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Acknowledgment and Agreement 
 

All users of the Rail Academy Newport (RAN) training facility who deliver training and/or assessment at the facility are required 
to review and sign this annual Acknowledgement and Agreement. This confirms their understanding of, and commitment to 
comply with, all RAN policies, procedures, and safety requirements. A signed copy will be retained by RAN Management as part 
of our induction, onboarding, and safety management systems.   

By signing this Policy and Procedures Manual acknowledgement and agreement, you confirm that you will meet all obligations 
and requirements contained within the manual.   

You are required to sign and return the Acknowledgment and Agreement to your relevant Rail Academy Newport (RAN) contact 
within 28 days’ of being provided this Policy and Procedures Manual.    

RAN management reserves the right to refuse access to, and use of, the Rail Academy Newport premises if a signed 
Acknowledgement and Agreement is not provided within this timeframe.      

Please Note: This acknowledgement and agreement is a yearly requirement and returned each year.  
  

Acknowledgement and Agreement   

I acknowledge that I have received, read and understood the Rail Academy Newport Policy and Procedures manual and agree 
to comply with all policies, procedures, and requirements outlined within.   

                        

      

Organisation Name 

 

  ACN  Date 

 
by its authorised representative in the presence of: 
 
 

    

Full name of authorised representative 

 
 
 
 

  Full name of witness 

 

Position of authorised representative   Position of witness 

    

 

 

Signature of authorised representative   Signature of witness 
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1. Facility Overview 
Rail Academy Newport (RAN) operates as a specialist rail training facility, providing a purpose-built environment that 
supports safe and practical learning. The site offers controlled rail-simulated conditions for use by third-party training 
providers and industry employers.  

RAN’s objective is to enable high-quality training and assessment for the rail and construction sectors by offering a 
low-risk setting for developing the skills required to work safely and effectively across Victoria’s transport infrastructure 
programs. 

1.1 Location and Facilities 
 
The Rail Academy (RAN) operates under a lease agreement with VicTrack near the historic Newport Workshops site on 
Shea Street, adjacent to Champion Road. The Lease commenced in October 2016. The Site is strategically positioned 
within Melbourne’s rail precinct, bounded by Metro Trains Melbourne (MTM) stabling facilities and close to MTM driver 
facilities.   
The facility is easily accessible by road and public transport, with 100 on-site parking spaces and additional all-day parking 
on Champion Road (approximately 350 metres away). Newport and North Williamstown stations are nearest rail access 
points, located about two kilometres from the site, and local bus services (Route 415 Laverton-
Williamstown) operate nearby. All access to the Rail Academy is via Shea Street, and for safety reasons, there is no direct 
access to the operational rail corridor.  
 
RAN provides 14 training rooms, dedicated workshop area, and practical simulation zones for signalling, high voltage, and 
rail infrastructure training. Its purpose-built environment replicates real rail conditions without the hazards of high 
voltage or moving trains, offering a safe and controlled setting for high-risk work training. The centre includes a large skill-
based training area equipped with track, boom gates, overhead wiring, and signalling components typically found in the 
rail corridor. As the facility is off-network, hazards are limited to Road Rail Vehicles (RRVs) only.   
On-site facilities include:  
 

• 14 training rooms, administration and manager offices  
• Meals room and amenities (toilets and showers, including ambulant facilities)  
• Substation (with training room space)  
• Signal Equipment Room and workshop  
• Rail Academy Train Station (including HCMT saloons and driver cabin)  
• 550 metres of double off-network rail track and track build area  
• Overhead wiring for rail and tram, plus low-level overheads for construction training  
• Boom gates and level crossing equipment  
• Comprehensive signalling equipment (lever frame, mechanical signalling, relay, SSI signalling, point    machines, 

location boxes)  
  

RAN is one of the few facilities in Victoria that meets industry-driven requirements for safe, realistic rail training, making it 
a critical resource for workforce capability development.  
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2. References 
 

Document Name Content Manager Reference URL 

(Appendix 1) Site Booking and Induction Process Flowchart   

(Appendix 2) Site Rules    

(Appendix 3) Site Evacuation Plan    

(Appendix 4) Emergency Procedures  DOC/24/25709  

(Appendix 5) Emergency Services    

(Appendix 6) Appropriate Workplace Behaviour    

(Appendix 7) Site Induction/Sign QR Code & Sign in Register – If 
internet down. 

