CORDIS

HOTELS & RESORTS

AUCKLAND

CoNTRACTOR RULEs AND REGULATIONS

The following rules and regulations have been established by Cordis, Auckland, and are expected
to be followed by all contractors and subcontractors for events, as a condition of working on-site
at Cordis, Auckland. The contractor/subcontractor, at the Hotel’s sole discretion, will remove
any worker not conforming to these rules and regulations from the site.

All work undertaken by contractors on site must be performed in accordance with the Health and
Safety at Work Act 2015. The Contractor's safety procedures may exceed the Act’s standards,
but in no case shall they fail to meet those minimum requirements. Any accidents occurring at
Cordis Auckland is to be reported immediately to the Banquets manager.

Contractors will also ensure their employees are fully trained and qualified in all areas of the work
they undertake, including but not limited to the proper use of tools and equipment and all safety
equipment applicable to their assignment. Contractors shall also ensure that their employees are
familiar with job specifications and adhere to them at all times while performing contract work.

Contractors are responsible for filing and obtaining all required local building, fire and/or utility
permits, as applicable, prior to commencement of any work and must be licensed or certified to
perform all work where specified or required by law. Where applicable, permits, certificates or
qualifications are to be posted as directed by the Hotel.

Any job being performed in an unsafe or hazardous manner may be ordered shut down. In
addition to its other rights, Cordis, Auckland reserves the right to terminate any contract for
failure to perform work in accordance with applicable Act or local regulations and standards, laws
and ordinances.

Packing in and out

Pack in and out of function spaces must be completed via our loading dock. Your event manager
should supply you with a pack in schedule to ensure safety of all persons during this time.

The loading dock shares an entry to a public car park, thus we have to ensure the safety of all
pedestrians entering/leaving the car park. At the same time, we need to ensure the safety of our
staff, clients and contractors from vehicles entering/leaving the L.oading Dock area. Please refer
to separate document - Evacuation & Loading Dock Plan.

It is critical that we have your cooperation to ensure this area is used appropriately, supporting
our efforts to maintain a high level of safety.

There is no parking available at the loading dock. Vehicle engines are to be turned off during the
unloading/loading process. Once unloaded/loaded, vehicles must be removed from the area
immediately.

Improperly parked vehicles owned by the contractor or their employee(s) will be towed without
notice at Contractor's expense.

Parking

There is no contractor parking available at Cordis, Auckland. Once unloaded/loaded, vehicles
must be removed from the area immediately and parked at your own cost.
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Please familiarise yourself and any person you are responsible for prior to accessing this busy
area:

park as well as for our staff and contractors crossing the loading area. Do not park on, or
block, any pedestrian walkway. On occasion for large vehicles permission may be granted to
temporarily park on a walkway. Only the Security Manager/Officer on Duty, the Purchasing
and Banquet Operations Managers, are able to grant this permission.

. ENGINEERING GARAGE DOOR. No parking is permitted in front of the Engineering
Garage Door without the express permission of the Chief Engineer.

. LOADING AREA. This demarcated area is reserved for vehicles waiting for loading and off-
loading product in the loading dock only (This does not include loading into event
spaces/function rooms). Vans, light vehicles and cars are not permitted to use this area for
parking.

. LOADING DOCK: Please do not use this area as a parking bay. This area needs to be kept
clear at all times for loading/unloading.

. 2 MINUTE COURIER PARKING. Only to be used for deliveries by commercial couriers or
stop-and-drop deliveries.

. THE GREAT ROOM ROLLER DOOR: Arrangements are to be made with your event
manager for the roller door to be opened when making deliveries/collections during times when
the Great Room has been booked by the event manager. Please note the hotel will only accept
one vehicle at a time for loading and unloading into the GGreat Room or other event space. If
multiple vehicles are required for your delivery, you must arrange alternative parking for
additional vehicles to wait their turn outside of the hotel loading dock area.

. CONTRACTOR PARKING: This area is only to be used by contractors contracted by and
working at the hotel with arrangements agreed to by hotel management eg. plumbers,
electricians, painters etc. Contractors contracted by our clients for events are not applicable.

It is your responsibility to ensure you and any person you are responsible for follow these

procedures.
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Please familiarise yourself with the event space booked for the event and the access to that space.

Your client (the event manager who has contracted you for services) can advise times for you to
be on site for pack in and pack out.

The Great Room: Ceiling height is 4.3m. The roller door from the loading dock into Great Room
1 is 4.4m wide X 3.3m high. The main door from the Great Room into the Great Room Pre-
Function Area is 2.3m wide x 2.1m high.

Crystal Room: Ceiling height is 3.5m. The main door into the Crystal Room from the loading
dock is 1.6m wide x 2m high. Access to this door is via a ramp which is 1.15m wide. Access to
the Crystal Room from inside the hotel involves stairs

Jade Room: Ceiling height is 2.9m. The main door into the Jade Room is 2m wide x 2.4m high.
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Deliveries

Deliveries will only be accepted at the Loading Dock located on Liverpool Street from Monday
— Friday (8:00am — 4:00pm). No deliveries will be accepted via the main entrance of the hotel.

