN OPERATIONAL NEED FOR THIS CARD.

3. ACCESS CONTROL (PLEASE ONLY FILL OUT IF REQUIRED)
DOOR READER NUMBER/S FOR ACCESS: (May be subject to an approval process i.e Reader 100-00-00)

...............................

...........................................................................................................................................................................................................................................................

JUSTIFICATION: (for access required. Detailed explanation to be supplied)

..................................................................................................

...........................................................................................................................................................................................................................................................
...........................................................................................................................................................................................................................................................
...........................................................................................................................................................................................................................................................

❑
❑

PERMANENT
TEMPORARY If yes, please fill in the Dates and Times below

DATE/S:

FROM:

TIME/S:

❑ Ongoing - 24hrs

................../.................../.....................

❑ Restricted:

TO:

................../.................../.......................

FROM: ............... :

.................

am/pm

TO: ............... :

.................

am/pm

SS-06 AUGUST 2018 - PAGE 1 OF 3

Access Card Request Form
•

Access cards are only used for physical access to Qantas facilities – they are not used for Qantas IT
access.

•

An access card is automatically disabled if it is not used in over 30 days.

•

An access card’s validity will be matched to the validity (expiry date) of the holder’s ASIC i.e. the last
day of the ASIC expiry month, unless access is required for a specified time frame (prior to the ASIC
expiry).

•

To be eligible to hold an access card, you must:
1. Have a current ASIC card issued by another Issuing Body (i.e. it must not be issued by Qantas)
2. Have completed ComplyFlow training (if you are a tenant who does not work for Qantas, you
do not need to complete ComplyFlow training)
New application

Renewal application

First name
Last name
Previous access card number
(for renewals only)
Company name
Position / Job title
Mobile number
Date of birth
ASIC number and expiry
month and year
ASIC card issued by
Reason access card is
required

Card holder’s location i.e.
Sydney Domestic Terminal
Date access card required
(from and to)
ID Collection Point – OCS
Location (where the card will
be collected)

Last updated: 9th Sept 2019
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Appendix 2

Appendix 3

Contact Information

T1 Loading Dock Map

CONTACT INFORMATION
Melbourne Airport Coordination Centre
9297 1601
Call this number to report emergencies only such as fire or smoke, medical
emergencies, criminal acts, unattended baggage, telephone threats.

Terminal Faults and Cleaning
9297 1001
Call this number to report faults within the terminal that Melbourne Airport is
responsible for. This includes terminal maintenance or faults (air conditioning,
lighting etc), cleaning of spills, hazards within the terminal, etc.
Please deal directly with your contractor for any faults within your store (shutters,
lighting, equipment etc). Please ensure any contractor works are approved by Toby
Bennie prior to commencing works. A Retail Works Notification Form should be
completed.

Security Services 9297 1619 or 9297 1872
(Mon-Fri 8am-3pm)
Call this number for ASIC enquiries. If you lose your ASIC you must report it
to Security Services immediately. If after hours please call the Melbourne
Airport Coordination Centre.

Retail Contacts
Aaron Gupta
Shereen Elsebai
Toby Bennie
Amber Shaw
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Head of Retail
Retail Operations
Retail Project Manager
Retail Operations

9297 1950 or 0477 666 168
9297 1139 or 0419 233 257
9297 1108 or 0477 027 050
9297 1120 or 0466 142 375
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Appendix 4A

Appendix 4B

Car park Applicaiton Form

Car park Applicaiton Form

STAFF
PARKING
CARD
APPLICATION
Parking and Ground
Transport Customer
Service Centre,
Level 1,
At Terminal T4 Car Park
Tel: (03) 9297 1318

ABN 62 076 999 114

Office Use Only

❑ Accepted ❑ Declined

Date: ........./........../..........

❑

Authorised Signatory Confirmed:

Yes

❑

No

Issued By:...........................................................................

CASUAL STAFF
PARKING CARD
APPLICATION

Date:........../.........../..........

Parking and Ground
Transport Customer
Service Centre,
Level 1,
At Terminal T4 Car Park
Tel: (03) 9297 1318

Card No.:.......................... Expiry Date: ........../.........../..........

VIRGIN STAFF ONLY:

❑ FLIGHT OPERATIONS

❑ CABIN CREW
❑ GROUND CREW

This Application form can be emailed to parkingapplications@melair.com.au.
This application can also be delivered in person to the Parking and Ground Transport Customer
Service Centre, Level 1, At Terminal T4 Car Park. Hours of operation 9AM-5PM Monday-Saturday.