DOC/16/527832  

(Appendix 8) Site Induction Checklist  DOC/16/527893  

(Appendix 9) SWMS Template    

(Appendix 10) Internal Incident Report Form  DOC/24/6740  

(Appendix 11) Rail Academy Newport Track Access Form DOC/18/826755  

(Appendix 12) Schedule of Rates   

Internal Incident Management Procedure DOC/15/204007  

Office of the National Rail Safety Regulator – A guide to Road 
Rail Vehicles and the law. 
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3. Compliance with the RAN Policy, Procedures and 
Directions 
  

• All training providers, rail organisations, suppliers, and any other parties using the Rail Academy Newport (RAN) must 
comply with this Policy and Procedures Manual at all times, including the Site Rules as set out in Appendix 2.    

• Users are responsible for ensuring that their employees, trainers, trainees, students, subcontractors, visitors, guests 
and all other individuals they bring onto the site (collectively, Guests) comply with the Site Rules and with any parts of 
this Manual relevant to their activities.    

•  The User, through their authorised representative is responsible for the conduct and behaviour of their Guests at all 
times while at the RAN premises.   

•  Users must comply with the reasonable directions issued by RAN staff located at the RAN, including RAN 
Management.   

•  Users must comply with all applicable laws, regulations, and statutory requirements relating to their use of the RAN 
premises.  

•  Users must maintain current insurance coverage for the duration of their use of the facility, including public risk 
insurance and all other insurance required by law.  

  

3.1 Stakeholder Engagement 
Rail Academy Newport (RAN) works closely with the trainer/assessor community and the organisations that use the facility to 
ensure our spaces, equipment, and operating practices remain aligned with current industry needs. As a hire-for-use training 
environment, RAN depends on the expertise and professionalism of training providers, contractors, and operators to ensure 
activities are delivered safely and reflect contemporary rail and construction practice.  

RAN is committed to continuous improvement and values the insight of those who use the facility regularly. If you would like 
to contribute to shaping the future development of RAN, we welcome your involvement in our User Group Committee. 
Please contact RAN Management to express your interest. 
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4. Booking Facilities at RAN 
4.1 Becoming a User 
Organisations wishing to make use of the RAN facilities (thereby becoming a User) must apply to the relevant RAN Support 
Officer (contact details provided below). RAN will require certain information to be provided by the organisation to be set up as 
a User and be given access to the bookings database. Prior to using the facilities, Users must agree to the terms set out in this 
document.  
New Users will be included in the RAN User Group questionnaire twice a year.  

4.2 Room and Facility Bookings 
All bookings will be made by RAN staff. The bookings database can be viewed in read-only format.  
The RAN Support Officer will provide a secure login username and password linked to the User. Users may apply for multiple 
logins to the bookings database. This will enable Users to view and verify their own bookings at the centre and check room 
availability.   
A user manual for the bookings database and further assistance can be obtained from RAN staff.   
To make a booking, the User will need to make a request by email detailing room and sector requirements as well as participant 
numbers to the shared inbox: RAN@bigbuild.vic.gov.au  
RAN reserves the right to refuse a request for access.   

4.3 Confirmation of Booking 
Once a booking has been made, the booking system will automatically send a confirmation to the User through their nominated 
email address. The training course details will also be visible on the bookings system and may be viewed in the training calendar.     

4.4 Conditions of Booking 
Users can select available rooms and facilities when making a booking request via email. Bookings may be altered or amended 
by RAN Staff, including changing room allocation as required.   
No individual User shall be permitted to book more than four (4) rooms in any day, except under special conditions as agreed by 
RAN Staff. Approval must be sought by contacting RAN Staff. Any bookings made for greater than four (4) rooms may be 
cancelled by RAN Staff.    

