City Onsite — Digital Permits User Guide Clty

User Guide No: PRO-UG-021
Process Area:  Facilities Management Operations

1 Purpose

To illustrate how a visitor using City Onsite can:
= QOpen a digital work permit
= Perform a welfare check

= Close a digital work permit

2 Scope

City Onsite is an application used by City’s Partners to digitally manage visitors to their sites. The application has been enhanced to include City Permits, a digital work
permit system available to all City Onsite visitors to lodge for the following high-risk jobs:

e Fire Protection Equipment Impairment Permit
e Confined Spaces Access Permit

e Roof and Ceiling Access Permit

e Hot Works Permit

e Electrical and Gas Isolation Work Permit

e Ground Penetration Permit

e Penthouse Clean Access Permit

e Cleaning Schafer Mechanised Areas Permit

e EWP & Scaffold Work Permit

NOTE: City Onsite is available on Comp Portal, Apple App Store or Google Play Store for download and install prior to site visits. Accessing City Onsite via a mobile
web browser is also possible.
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Process Area: Procurement & Subcontractor Management

3 User Guide

Step 1 - Scan QR Code Step 2 - Sign In to City Onsite

1:25 al e B 11:26 o - - 4:19 all -

) Clty & cityonsiteuat, b2clogin.com _

o n s I te ~ ‘city g:lllti::: _e c_hel.sea
onsite onsite| ===

Sign-in Via GPS

Visitor Sign-in
. e
O

Sign-in

Enter your email address *

Not yet registered?
Click here to create your account.

Forgot password?

Glen Waverley 5099T

www.cityonsite.com

Using the current process, scan the QR code to sign in to City Onsite. If you are not signed in to City Onsite already, you will be prompted to enter your email
address and select Continue.

Enter your password and select Enter. At the dashboard screen, sign-in can be actioned by scanning the QR Code, or via a list of appropriate sites determined by
the geo-location of the mobile device.
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Process Area: Procurement & Subcontractor Management

Step 3 — Review Site information, Visitor Category, Compliance Check, Reason for Visit

11:28 ul - R 4:28 all = = 4:29 ol - . 4:29 all T N

Reason for visit

& « « Please select one or more appropriate options
Site info for g ? Thank you, Chelsea Collins
o Picking up stock
Welcome to Glen Waverley 5099T, please select your H 1
Target Glen site visitor category below. compllance 206
Waverl ey 5099T Check Installation of POS
:::p“,,.c! Check Government or Emergency Services Worker Next

Reason for Visit
Conducting a survey or audit
Things you need to know about your visit.
Site Visitors

Before you visit a Target site, there are a number of Name
things that you need to know to have ready in Chelsea Collins Implementing new layout @

preparation. N
Merchandiser Phone

Sign in and site orientation 0431907346

oursinin s o b sl
Our sign in process enables the site to; sl
Merchandising by Chelsea

Be aware of your presence and purpose of
visit.

Ensure documented controls are in place on
your work method statement when working in o It
proximity to team members and/or customers. c y
Check you have a valid induction card. If you
do not have an induction card, please visit
https://contractor.target.com.au

Complete a site orientation and inform of key oth o ifed
er reason/not s crne
hazards onsite. Continue P
Perform any checks required (e.g. Review Safe
s

-antinue

If you are not sure how to sign in at this site please

. .

speak to the Ci on

Cross filling locations or ends

Building off locations

Building ends

Not Enabled N/A

Checking on-shelf stock

Review the site information carefully. Take note of details relevant to your visit. An emergency evacuation diagram is available, as well as a site hazards and
asbestos register if relevant. Scroll to the bottom of the page and select Continue to proceed to the next step.

Select the appropriate visitor category and select Continue to proceed.

Select the Company represented. A City compliance check in this instance is not enabled for this visitor. Select the Continue to proceed.

