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Sample Purchasing Procedures

Purpose

These procedures are designed to provide guidance to managers and supervisors regarding standards to be in place for the purchase of plant, equipment, furniture, chemicals and buildings within (organization name).

Scope

These procedures apply to all services within (organization name).

Procedures

(Organisation name) will undertake an extensive risk assessment of any proposed purchase considering the service it is to be used for and the clients likely to use the equipment or premises.

Management of (organisation name) will:

· Insist that all designers and suppliers of plant and equipment supply information on Australian Standards the plant and equipment complies with and about the plant generally to include the following:

a) Suitability of the type of plant to the task

b) Known hazards (noise levels, moving parts etc)

c) Hazard controls (guards etc)

d) Suitability of the plant to our workplace
e) How the plant/equipment could fail

f) Required competency of operators

g) Research or test results conducted on the plant

h) How it is to be maintained

· Consult staff regarding the plant before purchasing the plant to determine if safer (quieter, guarded etc) plant is available

· Insist that persons installing and erecting plant in our workplace provide written safe work method statements specifying how staff and clients will be protected from injury/illness

· Ensure training has been budgeted for when the plant/equipment is purchased.
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