4.5 Cancellation of Booking 
Cancelling a booking may incur a cancellation fee. However, no cancellation fee will apply if access to the centre or a booking is 
withdrawn by RAN Staff for operational reasons.   
Users must request via email to cancel a booking and can only cancel bookings for their own organisation.     
Cancellation fees apply as noted in the Schedule of Rates (see Appendix 12) and are explained as follows:   

• more than seven days (7) days prior to the booked day will not incur a cancellation fee;   
• less than twenty four (24) hours prior to the booked date will incur a cancellation fee of 100% of the day rate.   
• If a user does not attend their scheduled booking and fails to notify RAN in advance, the booking will be treated as a 

no-show. No-show booking incur the same cancellation fee as cancellations made with less than 24 hours' notice, 
which is 100% of the applicable day-rate booking fee.   

  

mailto:RAN@bigbuild.vic.gov.au
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4.6 RAN Support Officer Information 
Support, bookings cancellations or other information about use of the centre can be obtained from the RAN team. 

RAN Support Officer Contact Number Email Address 

Kellie Pont 0499 685 142 kellie.pont@vida.vic.gov.au 

Luke Hayes 0439 202 876 luke.hayes@vida.vic.gov.au 

Shared Inbox  ran@bigbuild.vic.gov.au 
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5. Conditions of use of the RAN 
It is a condition of use of the RAN that Users comply with this Policy and Procedures Manual at all times, including the Site 
Rules as set out in Appendix 2. As noted above, Users are responsible for the conduct and behaviour of their Guests while 
at the RAN premises. Guests are required to comply with the Site Rules and applicable requirements of this Policy and 
Procedures Manual while present at the RAN.  

Users and their Guests must comply with all applicable laws and the reasonable directions of RAN Staff or RAN 
Management while at the RAN premises.  

5.1 Use of Training Rooms / Facilities 
RAN will allow the Users to book and use training rooms and facilities within RAN for the permitted use as set out in this 
Policy and Procedures Manual. RAN has the right, in its sole and unfettered discretion, to determine which training 
rooms/facilities are available for booking by the Users. 

5.2 Hire Fee 
The hire fee payable by the User is contained in Appendix 12 – Schedule of Rates. 

5.3 Induction 
The RAN is a shared use facility for industry participants and other appropriate Users. To ensure the safe operation of the 
RAN and the continuous health and safety of all persons at the RAN, an induction will be required daily for all Users and 
their Guests.  

Induction is conducted through a QR code located in each training room. Each User (through their authorised 
representative) and their Guests are required to undergo induction through the QR Code. In the event of the QR Code not 
being available, induction materials are provided as a backup in the administration office. 

The User (or the person authorised to represent the User) is responsible for ensuring that all Guests have completed the 
RAN-determined induction and comply with the RAN Policy and Procedures Manual while on site. This includes advising 
Guests of Site Rules (Appendix 2), Emergency Procedures (Appendix 4), the list of Emergency Services (Appendix 5) 
located in each classroom, any identified hazards to be managed, and any other matters required to ensure appropriate 
use of RAN and visitor safety. If the QR code is not available, the User must also ensure that each Guest completes the 
Site Induction Record / Sign In Register at Appendix 7 before commencing any activities at RAN. 

5.4 Site Evacuation Plan 
The Users must ensure that their Guests are aware of and comply with the Site Evacuation Plan (see Appendix 3) as 
described in induction. 

A copy of the Site Evacuation Plan is mounted in each training room.  

The authorised representative of the User will be responsible for explaining the emergency evacuation procedure 
outlined in the Site Evacuation Plan to their Guests.  

Users must at all times comply with and where appropriate, participate in any activities associated with a RAN Site 
Evacuation Plan issued by RAN Staff and as amended from time to time. 

5.5 Utilising Training Sectors 
Any User wishing to access external assets at RAN must have a booking for the location to assist in managing interface 
between groups. 
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5.6 Access to Sectors 
Prior to accessing practical training areas, the User must report to RAN Staff. The User may be required to complete the 
RAN Track Access Form at Appendix 11 to manage multiple groups in the track area and to ensure separation between 
groups. 

5.7 Safety Documentation for Practical Training 
All Users must ensure they contribute to maintaining a safe training environment. 

Users must not conduct any activities outside a training room and within the boundaries of the RAN without completing a Job 
Safety Environmental Analysis Worksheet (JSEA), Safe Work Method Statement (SWMS) or equivalent document.   