Select the appropriate Reason(s) for Visit for your Visitor Category. Select Continue to proceed.
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Step 4 — Upload SWMS Step 5 — Work Permit Requirement

“u 11:42 30 % ED

«

SWMS Upload

Next
Induction Q&A and Acknowlegement

of 6

ble Work Method St:

DOCUMENT
SWMS - Working at -
. o8

Heights.pdf

Have you uploaded your Work Method
Statement? *

® VYes

O No, I do not require a SWMS for this visit

Do you require a work permit for your visit? *

@ Yes
O No

Continue

= o
= 3

11:39 wll = -
L o
SWMS Upload &
Next

How would you like to add your
Applicable Work Method Statements?

.1

="
Add from Profile

&

External Link

G 11:42 3@ 5 G0

e

SWMS Upload
40f6
Next
Induction Q&A and Acknowlegement
A Work Method
®
DOCUMENT

SWMS - Working at

Heights.pdf Ao

Have you uploaded your Work Method
Statement? *

® Yes

O No, | do not require a SWMS for this visit

Do you require a work permit for your visit? *

© Yes
O No

= (= =)

If a SWMS is relevant for this visit, add a SWMS by selecting the document
plus icon.
A SMWS can be added from new (photo, photo library, or file location),
from the user profile, or by adding an external link to an online storage
location.

validate.

If a work permit is relevant for this visit, Select Yes for the Site Representative to

Select Continue to progress to the next step.

thinkzsafe.
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Step 6 — Q&A and Visitor Acknowledgement Step 7 — Team Member Validation

11:39

1:39 ol T - “1.9:04 8 10 0mE)

« Areli d or as required by law

© Please sign below which acknowledges you: Team Member @

b Validation
Ind uction Q&A tojconduct the work belng inderta oen: Site Manager/Site Representative Name *
50f6 + Have completed and understood the site
i ion, includi John Smith
and . 2 g " Name
flareny: PEEIRGH Chelsea Collins

Ackn owlegement and reporting hazards and incidents.
Next * Have reviewed the Site Hazards and Activities Phone "
Team Member Validation and will modify work processes to control any 0431907346 Site Manager/Site Representative to sign

relevant site specific hazards. Company
Target Site Induction Q&A + Have provided safety documentation for the Merchandising by Chelsea
[ 1 confirm | have a Safe Work Method Statement wotk belng undertaken whare required eg. Induction

(SWMS) and | will work in accordance with the SWMS. Work Method Statement.

[ 1 verify that 1 am fit for work, not suffering the effects
of drugs, alcohol, or illness.
[ 1have access to all required PPE which is in good

order and | have been trained in its use. | confirm that | Compliance Check

will wear it in accordance with SWMS and

manufacturer's requirements "
[ 1 confirm that  do not have a fever or cough, sore Clty Not Enabled N/A

throat or experiencing breathing difficulties. Clear
[] Are you completing high risk work for example hot

Expiry
Please initial here with your finger *

work, isolating gas/electricity, working in isolation,
accessing the work or ceiling space, impairing fire Work Permits

services? Your visitor has indicated they require a

[ 1fyes - have you completed the required work permit? work permit for this visit.
High risk work is not to be started without the
Clear
completion of required work permit. The site manager
Do the above details match? *

will provide a work permit.
@ Yes

Please sign below which acknowledges you:
Continue O No
* Areli dor p as required by law

to conduct the work being undertaken.
« Have completed and understood the site

Complete Induction

or gency pi

restricted areas, PPE requirements e = o = = iy |
Select the Target Site Induction Q&A options that are relevant to your visit. Pass the device to a site representative for validation.
Initial where indicated with your finger and select Continue to progress to the The site representative will confirm the visitor details match, validate work
next step. permit requirement, provide their name and signature.

Select Complete Induction to complete the visit induction.
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912 ozen
‘city Permits
Open Permit

Part A: Work Detalls

Name: Chelsea Collins Permit #: CC0000315
Location of Work: Glen Company: Merchandising
Waverley 5099T by Chelsea

Open Permit Date: 22-11-2024
Open Permit Time: 09:07 AM

Work Order Number: *

987654

Description of Work: *

Install POS on ceiling.

