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HS 703a 
 
Work Alone or After Hours Approval Form 
 

GSBME  
 

This form is a tool.  HS322 Working Alone or After Hours Guideline can be consulted to assist in its completion, also refer to the table at the end.  
            Date of Approval: 

Person(s) Covered by This Approval: 
Name Signature Position Telephone & Email Person’s supervisor Approval duration/conditions 

      

      

 
 

     

 
 

     

 
 

     

      

   
 

Name of Person Authorising This Approval Signature: 

Position: School: 

Tel: Email: 

  

      /         / 

https://www.gs.unsw.edu.au/policy/documents/HS322.pdf


HS703 After Hours Approval Form          Approval Date:  .................................... 
 
      

After Hours Approval Form HS703 
Version 2.2, 29/02/2016  Page 2 of 4 
 

 

Location where the work is being conducted:   

Equipment, substances, areas that can be accessed or used:  
 

Summary of the tasks that can be undertaken: 
 
 
 
Tasks that cannot be undertaken using this form 
 

Specific controls and additional precautions: Supervisor must ensure  
You must have attended an induction tour and know the evacuation procedures and assembly points for your building. 
You must know the UNSW emergency procedures or download the app.  
You must know how to report hazards (water leaks, electrical issues, suspicious behaviour) to security.  
You must manage plan and manage fatigue. Especially in relation to getting home, driving, cognitive impairment, mental health, ergonomic issues  
Additional care must be around kitchen hazards when working in isolation. Know the location of first aid kit and immediate responses (burns- running 
water, bleeding)  
Additional controls may need to be specified here in relation to individual circumstances (e. g medical conditions, work load the following day, location of 
work)   
Have covid return approval and will adhere to physical distancing precautions  
You are aware of Campus Security Services, help points and safety escorts  
You are must not let unauthorised personnel into the buildings. Redirect access requests to security- report unauthorised entry to security.  
Professional standards of behaviour and appropriate use of UNSW resources.  
 
Communication methods and Buddy System: 
Document your buddy plan here. Must include frequency of contact and time frame for 
escalation to security  
 
Everyone must have at least a phone contact. Higher risk work may require someone on site. 
Does the buddy know the Security phone number? Do they have the security App?  
 For emergencies phone: 9385 6666 

Buddy contact details: 

tel:+61293856666
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For general enquiries phone 9385 6000 

Your contact must know what building /floor /room you are working in. 

Security will send someone to check the area.  

Check your phone has reception in your office area if relying on mobiles 
Emergency shutdown procedures: 
 
 
Summary  
Beep, beep,beep -alert do not leave the building, note any hazards, gather belongings, check the office area for other people -With no wardens on site it 
may not be possible to get back in the building later .  
Whoop Whoop Whoop -leave immediately, take other people with you, go to the assembly areas, notify security of your whereabouts by phone if you 
can’t find a guard. 
 
If you encounter an serious hazard (electrical sparking, broken glass, ceiling panels) move away from the hazards and call security immediately. In 
immediate Danger follow the emergency procedures (poster or app). Know where your evacuation Break Glass alarms are located.  
What are the emergencies that could arise from your work? What are you going to do when you drop the bottle of hydroxythingitybob? 
Safe Work Procedures, Risk Management Forms - Names/reference numbers that cover the work to be done: 
UNSW-UNSW-RMF-1-Working in an office environment 
Other RMF/SWP may be required for your specific request. Check you have been signed as competent! 

 

tel:+61293856000
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Suggested standard types of approval and supervision for work alone or after hours 
After-
hours/Alone 
Risk Level 

 
Suggested type of approval required 

 
Example(s) 

Low No approval necessary. • Administrative-type work e.g. office, library, study area or computer laboratory 
Med Approval is necessary but no supervision is 

required.  
 
 ● A “buddy” system for monitoring the   
    worker is recommended  

• Work with chemicals assessed as low risk e.g. buffers in a lab environment where access 
to materials or equipment of greater risk is prevented. 

• Use of Risk Group 1 biological agents in a PC1 facility. 
• Feeding and watering of animals, where the worker does not enter pens or handle the 

animals. 
• Sample deposit and retrieval from cryogenic storage rooms with air monitoring alarms. 
• Work with small volumes of hazardous substances where the risk is assessed as medium. 

High Approval and supervision are required. 
●The competency of the worker is    
   considered on a case by case basis.  
●Supervision is by a competent,  
   authorised person who is present at the  
   workplace.  
●The risks must be controlled to the  
   lowest level achievable.  
●Approval must be by Head of  
   School/unit (or higher) 
●The operation of class 3b and above lasers 
will require approval through the radiation 
safety committee.  

• Use of Risk Group 1 biological agents in a PC2 or greater facility** 
• Use of Risk Group 2 or greater biological agents** 
• Handling a largeanimal / entering a pen 
• Work with power tools 
• Sample deposit and retrieval from cryogenic storage rooms without air monitoring alarms 
• Entry into -20 (and lower) freezer rooms 
• High Risk Hazards listed in AS2243.1 (see section 3.5.1) as long as, when risk assessed 

they are not assessed as ‘very high’ risk, according to the Risk Rating Methodology and 
Matrix (HS329). 

Very High No approval can be given. Work is prohibited 
after-hours and/or alone.  
 

• Any hazards or activities conducted after hours or while working alone that have been 
rated high risk, in accordance with the Risk Rating Methodology and Matrix in HS329 Risk 
Management Procedure, is prohibited and no approval can be given. 

* Refer to HS322 Working Alone or After Hours Guide for full explanation 
** An exemption to the requirement for direct supervision may be possible subject to a risk assessment for the specific activity (e.g. there 
is no injection risks, no work with Bunsen burners and ethanol, no work with equipment that could cause physical injury and taking into 
account the competency of the individual worker for that activity. No laboratory worker should work more than 12 hours in a 24 hour 
period. 

 