The User’s SWMS must consider: 

• road rail vehicles moving on the track as a potential hazard; 
• interface risk associated with multiple training activities occurring on site; and 
• any other hazard associated with training activities. 

The SWMS, JSEA or other relevant safety documentation for the activity must be available for review by RAN Staff. Review by 
RAN Staff does not mean that RAN approves/authorises any of the risk control strategies.  

An example blank SWMS form is attached to this Policy and Procedures Manual - see Appendix 9. 

5.8 User Competence 
Trainers and supervisors working at the RAN must have competency for the practical activity being conducted or trained. 
This includes holding any required competency for equipment, tools, plant and machinery. The User’s trainers and 
supervisors must provide adequate supervision during training and whilst tools, equipment, plant and machinery are 
being used.  

To the extent permitted under law, RAN is not liable to the User or any third party for any failure of the User to ensure its 
trainers and supervisors hold the required competency under this clause.   

5.9 Use of RAN Assets 
At commencement of the hire, the facility must be inspected by the User to ensure the asset is fit for purpose. If any 
issues are identified, these must be reported to the RAN Staff immediately. Any User that conducts training/activities in a 
facility other than a training room, must ensure that, after using the asset, the asset used is secured, safe to leave and in 
the condition it was found. The User must verify that the asset is fit for purpose when keys are returned.  

5.10 Hot Works 
All hot works conducted at RAN such as cable or track welding on the RAN rail line shall be risk assessed. Further, fire 
protection will be made readily available.  

No hot works are to be undertaken on days of ‘Total Fire Ban’. 

5.11 Tools and Equipment 
Users may bring tools and equipment necessary for training events into the site. This includes any hand tools, power tools 
and electrical equipment. Prior to use, the equipment must be checked by the User to ensure it is safe. This may be 
determined by the presence of an electrical test and tag, guarding in place, no lock out tag out fitted and a general check 
of condition. Equipment must be used and maintained in accordance with the manufacturer’s instruction. Appropriate 
personal protective equipment (PPE) must be identified and provided by the User whilst the equipment is in use. 
Equipment must not be left unattended without making it safe and equipment must be removed from RAN premises at 
completion of the training. 
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5.12 Plant and Machinery 
Users may bring plant and machinery necessary for training events into the site. The plant and machinery must be 
maintained, inspected and certified in accordance with manufacturer’s instructions and as per any legislation. Prior to 
use, the plant must have any required daily check. Any hazards associated with operating the plant must be identified in a 
SWMS and the User must apply all appropriate risk controls. Plant must not be left unattended without making it safe, 
and it must be removed from the RAN premises at completion of the training. Any plant, machinery and equipment 
brought to the RAN premises must comply with current safety standards. 

5.13 Road Rail Vehicles and Track Vehicle Operator Training 
Road Rail Vehicles (RRV) are any vehicle with road wheels or tracks, as well as a set of guidance wheels enabling the 
vehicle to run on rail tracks. Track Vehicle Operator (TVO) training can be conducted at RAN. 

The RRV track comprises 100 metres of track baulked at either end to maintain separation from other sectors. A concrete 
mounting pad at the level crossing enables road vehicles to mount on to the track.  

The track is registered rail infrastructure, with Metro Trains Melbourne (MTM) as the ‘Rail Infrastructure Manager’ on 
behalf of RAN. 

Bookings requiring access to the RRV track must be made via the RAN booking system and include the RRV track booked, 
zone 7. 

Only one (1) booking will be permitted to use the RRV track at any time. 

RRVs operating on the track must be inspected and certified as compliant to access MTM infrastructure. All vehicles will 
be checked in ‘Aquipa’ and only permitted to access the RAN RRV track if the vehicle is shown as current to access the 
network. Any required daily inspection must be performed by the User to ensure the vehicle is roadworthy and safe to be 
operated on track. 

All TVO trainers must be competent to drive a RRV on MTM infrastructure. All competencies will be verified via Metro 
Trains Australia Rail Industry Worker Card or MTM training matrix. 

SWMS or relevant hazard identification and a pre-start briefing must be conducted prior to the RRV mounting on to the 
track.  

User’s trainers are responsible for the safe operation of the vehicle whilst trainees are learning. 

Prior to the vehicle being placed on track, the trainer must complete the RAN Track Access Form (see Appendix 11) to 
assist in the management of interface between all groups utilising external assets. 

