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1.0 PROJECT DETAILS

11 PROJECT DESCRIPTION

1.2 MANUAL DESCRIPTION

This Operation and Maintenance Manual is intended to provide the user with sufficient
information to enable them to perform any tasks necessary to maintain or repair any of the
systems installed. Covered within this manual is the work carried out as the contract between
the contractor and the electrical sub contractor.

As this manual consists largely of manufacturer supplied installation, operation and
maintenance booklets and manuals, and excerpts from supplier catalogues, the pages are not
numbered sequentially as this would cause confusion when referring to a manual or catalogue
index which lists page numbers specific to itself.
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1.3 CONTACTS

The electrical installation is covered by a defects and liability warranty until
provided by:

Service All electrical services covered within this manual.

Company Name

Address

Phone Fax

Contact

Mobile

Once the defects and liability warranty has expired record the electrical services
maintenance and service company details in the following table:

Service

Company Name

Address

Phone Fax

Contact

Mobile

Service

Company Name

Address

Phone Fax

Contact

Mobile

Service

Company Name

Address

Phone Fax

Contact

Mobile

Service

Company Name

Address

Phone Fax

Contact

Mobile
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1.4 SUPPLIERS
The following are the contact details for the various suppliers to the electrical installation.

It is common that the manufacturer of a specific item is not the local supplier for the
project. As such the manufacturer may not have any record of the project.

Service Electrical Sub Contractor

Company Name

Address

Phone Fax

Contact

Mobile

Service Light Fittings

Company Name

Address

Phone Fax

Contact

Mobile

Service Lamps

Company Name

Address

Phone Fax

Contact

Mobile

Service Switchboards

Company Name

Address

Phone Fax

Contact

Mobile

Service Cables

Company Name

Address

Phone Fax

Contact

Mobile
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Service

Company Name

Address

Phone Fax

Contact

Mobile

Service

Company Name

Address

Phone Fax

Contact

Mobile

Service

Company Name

Address

Phone Fax

Contact

Mobile

Service

Company Name

Address

Phone Fax

Contact

Mobile

Service

Company Name

Address

Phone Fax

Contact

Mobile

Service

Company Name

Address

Phone Fax

Contact

Mobile
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2.0 LICENCES & CERTIFICATES
2.1 LICENCES
The following licences and registrations are those of the electrical services sub contractor

and all respective sub-contractors who have completed works on the project and are
included in this manual:

Licence description Number Holders Name

Security

2.2 CERTIFICATES

The following certificates are completed by the electrical services sub contractor and all
respective sub-contractors who have complete works on the project and are included in
this manual:

Certificate description Completed by

Ly
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3.0 OPERATING INSTRUCTIONS

3.1 OPERATION

Provide a description of the operation of the electrical installation.

3.2 SAFE WORKING PROCEDURES

If for any reason a fault does arise, a qualified electrician must be obtained for investigation
into the fault and correction. During the warranty period the electrical sub contractor identified
in section 1.3 should be contacted immediately if a fault condition exists.

A gualified electrician must be used for all electrical problems. Their knowledge would be
adequate for the isolation of power, diagnoses of fault and to permit repair work to be carried
out safely.

Only suitably qualified personnel should carry out inspections and work. Safety rules (as
published by the supply and authority, plant manufacturer etc) should be understood and
followed. First aid notices giving instructions for the treatment of persons suffering from the
effects of electric shock should be on prominent display. First aid equipment should be readily
available. Safety lockouts and or tagging systems to isolate circuits must be used.

3.3 ENVIRONMENT
The room or area in which the switchboard is installed should be kept clean and dry. The
entry and build-up of dust and moisture can lead to malfunction of equipment, notwithstanding

the enclosure rating of the switchboard.

Entry and exit doors etc, should be kept clear and clearly identified on both sides.
Lighting should be maintained at an adequate level.

Fire extinguishing equipment should be in place, and the use and techniques understood.
Temperature and humidity should be maintained within the limits that the switchboard was
specified to operate in.

3.4 LIGHTING

Describe the operation of the lighting installation considering the following:

. Control.
. Lamp life.
3.5 POWER

Describe the operation of the power installation considering the following:
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. Isolation.
« Circuit protection.
. RCDs.

Should a circuit or submain experience a fault the protective circuit breaker will trip with the
handle moving from the on position to the tripped position. To reset the protective circuit
breaker the handle must be moved into the off position to reset the circuit breaker and then
moved into the on position.  Any tripping of a protective circuit breaker must be considered as
the circuit breaker working correctly and protecting the installation against a potentially
dangerous fault. As such all circuit breaker trips must be attended to by a qualified electrician
and the cause for the trip must be identified and rectification work must be undertaken.

3.6 COMMUNICATIONS
Describe the operation of the communications installation considering the following:

. Exchange services.
. System configuration.
« Jumpering and patching.