❑ NEW APPLICATION

❑

ABN 62 076 999 114

❑ NEW APPLICATION

1. APPLICANT DETAILS

COMPANY:

Authorised Signatory Confirmed:

❑

Yes

❑

No

Issued By:...........................................................................
Date:........../.........../..........
Card No.:.......................... Expiry Date: ........../.........../..........

❑

REPLACEMENT CARD

1. APPLICANT DETAILS

......................................................................................................................................................................................................................

NAME OF APPLICANT:

......................................................................................................................................................................................................................

(APPLICANTS NAME AS SHOWN ON PASS)

...................................................................................................................................................................................................................................

..................................................................................................................................................

PHONE No.:.............................................................

POSITION/TITLE:
COMPANY:

...................................................................................................................................................................................................................................

..................................................................................................................................................

PHONE No.:.............................................................

SIGNATURE:................................................................................................................................................. DATE:......................./......................./.........................

SIGNATURE:................................................................................................................................................. DATE:......................./......................./.........................

VEHICLE REGISTRATION 1:....................................................... VEHICLE REGISTRATION 2:....................................................... (MAXIMUM OF TWO)

VEHICLE REGISTRATION 1:....................................................... VEHICLE REGISTRATION 2:....................................................... (MAXIMUM OF TWO)

2. EMPLOYERS DETAILS (AUTHORISED SIGNATORY)

2. EMPLOYERS DETAILS (AUTHORISED SIGNATORY)

NAME:...........................................................................................................................................................................................................................................................

NAME:...........................................................................................................................................................................................................................................................

POSITION/TITLE:.....................................................................................................................................................................................................................................

POSITION/TITLE:.....................................................................................................................................................................................................................................

COMPANY NAME:

COMPANY NAME:

.............................................................................................................................................

DEPARTMENT (IF MORE THAN ONE BILLING ACCOUNT EXISTS)

ACN:...................................................................

........................................................................................................................

.............................................................................................................................................

COMPANY ADDRESS:

ACN:...................................................................

.......................................................................................................................................................................................................................

...........................................................................................................................................................................................................................................................................

...........................................................................................................................................................................................................................................................................

COMPANY ADDRESS:

.......................................................................................................................................................................................................................

SUBURB:........................................................................................................................................................................ POSTCODE:.................................................

SUBURB:........................................................................................................................................................................ POSTCODE:.................................................

PHONE No.:................................................................... SIGNATURE:............................................................ DATE:................../.................../.....................

PHONE No.:................................................................... SIGNATURE:............................................................ DATE:................../.................../.....................

SCHEDULE
By signing this Schedule, the Applicant and the Sponsoring Employer acknowledge they have read and agree to the above
terms and conditions.
CP-03 SEPTEMBER 2016
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Date: ........./........../..........

PLEASE TYPE OR PRINT CLEARLY

(APPLICANTS NAME AS SHOWN ON PASS)

POSITION/TITLE:

❑ Accepted ❑ Declined

This Application form can be emailed to parkingapplications@melair.com.au.
This application can also be delivered in person to the Parking and Ground Transport Customer
Service Centre, Level 1, At Terminal T4 Car Park. Hours of operation 9AM-5PM Monday-Saturday.

REPLACEMENT CARD

PLEASE TYPE OR PRINT CLEARLY

NAME OF APPLICANT:

Office Use Only

SCHEDULE
By signing this Schedule, the Applicant and the Sponsoring Employer acknowledge they have read and agree to the above
terms and conditions.
CP-03 DECEMBER 2017
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Appendix 4C

Appendix 5

Staff Parking Map

Emergency Evacuation Points (EAP)
MELBOURN E AIRPORT
CARGO ESTAT E

BASIN
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PROPOSED WAVE
GARDE N SITE
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Appendix 6

Appendix 7

Fire protection impairment & hot works
permit procedure application form

APAC Safety Essentials
APAC SAFETY ESSENTIALS

HOT WORK PERMITS

MELBOURNE AIRPORT - FIRE SAFETY GUIDELINE

FSG05

FIRE PROTECTION IMPAIRMENT & HOT WORKS PERMIT PROCEDURES
All fire impairments required at Melbourne Airport facilities are subject to the APAM Fire Protection
Impairment & Hot Works Permit Procedures.
Blue Fire Systems facilitate the fire impairment process for Terminals 2, 3, 4 and associated buildings
on behalf of Melbourne Airport.
Impairment requests for Landside Buildings will be approved and facilitated by Melbourne Airport
Facility Management: email ozan.altun@melair.com.au
IMPAIRMENT & HOT WORK PERMIT PROCESS


Applicant emails a completed Fire Impairment & Hot Work Permit Application Form to

fire.impairments@melair.com.au. A minimum of 48-hours notice is required (Business Hours)


Applicants MUST attach a plan to each impairment application with the extent of areas to be
isolated clearly defined



Applicants MUST provide accurate site contact details to ensure isolations & de-isolations can
be verified once performed



Isolations or de-isolations that are required outside normal hours are chargeable. (see table 1
below).