Additional people performing work:

Start Time: * End Time: *

9:07am 11:07am

i
0
u

“n913© 0

PART B: Assessment and Controls (Person Roof and Ceiling Access Permit

Performing the work)
Tick each item below as confirmation
that item has been actioned

[ Roof and Ceiling Access Permit [ site Manager and other persons

who maybe affected by the work
activity have been notified

[ Hazards associated with the job

O Hot Works Permit have been identified and hazard
controls implemented *

[ safety equipment has been checked

[ Electrical and Gas Isolation Work endiconfirmed serviceable prior.to

. use *
Permit

[0 Work area is protected to prevent
entry of other persons (including
protection of drop zones) *

[0 Ground Penetration Permit [ The supporting structure is
sufficient to withhold the load of
people, equipment and materials *

[ Plant and equipment outside scope

[0 Fire Protection Equipment Impairment of work will not be interfered with
Permit (e.g. solar photovoltaic (PV) system
including PV Array and system

Method and Frequency of welfare check

[ Confined Spaces Access Permit agreed with Site Manager

Welfare check by (Name) : *

I
W)
U

O = |

%9135 0 ozonE

p 9 — Open Permit — Part B: Assessment and Co

Hot Works Permit

Contractor who is performing the hot
work to tick either Yes, No or N/A as
confirmation item has been actioned

Site Manager and other persons who
maybe affected by the work activity have
been notified *

O Yes
O No
QO na

Safety equipment has been checked and
confirmed serviceable prior to use *

O Yes
O No
QO Na

Hazards associated with the job have
been identified and hazard controls
implemented *

O Yes

O No

O N

Fire Sprinklers and/or Thermal Detectors
confirmed as operational (where
installed) *

O Yes
O No
O NA

0
u

If a work permit is required, the Permit form opens.
With the site representative, review Part A: Work Details.
Add in the Work Order Number, Description of Work and any

Note: For City Subcontractors, the work order and description
will be prepopulated, and you may overwrite the information as
required.

additional people performing work and duration of Work Permit .

Select the relevant Work Permit required in Part B: Assessment and Controls.

Confirm items to be actioned for selected work permit(s).

City standardised high risk work permits available in City Onsite are:

Roof and Ceiling Access Permit, Hot Works Permit, Electrical and Gas Isolation Work Permit,
Ground Penetration Permit, Fire Protection Equipment Impairment Permit and Confined Spaces
Access Permit, Penthouse Clean Access Permit, Cleaning Schafer Mechanised Areas Permit and

EWP & Scaffold Work Permit .
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Step 10 — Open Permit — Part C: Acknowledgement (Person Performing the Step 9 — Open Permit — Part D: Site Manager/Site Representative

Work) Acknowledgement

%n916 8 oreu
T —

R e S

PART C: ACKNOWLEDGEMENT (person PART D: SITE MANAGER/SITE

performing the work) REPRESENTATIVE ACKNOWLEDGEMENT Name : *
| certify that all necessary precautions as I have discussed the work with the John Smith
detailed in this permit have been taken to contractor(s), what Is involved, any site-
make the area safe for the permitted works. specific hazards and we will keep everyone
safe and healthy.
Name : * Date: 22/11/2024
Name : *
Chelsea Collins Time: 09:07
HohnSmithy Signature: *

Date: 22/11/2024

Til 09:07 Date: 22/11/2024 -/
ime: o
Signature: * Time: 09:07 >

Signature: *

( ( / /- Clear Signature
Clear Signature
Cancel Save as Draft
Clear Signature

= (o a0
= < ! = (=) E
Pass the device to a site representative for review and acknowledgement.
Review and confirm necessary precautions undertaken in Part C: The site representative will review and discuss the necessary requirement for the
Acknowledgement (Person performing the work) high-risk work permit, include their name and signature
Initial where indicated with your finger. Select Submit to open the permit.
If a spotter is required for the duration of the work to be undertaken, pass the | An Open Permit can be saved as a draft at any given time and retrieved to be
device to the Spotter to include name and signature. completed and submitted once additional information e.g. atmospheric reading

results, is available.
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Step 10 - Visit Dashboard

Step 12 — Close Permit

“n9370 o308 ED

Welcome Chelsea Collins

You have successfully signed-in to Glen
Waverley 5099T.

