[image: image1.png]


UNSW Medicine                                                                                                      
Protocol – Media and tour visits to Lowy Cancer Research and Wallace Wurth Buildings


	Document Control Number:
	SoMS_HS_044

	Authorised by:
	Prof Terry Campbell

	Version & Effective date:
	V2.0, 16 September 2013

	Dates of previous versions:
	25 June 2010

	Contact officer/s:
	Ken Wyse, HS Coordinator Lowy (k.wyse@unsw.edu.au) and Blathnaid Farrell, HS Coordinator Medicine (b.farrell@unsw.edu.au) 

	
	

	Related documents:
	Filming on Campus Policy (Venues and events spaces)

	
	HS414 Visitors Guideline


1. Purpose – context for development of the protocol
This protocol is to provide instructions for the safe visitation of media and other tour groups in the Lowy Cancer Research Centre and Wallace Wurth Building.
2. Scope – to which positions/groups does the protocol apply

All workers, visitors and others
This protocol does not apply to visiting workers (e.g. collaborator) or maintenance contractors (refer to the HS414 guide above). 

3. Definitions and acronyms used

Media visits

may include people working for or on behalf of TV, radio, newspaper, 





website, magazine, journal or other news-reporting agency

Tour visits

may include visits from benefactors, donors, charities, school groups, groups from other universities, UNSW workers who are not inducted into the Wallace Wurth and Lowy buildings.

UNSW host

a UNSW staff or student who is the main liaison person with the visiting media or tour group.

4. Protocol statement
4.1 Authority for media/tour visits
The Group Head / Area Manager must consent to any tour being undertaken in their area of responsibility. Requests should preferably be made 24 hours in advance. For visits to laboratories the Research Support Officer/Laboratory Manager should be informed (e.g. in order to prepare sufficient PPE). 
Where possible (e.g. when research/equipment does not have to be observed up-close), media/tour visitors should view laboratory spaces from windows into the laboratory. 
Any media/tour visits after-hours (i.e. 6pm – 8am) must be approved by the Head of School/Department.
4.2 Preparation for media/tour visit 

Where relevant, if construction work is ongoing check with the Project Manger to determine if there will be any disruptions during the time of the visit e.g. shut-downs, noisy work, dust etc.
The UNSW host must ensure an inspection is conducted of the area to be visited to identify any hazards or items on display that could be of a confidential nature. Address these prior to the visit.
The UNSW host must inform the media/tour leader of all protocol requirements in advance of the visit e.g. by providing a copy of this protocol or the relevant sections i.e. 4.3 and 5.
4.3 Media/tour visit requirements

The following must be followed for all media/tour visits:
1. Media/tour visitors must be supervised at all times, by a Group Head / a senior staff member / Research Support Officer / Lab Manager (i.e. someone with training in induction to the workplace).

2. The UNSW host shall provide information covering the following:


a. Emergency evacuation procedures (building alarm tones).
b. Emergency assembly point location.
c. UNSW emergency phone number: 938 56666.
d. (For laboratory visits): Personal Protective Equipment (PPE) required.
e. (For laboratory visits): Emergency procedures e.g. shower and eye wash, power shut off.
3. Any electrical equipment that will be powered in the building must be, where required, electrically tested and tagged.
4. Any planned activities which generate smoke (e.g. candles on a cake, poppers) must be approved by Facilities Management, as isolation of the smoke detectors may be necessary.

5. The organised consumption of alcohol is restricted to licensed premises or authorised events only.

6. Children primary school age or under must have direct adult supervision at all times within the buildings. 

7. There is no smoking within Wallace Wurth or Lowy Cancer Research Building or on campus (except in designated zones).
8. Plant rooms and service cupboards shall not be accessed without prior permission from Facilities Management.

9. Any incidents or injuries during the visit shall be reported to the UNSW host who will log it in the online hazard reporting system.

10. If the visit is for an extended period e.g. several days, emergency contact details should be obtained for each visitor (such as next-of-kin).
Additional requirements for visits to laboratory spaces:
11. Media/tour visitors must be met outside the laboratory and escorted in.

12. Media/tour visitors entering a laboratory space should not exceed 10 people. The Group Head / Laboratory Manager may change this based on an assessment of risk.
13. No child under secondary-school age is permitted inside laboratory facilities; unless as part of an activity authorised by Head of School (or equivalent) or Dean of Medicine.
14. Secondary school age students must have a signed parental consent form.
15. Secondary school age students must have an adult:student ratio of 1:5 when in the laboratory.
16. Media/tour visitors must wear fully enclosed shoes with a non-slip sole. Members of the group not in appropriate footwear will be prohibited from entering laboratory spaces.

17. Media/tour visitors who enter the laboratory spaces will be required upon entry to put on the PPE required for the area e.g. laboratory gowns.
18. All necessary PPE shall be provided by UNSW.

19. There is no eating, drinking or application of cosmetics in the laboratory spaces.
20. Use of mobile phones is prohibited whilst in the laboratory spaces.

21. Any equipment brought into and operated within the laboratory space (e.g. lighting) must wiped down with disinfectant prior to leaving the space.

22. This protocol does not apply to visiting workers (e.g. collaborator) or maintenance contractors (refer to the guide above - HS414). 

23. At no stage shall media/tour visitors touch, move or handle any laboratory items. If necessary, the appropriately trained UNSW host shall carry out the action.
24. In the event of a spill or an incident, immediately inform the UNSW host and follow their instruction. Media/tour visitors must not attempt to deal with an emergency by themselves.
5.    Roles and responsibilities
Area supervisor/Group Head


To assess and approve (or otherwise) all requests for media/tour visits to the area.





UNSW Medicine host


To provide a copy of this protocol to the media/tour visit leader.


To ensure media/tour visitors receive appropriate information about the area they will visit.


To ensure the area to be visited is not in a hazardous condition.


To ensure media/tour visitors are escorted at all times.


To ensure PPE is available for visitors when required.


To ensure that visitors follow all health and safety requirements (including wearing of PPE where required).


To arrange all cleaning and waste disposal as necessary following the visit.





Media/tour visitors


To follow this protocol and all reasonable instruction from the UNSW host.
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