3.7 INTRUDER DETECTION
Describe the operation of the intruder detection system considering the following:

Intruder detection system description.
Monitoring.

Arming and disarming.

Clearing alarms.

Programming.

3.8 CCTV
Describe the operation of the CCTV system considering the following:

CCTV system description.
Camera aiming and focusing.
Monitoring and recording.
Viewing and playback.

3.9 MATV

Describe the operation of the MATV system considering the following:
. MATYV system description.

3.10 BACKGROUND MUSIC

Describe the operation of the background music system considering the following:
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Background music system description.
Source selection.

Zone selection.

Volume control.

Microphone control.

3.11 LIGHTNING PROTECTION
Describe the operation of the lighting protection system considering the following:

« Lightning protection system description.

3.12 SCHOOL BELL SYSTEM

Describe the operation of the school bell system considering the following:
« School bell system description.

. Programming

« Volume control

3.13 FIRE ALARM SYSTEM

Describe the operation of the fire alarm system considering the following:
« Fire alarm system description

« Monitoring.

« Clearing of alarms.

. Evacuation procedure.

3.14 ELECTRICAL SAFETY AT WORK

Following is a copy of the Department of Employment, Training and Industrial Relations,
Electrical Safety At Work brochure and a copy of a First Aid Hints brochure.
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N

.0 MAINTENANCE INSTRUCTIONS

I

A GENERAL

Electricity is inherently dangerous and all maintenance and rectification work must be
undertaken by suitably qualified personnel.

To complete the maintenance of the electrical installation it is necessary to shut down the
various electrical systems including shutting the power supply and communications systems.
As such maintenance must be planned for in advance with all necessary occupiers of the
premises being appropriately informed of the shutdowns and interruptions.

Audible humming within the electrical installation represents a potential faulty component and
must be rectified by a qualified electrician.

AN

2 SAFE WORKING PROCEDURES

If for any reason a fault does arise, a qualified electrician must be obtained for investigation
into the fault and correction. During the warranty period the electrical sub contractor identified
in section 1.3 should be contacted immediately if a fault condition exists.

A qualified electrician must be used for all electrical problems. Their knowledge would be
adequate for the isolation of power, diagnoses of fault and to permit repair work to be carried
out safely.
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Following is a list of the maintenance tasks required to be undertake relative to the lighting
installation:

Undertake a visual inspection of all components biannually.

Check the control operation biannually.

Check the resistance to earth biannually.

Check all voltages biannually.

Check the fault protection biannually.

Check all mechanical fixings biannually.

Chemically clean all reflectors, lenses, diffusers and lamps biannually.

Adjust all mountings and brackets biannually.

Reset all PE cells and time clocks biannually.

Test the operation of the lighting control system biannually.

Test the emergency and exit lighting system biannually. Refer to section 9.0 for
additional information and requirements regarding the emergency lighting installation.
Visual inspection biannually.

Lamp replacement

Control operation biannually.

Resistance to earth biannually.

Voltage biannually.
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. Overload protection biannually.

. Fault protection biannually.

. All mechanical fixings biannually.

. Chemically clean all reflectors, lenses, diffusers and lamps biannually.
. Focusing of lights.

« Adjusting mountings and brackets biannually.

« Aiming of fittings biannually.

. Testing all operations of the lighting control system biannually.

. Testing the emergency and exit lighting system biannually.

Following is a list of the maintenance tasks required to be undertake relative to the power
installation:

. Undertake a visual inspection of all components biannually.

. Confirm power availability at each outlet biannually.

« Check the resistance to earth biannually.

. Check all voltages biannually.

. Check the overload protection of all circuits and submains biannually.

. Check all fault protection biannually.

. Check the operation of all earth leakage residual current protection monthly.
. Check all mechanical fixings annually.

« Record the maximum demand of each switchboard and submain biannually.
. Balance the load biannually.

. Clean all components biannually.

- Visual inspection biannually.

. Power availability biannually.

. Resistance to earth biannually.

. Voltage biannually.

. Overload protection biannually.

. Fault protection biannually.

. Earth leakage residual current protection monthly.
« All mechanical fixings annually.

. Maximum demand of each switchboard and submain biannually.
. Balance the load biannually.

. Setting all PE cells and time clocks biannually.

« Cleaning biannually.

Following is a list of the maintenance tasks required to be undertake relative to the
communication installation:

. Undertake a visual inspection of all components biannually.
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Describe the maintenance requirements of the MATV system considering the following:

. Visual inspection biannually.

. Lamp replacement biannually.

« Cleaning biannually.

. Test and record the vision and sound signal level of every distributed channel at 5
positions within the MATV Distribution Network biannually.

. Test and record the carrier to noise ratio at 5 locations within the distribution network
biannually.

. Test and record the composite triple beat annually.

. Provide a portable television set and fly lead to allow the principle to visually inspect
and approve the picture and sound quality at every outlet not in use annually.