Visit Dashboard

Manage Permits :

Permit Welfare Check

Close Permit

Sign out of site

Step 11 — Permit Welfare Check

Permits

Permit #-CE000I1S

Locstion o Wk Glen
Woveley S099T

Open Permit Date:22:11-2624.
Open PsemitTima: 09 07 414

Any lesues Identified? :

Nane

Site Manager/Stte Reprssentative

Namo: *

John smith

Signature : 4

Cormplete ilfere Check

% .
city Permits
Close Permit

Name: Chelsea Collins Permit #: CC0000315

Location of Work: Glen
Waverley 5000T

Open Permit Date: 22-11-2024
Open Permit Time: 09:07 AM

Company: Merchandising
by Chelsea

Works Status *
® Work Completed

All workers are accounted for
and equipment removed from
site. *

Plant/machinery/equipment is
safe and returned to service *

Work area is clean, safe and
tidy *

Centre Management, Landlord,
or neighbouring businesses
updated *

Roof Access Only: Roof
access locked and key
returned to the Site Manager

Hot Works Only: Fire and

O 3

Have you been Involved In an
incident/near miss or observed a
hazard whilst on site today? *
QO Yes

® No

Visltor/Contractor

Name: *

Chelsea Collins

Signature : *

CC

Clear Signature

Shte Manager/Site Representative

Name: *

John Smith

Signature : *

Clear Signature

The Visit Dashboard allows you to manage your
permits: Resume your Draft Permit, Close Permit
and record a Permit Welfare Check by the Site
Representative.

You may sign out of site once an Open Permit has
been closed.

For some permits, a welfare
check is required to be or
conducted by a Site
Representative.

The Site Representative will
outline any issues identified, add
their name and signature and
select

Complete Welfare Check

hazards observed.

Select Close Permit

Select Close Permit to specify Work Status, specify incidents/near misses

Include your name and initial where indicated.
Pass the device to the Spotter if required.

Pass the device to the Site Manager/Site Representative to validate and
initial.

thinkzsafe.
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Step 14 — Signing Out of Site Step 8 — Visit Summary & Sign-out Confirmation Step 9 — Return to Dashboard
4319 - a3 T - 419 ol 7 -
) —
Welcome Chelsea Collins Welcome Chelsea
You have successfully signed-in to Glen Waverley Sign out: visit summary and sign- "
5099T. Once you have completed your visit, please co' I ins

out confirmation
Visit Summary

Sign out of Glen Waverley 5099T Reason for visit EE QR Code Sign in

remember to:

You are logged in to City Onsite.

= Picking up stock

* Implementing new layout
Sign out confirmation S EEoDUnEE
Signing below indicates that you confirmed the details
of your visit with the Site Manager and have left any
working space on this site in a fit and safe manner.

Please initial here with your finger:

L

Select the Sign out of <location name> button. Reconcile onsite updates with the originally stated The application will navigate to the City Onsite
Reason for Visit. dashboard screen ready for sign-in to next site.

Sign the Sign out confirmation and select the
Confirm Sign out button.
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4 Document Control

Approval
Title Name
Administrator | Procurement Manager — OSS Jessica Kearns
Approver Head of Financial Control — Finance Leonard Khoo

Electronic approval maintained on file

Document History

The following table lists the changes made to this document:

Version ‘ Date Amended By ‘ Brief summary of changes
1 06/12/2023 | Karen Chang Initial release.
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