Deliveries must be labelled with the approved delivery label supplied to your event manager.
Failure to use this label may mean your delivery is unable to be located for the event.

Please advise your event manager of all scheduled deliveries for review, including number of
items, approx. size and weight.

Deliveries should be arranged for maximum 2 days prior to the event date. Deliveries arriving
before this time may be rejected and the hotel will not take any liability for loss or damages for
any deliveries earlier than that.

Large deliveries may not be able to be received until the day of the event, and/or may not be able
to be moved internally around the hotel, so please ensure you have discussed this with your event
manager so a plan for delivery and collection can be prepared.

Please note Cordis, Auckland does not have a forklift and items delivered to the dock must be
able to be delivered on to the dock which is 1m from ground level.

Signing in and out of the Hotel

All contractors are required to sign in and out of the Contractor's L.og, which is posted at the
Banquet operations office on the ground floor at the Liverpool Street Banquets entrance. Each
employee of the Contractor shall sign in on arrival each day, and shall sign out prior to leaving
the building.

In all instances, the Contractor will be issued a "Visitor’s Pass" as a means of identification at the
Hotel. The Visitor’s Pass has to be worn at all times. This does not remove the requirement of
signing in and out at the Banquet operations office.

Toilets
Contractors may only use the staff toilets located on the ground floor next to the staff cafeteria.

Telephones

Contractors are not to use function room telephones except for emergency calls to the Hotel
operator.

Meals

Food and beverage is not to be consumed in or about work areas or in guest or public view.

Horseplay

The Contractor will instruct his/her employees in the dangers associated with engaging in
horseplay, such as scuffling, pushing, and/or throwing objects of any kind. Workers will conduct
themselves in a professional manner and shall refrain from loud behaviour, such as shouting,
whistling, offensive language, and the playing of radios.
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Smoking - Alcohol - Narcotics - Weapons - Etc.

Smoking is permitting only in designated areas as provided with ash receptacles. Please use the
ash receptacles provided. The use of alcohol, narcotics and/or controlled substances is strictly
prohibited on site, as well as firearms, ammunition or explosives. Any contractor or their
employee found in violation of these regulations will be ejected from the site.

Materials & tools

All materials, tools and equipment shall enter the building at the loading dock or function room
loading areas unless otherwise designated. Guest elevators are not to be used without permission
from the Cordis, Auckland Banquet or Event Manager. The contractor will ensure that no tools
or equipment are left in common areas such as corridors, stairwells, or landings. Cordis, Auckland
assumes no responsibility for tools, materials, or equipment stored at the Hotel.

Housekeeping

Contractor will take steps to ensure that all public corridors, lobbies and stairs, are kept free of
their tools and materials, and that work is performed in such a manner so as to avoid creating
hazards within these areas.

During the course of work, the contractor shall maintain good housekeeping. Specific actions
affecting general safety include, but are not limited to:

1. Temporary cords and hoses belonging to the Contractor are to be properly secured and
marked with safety stanchions.

. The Contractor will ensure that all waste materials, including paper and cardboard are
removed from the Hotel at the conclusion.

. The Contractor is to ensure that all materials are cleaned up and properly disposed of at the
end of work.

Dress standard

Contractors and their personnel are to maintain a high standard of dress befitting the image of
Cordis, Auckland. No singlets, open toed footwear, gumboots or muddy footwear inside, torn or
dirty clothing and must be free of any profanities or obscene remarks or pictures.

Appropriate safety clothing Personal Protective Equipment (PPE) shall be provided by the
contractor and used/worn at all times.

Solicitation
Solicitation of any form is strictly prohibited. Violators will be ejected from the site.
Collections

Contractor equipment must be packed out and removed immediately following the conclusion of
the event.
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Emergency Evacuation

Cordis, Auckland has prescribed Fire and Evacuating policies and procedures in place to
minimise damage and injury in the event of a fire or other emergencies. The Contractor will
familiarize his/her employees with the closest exits to their work areas. The Hotel’s Security
Department can be contacted to assist with familiarization

We are equipped with smoke and heat detectors, fire hose reels, fire extinguishers and a fire
sprinkler system to prevent, detect and combat fires in the hotel.

On hearing the fire alarm, turn off any equipment, clear any walkways that may be blocked and
evacuate the building. All Contractor personnel must evacuate the building immediately upon
activation of a fire alarm, evacuation announcement or instructions from Hotel staff. Trial
evacuation drills also apply.

Fire evacuation signs, fire hoses and fire alarm switches must remain visible and accessible at all
times.

The assembly point is located at City Road. Hotel staff will guide you there. Do not re-enter the
hotel unless the hotel is declared safe by the fire department.

Follow all instructions given by the designated Fire Warden/Duty Manager who will be wearing
a high visibility jacket.

HEALTH AND SAFETY

Health and Safety Policy

1. Cordis, Auckland is committed to providing a safe and healthy working environment that
will contribute to the wellbeing of all colleagues, clients, guests, contractors and any other
persons on site.