. Shield resistance to earth biannually.

. Fault protection biannually.

« All mechanical fixings annually.

System operation biannually.

Excess heat biannually.

Describe the maintenance requirements of the background music system considering the
following:

Visual inspection biannually.
Cleaning biannually.

Phase sequence annually.
Impedance on all amplifier outputs biannually.
Resistance to earth biannually.
Signal strength biannually.
Sound levels biannually.

Fault protection biannually.

All mechanical fixings annually.
System operation biannually.

. Excess heat biannually.

Describe the maintenance requirements of the lighting protection system considering the
following:

« Visual inspection annually.
« Resistance testing annually.

Describe the maintenance requirements of the school bell system considering the following:
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50  LIGHTING

5.1 DESCRIPTION

Include a description of the lighting installation and the lighting control methods.

5.2 ASSOCIATED INFORMATION

The following associated information relative to the lighting installation has been included
in this manual:

Advice description Completion date

The following light fittings have been included in the project with appropiate catalogue
information included in this manual:

Reference Manufacturer Catalogue No Lamp/s
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6.0 GENERAL ELECTRICAL COMPONENTS

The following general electrical components have been included in the project with
appropiate catalogue information included in this manual:

Description Manufacturer Catalogue No
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7.1 DESCRIPTION

Include a description of the power supply arrangement to the site, the metering arrangement
and the power distribution system.

7.2 ASSOCIATED EQUIPMENT ADVICE

The following advice was issued to the relevant associated contractors and sub
contractors by the electrical services sub contractor and is included in this manual:

Advice description Issued to

7.3 POWER COMPONENTS

The following power distribution and switchboard components have been included in the
project with appropiate catalogue information included in this manual:

Description Manufacturer Catalogue No
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7.4 SWITCHBOARD SCHEDULES

The following power distribution board switchboard switch board schedules represent the
switchboard circuit configuration at the time of practical completion and have been
included in this manual:

Distribution board
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8.0 AS BUILT DRAWINGS

The following as built drawings represent the electrical services installation as completed
by the electrical services sub contract. The following as built drawings included in this
manual are in hard copy as A3 and Al sizes as well as on a Compact disc in AutoCAD
R14 format. All information in the as built documents must be confirmed on site as these
documents do not account for any changes or additions to the electrical services
installation post practical completion of the electrical services sub contract.

Number Title
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9.1 REQUIREMENTS

It is a legal requirement to test and rectify if required the emergency and exit lighting
installation every six months to the requirements of the Australian standard AS2293.

. Emergency lighting is tested every six months by a simulated power outage.

« Results are to be recorded in a logbook or any approved system by the regulatory
authority. The logbook shall contain test results, corrective action taken, names of
persons responsible for maintenance work and tests carried out and date of action.

. Australian Standard 2293 Part 2, is the code which specifies requirements of testing
and repairs of emergency lighting.

. Replacement parts in servicing of emergency lighting must comply with the relevant
Australian Standard and meet the manufacturer’s specification.

« When replacing batteries in stand alone type luminaries (Single Point Unit), all cells
must be replaced, and be the same type and ampere-hour rating.

9.2 PROCEDURE
9.21 Manual Test Individual Fitting

The emergency lighting can be tested by pushing the red override button on each fitting.
This function changes the supply from mains to battery power feeding the lamp. This test
only checks that the lamp is operating.

9.2.2 Group Test Facility

Emergency and Evacuation lighting test switches are located in the Main Switchboard, this
tests all of the emergency and evacuation lighting in the installation.

On pushing the test button a power outage is simulated, and power is removed to these
circuits, for a predetermined time. This causes the emergency and evacuation lighting to
operate, thereby lighting all emergence tubes/exit signs and evacuation lights.

It is then a simple case of following the fitting identification numbers in the record book,
referenced to a location on your drawings and check if the light is illuminated. The results
are then recorded in the record book.

Operation of the test circuit is on a timed basis, this is to overcome the problem of it is
inadvertently left off. This however should be noted when testing large numbers of fittings,
as they will turn off when the circuit times out if all lights are failing, check test circuit is still
operating.

On completion of testing record book and drawings are to be returned to their storage
area, with a report sent to the principle, showing the condition of area tested and action
required or instigated. Repair of fittings etc. will follow as arranged, with a test of the
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individual fitting via the manual test method above, as proof of an effective repair (also to
be documented in the appropriate record book).

9.3 LOG BOOK
This manual includes a copy of an 8th edition GLS Emergency Lighting Maintenance Log

Book And Manual. It is a statutory requirement this log book must be completed and
updated with the test results of each test of the emergency and exit light installation.
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10.0 TEST RESULTS

The following tests have been undertaken and results included within this manual:

Date

‘ | D
n
—
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11.0 FIRE ALARM SYSTEM
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