Refer to above and as follows:



Applicants MUST provide a detailed description of proposed Hot Works to be carried out.
Further information may be requested before approval i.e. Safe Work Method Statement, or
alternatives to performing Hot Works



Hot Works deemed as an unacceptable risk will be denied

EXAMPLES OF SYSTEMS
Fire protection systems forming part of this required procedure include the following:


Smoke and thermal detectors



Automatic sprinkler systems



Electric or diesel fire pumps



Water supply mains



Fire mains, fire hydrants and fire hose reels



Fire indication panels/alarms



Smoke exhaust systems including relevant air handling units



Emergency warning and communication systems



Gas suppression systems



Passive protection such as fire doors, walls and smoke baffles

1. Risk Management: Always identify, assess and make attempts to eliminate risks associated with
tasks or conditions before commencing works. Where elimination is not possible, apply the
Hierarchy of Control to reduce the risk to as low as reasonably practicable.
2. Training and Competency: Only perform tasks or activities that you are trained, qualified or
competent to undertake.
3. Public Safety: Always apply the APAC Minimum Public Safety Requirements wherever there is
potential for interaction with the public.

Table 1

4. Interaction with Vehicular Traffic: Wherever possible, isolate people from vehicular traffic (road
vehicles, airside vehicles and mobile plant) via physical separation means (Eg: bollards, jersey
barriers, water-filled barriers, hard barricading or railing, fencing).

Contractors that do not have an active account with Blue Fire Systems will be required to pay the
impairment charges prior to commencement of the permit application process


Blue Fire Systems will forward the permit application to Melbourne Airport Fire Safety for
approval



A copy of the approved RED TAG PERMIT will be emailed to the applicant and Airport
stakeholders



Impairments will be performed at the times detailed on the permit application. Any
amendments require approval by Melbourne Airport Fire Safety



When wet fire impairments are performed by applicants, the RED TAG PERMIT shall be
“signed on” prior to the impairment and “signed off” following reinstatement of the system by
the applicant. On completion of the impairment, the completed RED TAG PERMIT shall be
forwarded fire.impairments@melair.com.au

Issue No: 05 - 2018

Fire Safety Guideline

The APAC Safety Essentials are the fundamental safety principles associated with high risk tasks or key
safety management processes at Melbourne and Launceston airports. The APAC Safety Essentials act as
“Golden Rules” and are non-negotiable. They apply to all people working at Melbourne and Launceston
airports. Breaches of any of the eight Safety Essentials will result in the responsible party being subject
to the APAC penalty program. Details of the APAC penalty program are attached to these Safety
Essentials.

5. Working with Utility Services: Positively identify underground and overhead utility services, and
those concealed in pavements, walls or ceiling spaces, prior to commencing work.
6. Fall Prevention: Always assess, control and make attempts to eliminate a risk of fall before
commencing work at height. Where elimination is not possible, apply the Hierarchy of Control
to reduce the risk of fall to as low as reasonably practicable.
Issue No: 05 - 2018

Fire Safety Guideline

Page 1 of 3

Page 2 of 3

Impairment Procedures

Impairment Procedures

7. Excavation: Always protect people from open excavations and ensure that excavations have
been assessed as ‘safe’ by a competent person before entering them.
8. Energy Isolation: Never work on plant or equipment without first verifying the energy source is
isolated.

Fire Protection System Impairment Application Form
Minimum 48 business hours’ notice required
Type of Work
APAM project work
Third party project work
APAM maintenance

Approvers Name (Project manager, Sponsor)

HOT WORKS

System to be Impaired

Gas/Suppression
Smoke Control System
Passive Fire Protection
Water Supply Mains
EWIS

Sprinkler System
Fire Pump
Fire Hydrant
Fire Hose Real
Detection System

I acknowledge that there is no task or activity so critical that safety should be compromised. Safety will
never be compromised for operations or cost.” – Principle 1: APAM Safety Charter

Valve / Zone Number

Name of Project
Company Name
Applicants Name

Contact Details

Contractor performing work for (Fire System
modifications / installation)