As an employer and controller of premises where work is performed, Cordis Auckland has
legal obligations in relation to occupational health and safety.

Cordis Auckland is committed to abiding by occupational health and safety standards and
legal requirements as specified in the relevant legislation, regulations, codes of practice,
standards and policies.

Management of occupational health and safety is an integral part of management
responsibilities and applies to all persons and areas of operations within Cordis Auckland.

Cordis Auckland has made commitments and taken action to discharge its legislative
obligations and fulfil its commitment to occupational health and safety. These commitments
and actions are not a comprehensive list of managers’ and colleagues’ obligations.
Accordingly, from time to time Cordis Auckland amends or expands upon the actions and
commitments required of its colleagues, contractors and managers in relation to occupational
health and safety.

All senior managers, including all persons concerned in the management of Cordis Auckland
have a responsibility to ensure that resources are provided for maintaining and reviewing
occupational health and safety programmes and to place the importance of safety and health
of colleagues, guests, visitors and contractors ahead of the organisation’s assets and services.
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This may involve assessing and enforcing compliance with Cordis Auckland’s occupational
health and safety policies, procedures and directions. Colleagues not at senior manager level
also have occupational health and safety obligations which are summarised in this policy.

Risk management (including risk assessment and hazard identification) and consultation
with colleagues are encouraged as key elements of an effective occupational health and safety
system and are also required by law. Cordis Auckland will provide structured training,
workplace instruction and leadership to our management, trainers, assessors and colleagues
to enable them to work safely and assist Cordis Auckland in complying with its occupational
health and safety legislative obligations.

A system of accurate reporting and recording of occupational health and safety incidents and
injuries which is supported by all managers and colleagues shall be maintained in accordance
with applicable legislation.

All colleagues and contractors have a responsibility to take reasonable care for the safety and
health of other people (including contractors and guests) who are at Cordis Auckland's place
of work and who may be affected by their actions or omissions. All colleagues are obliged to
cooperate with Cordis Auckland or any of its delegated offices to enable compliance with
Cordis Auckland's legislative occupational health and safety obligations.

. Cordis Auckland is committed to continuous improvement in OSH practices through regular
self-audits, mechanisms in place to ensure compliance with OSH legislative obligations, and
the ongoing participation of all colleagues including management.

11. Disciplinary action, up to and including dismissal, will be taken against any colleague (front
line, supervisors and managers) who has been found to have breached this policy.

Exhibitor Health and Safety Obligations

While on site you, your employees and your contractors shall:

Compliance: Comply with our health & safety procedures and policies, and emergency
evacuation procedures.

Damage: Not cause, allow or permit any damage to the venue, building or any fixtures, nor shall
any alterations to the structure be allowed. Painting, gluing, drilling, taping, or nailing is not
allowed on venue surfaces.

Access: Only use designated entrances and loading zones. Do not access unauthorised or
restricted areas.

Equipment: Electrical equipment and cables must carry a current Test & Tag sticker following
Australian Standard AS/NZS 3760.

PPE: Ensure appropriate identification and PPE is always worn, while work is carried out.

Trip Hazards: Leads must be safely taped down or covered with a cable tray. Ensure that all
workspaces are kept neat and tidy to avoid any trip hazards. All tripping hazards must be marked
with White tape or Black &Yellow Hazard tape.

Reporting: Report all accidents, incidents or near misses to us immediately.

Please contact your event manager for the hotel’s full health and safety manual if required.

Health and Safety during event pack in and out

CoRbpIs, AUCKLAND | 83 SYMONDS STREET, AUCKLAND |O10O
T+ 649 3795132 |F +649 377 9367

CORDISHOTELS.COM/AUCKLAND




Potential Hazards:

Crushing by vehicles
Blocking evacuation routes
Unauthorised access to the property

Injury to hotel colleagues and members of the public or guests/clients

Always:

e Arrange for the appropriate team member to assist you with directions to the correct function
space.
Follow Cordis staff directions for loading or unloading
Give way to machinery and use the safety mirror to ensure safe passage

Be mindful of the Wilson parking ramp next to The Great Room roller door. Beware of traffic
entering and leaving the parking building and do not block the entrance.

Wear and use the appropriate personal protective equipment (PPE) when loading and
offloading

Use appropriate restraints when transporting or moving unstable loads or items

Leave your contact details with the banquets supervisor if you are leaving your vehicle
unattended.

Obey all signage whilst on the property
Wear the contractor ID pass at all times

Isolate/barricade areas to exclude staff and/or public from work areas

Never

Never access restricted hotel areas without the permission and company of hotel colleagues
Never block access or egress routes

Never obstruct access to emergency equipment

Never leave your vehicle unattended without the authority of Cordis Banquet supervisor

Never smoke in any of Cordis Auckland function space. Only smoke in designated areas.

I have read, understand and agree to comply with the above work site rules and regulations.

Company Name:

Contact Name: Contact Phone:

Position: Contact Email:

Signature: Date Signed:
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