Name
Contact Details

Description of Work

Impairment Location (Location plan must be provided)

Confirm location plan has been provided with this application

Proposed Impairment or Hot Works Dates and Times,

Isolation Date

Isolation Time

De-isolation Date

De-isolation Time

Comments

All Impairment requests and enquiries must be emailed to fire.impairments@melair.com.au
NOTE: Dual isolations of Sprinklers/Wet Systems and Detection are not permitted. Applications are evaluated by
risk and processed accordingly.
Issue No: 05 - 2018

Fire Safety Guideline
Page 3 of 3
Impairment Procedures
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Appendix 8

Appendix 9

APAC Minimum Public Safety Requirements

Telephone Threats

APAC MINIMUM PUBLIC SAFETY REQUIREMENTS
1. Assess the potential for interface with the
public (requirement for every project/
job/task).
2. Conduct a public safety risk assessment if
potential public interface is identified.
Consider safety, security, emergency/first
aid
response
and
environmental
conditions.
3. Where possible, schedule works during
off-peak periods to minimise public
interface.
4. Implement a Traffic Management Plan for
work conducted on or near a road when
the work involves taking full or partial
control of the traffic, or when it involves
the diversion of pedestrians. All personnel
responsible
for
preparing
and
implementing
worksite
traffic
management plans must be appropriately
qualified and only approved traffic control
devices consistent with AS 1742.3 Manual of Uniform Traffic Control Devices
should be used.
5. Establish public exclusion zones using
physical means where possible (e.g.
hoardings, fencing, hard barricading) and
consider all areas, including above,
adjacent, and below levels.
6. Check temporary site structures are
erected and secured correctly (e.g.
hoardings, fencing, barricading and other
fixings). Ensure water barriers are filled
with water and capped.
7. Provide safe public access around the
worksite (e.g. designated walkways, clear
and level passageways, adequate lighting,
signage).
8. Display appropriate signage at the site,
including caution signage and principal
contractor signage (if required). Signage
must be clearly visible from outside the
site.
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9. Always use a spotter when operating
mobile plant and vehicles and where
work cannot be conducted within an
exclusion zone (e.g. for short term works
in the terminal or forecourt).
10. Ensure loose items are secured to
prevent them from becoming airborne in
high winds.
11. Maintain good housekeeping in and
around the work site or work area.
Consider waste disposal, power supply
(e.g. electrical leads off the ground), spill
control, security and storage of
equipment, hazardous substances and
dangerous goods.
12. Never leave plant or equipment
unattended if there is potential for
members of the public to access it.
13. Maintain vigilance during work breaks
(e.g. appoint a spotter or controller
during breaks if required).
14. Conduct all work within occupational
exposure thresholds (noise, dust, fumes)
and consider impact on the public.
15. Use welding screens when performing
welding tasks.
16. Contain debris within the worksite.
17. Secure the site, including plant and
equipment, from public access at the end
of the working day.
18. Cover or backfill all excavations ahead of
long periods away from site and ensure
the site is secure.
19. Report all hazards, near misses and
incidents to APAC.
20. Conduct daily pre-works and post-works
safety inspections to ensure the above
items are addressed.
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Appendix 11

Tools of Trade Register

Daily Sharps Register

TOOLS OF TRADE REGISTER
STAFF NAME:

COMPANY NAME:

ASIC/VIC NUMBER:

CONTACT PHONE:

WORKSITE LOCATION:

ITEM NAME / DESCRIPTION

DURATION OF WORKS:

No. OF ITEMS

TIME IN:

ITEM NAME / DESCRIPTION

No. OF ITEMS

As per the Aviation Transport Security Regulations,
Division 4.3 - Prohibited Items
If you need to carry any tools of trade into Sterile Areas, it is your
responsibility to ensure that these items are NOT accessible to the
public and are under your control at all times. You will be required to
present this completed list along with your ASIC/VIC and your tools
when you attend the security screening point.

ITEMS NOT RETURNED/ISSUE IDENTIFIED

ALL ITEMS PRESENT AND ACCOUNTED FOR?
AUDITED BY:

ACTION TAKEN

YES

NO

DATE OF AUDIT:

SIGNATURE:

TOT – 01 MARCH 2017
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Appendix 13

Retail Works Notification

Elevated Work Platform Application

RETAIL WORKS NOTIFICATION
MAINTENANCE & MINOR WORKS
A MINIMUM OF 2WD’S NOTICE IS REQUIRED PRIOR TO COMMENCING WORKS

PART A – Document Purpose
As required under your agreement with Australia Pacific Airports (Melbourne) Pty Ltd (APAM), you as the Retailer are
required to notify Melbourne Airport of your intention to engage a Contractor to perform any maintenance or minor works
within your tenancy, and gain written approval prior to undertaking such works.

ELEVATING
WORK
PLATFORM
APPLICATION

ABN 62 076 999 114

APPLICANTS FULL NAME:

Retailer’s On-Site
Representative
Contact No.

Email Address

Contractor’s Company
Name
Contractor’s Site Foreman

Contact No.

❑ NO

☛

If NO you cannot drive / operate an EWP
on the airfield without an escort.

EMAIL ADDRESS.:..........................................................................................................................................................................................................................................

☐

☐

Permit / Authority may be required

Will the works require any chemical use (adhesives etc.)?
If so, does any mechanical equipment require isolation to stop the
transfer of smell?
Are any electrical or data cabling works being undertaken?

☐

☐

Permit / Authority may be required

)

............................................

BUSINESS TEL: (

If Yes, further approval may be
required.

Permit / Authority may be required

☐

☐

☐

☐

Permit / Authority may be required

☐

☐

Permit / Authority may be required

Will the works require any hot works (grinding, welding etc.)?

☐

☐

Permit / Authority may be required

If so, is a fire detection/suppression system impairment required?
Will the works require any penetrations/chasing to base build structure (floor
etc.)?
Will the works require access to areas outside of the tenancy i.e. ceiling
spaces, plantrooms etc.?

☐

☐

Permit / Authority may be required

☐

☐

☐

☐

Version: 3

❑ YES

IF YES, ADA EXPIRY DATE:......................../........................../.......................... LEVEL OF ADA:...............................................................................................

Will the works create any dust/noise (plastering etc.)?

Date Created: January 2018

......................................................................................................................................................................................................................

DOES THE APPLICANT HOLD AN ADA?

Yes

If so, does it require isolation of the electrical distribution board?

Tech Signature:..................................................................

If you are working on the airfield, please provide ADA details below:

No

-

Applicant Signature:..........................................................

ADA DETAILS:

PRIVATE TEL: (

PART C – Work Details for Permit/Authority/Other Determination

❑ EWP returned in good condition
❑ Returned to storage area
❑ On charge

Locked Bag 16,
Tullamarine,
Victoria 3043
Tel: (03) 9297 1600
Fax: (03) 9297 1995

EWP LICENCE TYPE:................................................................... NUMBER:............................................. EXPIRY DATE:................../................../....................

Estimated Duration
of Works

Proposed Date/Time

Applicant Signature:..........................................................

APPLICANTS COMPANY:..........................................................................................................................................................................................................................

Description of Works/Scope

Closure Required (Y/N)

Scissor Lift No.:.................................................................

1. APPLICANT’S DETAILS

PART B – Scope of Proposed Work
Location of Works

❑ Relevant EWP License Checked ❑ Condition of EWP
❑ ADA Checked (if on airfield)
❑ Harness Supplied ❑ Log Book Complete

Tech Signature:..................................................................

It is critical that you understand the works being undertaken as Contractors are your responsibility on site.

Retailer

Date: ........./........./.........

THIS APPLICATION IS ONLY USED TO AUTHORISE THE
ACCESS & USE OF AN EWP, IT DOES NOT APPROVE THE
TASK / JOB THAT THE APPLICANT IS UNDERTAKING

This document has been prepared to provide clarity around the process that you must follow when undertaking such works,
noting that there is a different process again for more major works.
This document serves to provide a detailed description of the proposed works, and provide you with an understanding of
APAM’s requirements to ensure that all approvals are in place, there is minimal disruption to airport operations by the works
being carried out and that all legislative, regulatory and APAM policy requirements have been met prior to and whilst the
works are being undertaken.

APAM TECHNICIAN use only
Access Granted by:............................................................

)

............................................

MOBILE TEL: (

)

.........................................................

2. EWP DETAILS
EWP TYPE REQUIRED:

❑

SCISSOR LIFT

❑

BOOM LIFT

❑ STAR 10

❑

STAR 12

DATE REQUIRED:........................./........................../.......................... TIME REQUIRED:.....................................................(24hr)
DURATION OF USE:...........................................................................
LOCATION OF USE:....................................................................................................................................................................................................................................

Permit / Authority may be required
Permit / Authority may be required

Page: 1 of 3

CONTINUED OVERLEAF
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Appendix 14
Programmed
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Version : December 2019
Level 2, Terminal 2
Melbourne Airport
VIC 3045
(03) 9297 1600
melbourneairport.com.au