See the following reference for more information: Office of the National Rail Safety Regulator – A guide to Road Rail 
Vehicles and the law (https://www.onrsr.com.au/operators/compliance-and-enforcement/RRVs-and-the-law).  

5.14 PPE and Clothing 
It is the responsibility of each User to ensure that they and their Guests comply with all relevant standards, rules and 
legislation with regard to PPE and clothing when using the RAN training facilities. 

When utilising any of the rail assets on site, the same standards that apply in the live rail environment apply at the RAN. 

Users and their Guests will be asked to leave site if they do not have suitable PPE and clothing. RAN does provide “Borrow 
some PPE” items available at the administration office (Safety boots not included). 

At a minimum, Users and their Guests using facilities other than classrooms shall wear an approved rail (orange) safety 
vest and other protective clothing suitable for the task. If walking or working on the RAN track, then lace up safety boots 
must be worn. 

https://www.onrsr.com.au/operators/compliance-and-enforcement/RRVs-and-the-law
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As identified in the risk assessment for the task, additional PPE may be identified and may include long pants, coveralls, 
hard hats, safety glasses and gloves. It is the User’s responsibility to ensure that their Guests comply with any of the PPE 
requirements for the task. 

Red, yellow or green coloured clothing is not acceptable in the rail corridor or at the RAN ‘outdoor training’ areas. 

Users that are only accessing the classroom and office facilities will need to wear closed-toe shoes at all times when on 
site. 

5.15 Keys 
RAN Staff may issue keys to rooms, facilities and assets at the request of the User. The User will be responsible for the 
care, custody and control of any training room or other facility keys handed over by RAN Staff.  The User must return all 
such keys to RAN Staff by the end of any booking period. In the case of keys being used to unlock assets, the User must 
ensure that the asset is made safe and locked when unattended and that the asset is secured and locked at the end of 
each day. 

Should the User fail to return any keys to RAN Staff as required, the User agrees to compensate RAN within seven (7) days 
of receipt of a written demand from RAN to the User. The demand will itemise RAN’s losses, including but not limited to 
the cost of procuring new locks and keys. 

5.16 Managing Incidents 
Where an incident or near miss occurs involving a User or their Guests whilst on-site, RAN Staff are to be notified 
immediately and an incident report form completed by the User. The incident report form is to be delivered to RAN Staff 
within 2 hours. 

The Incident Report Form is available from RAN Staff and is annexed to this Policy and Procedures Manual at Appendix 
10. 

Incidents will be reported to RAN in accordance with RAN DOC/15/204077 – Internal Incident Management Procedure. 

5.17 IT Facilities and Use 
RAN is equipped with wired and wireless internet connections as part of the Victorian Government network. No public 
access is available at RAN. 

Users wishing to access the internet must use their own portable device and ensure that access to the internet is used 
appropriately. 

 

5.18 Appropriate Workplace Behaviour 
A code of behaviour has been developed for all Users of the RAN facility. The code of behaviour seeks to actively and 
positively contribute to the relationships existing amongst Users, local areas and communities. 

All Users, Guests and subcontractors engaged by RAN and using the facilities at RAN, shall be required as a condition of 
entry to observe this policy. 

The site rules on workplace behaviour must be covered as part of induction. The User’s trainers and supervisors shall 
ensure that the policy is followed and monitor the conduct of their Guests. User’s trainers will be required to 
acknowledge understanding of the policy as part of their induction to the facility (see Appendix 6). 
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5.19 First Aid 
First aid may be provided by RAN Staff in the event of any incident at the facility. RAN Staff hold appropriate first aid 
qualifications. Where there are specific hazards associated with any training activity, such as presence of voltage, working 
with machinery etc. the trainer or supervisor must be prepared to provide first aid. All User’s authorised representatives 
on site must be able to provide first aid to their Guests. 

First aid equipment is provided in the following locations: 

• Meals RoomFirst aid kit, eye wash and defibrillator  

• Workshop First aid kit, eye wash and defibrillator    

• Substation First aid kit, eye wash and defibrillator      

RAN Staff must be informed where first aid equipment has been used for the purpose of checking and resupplying where 
necessary. Users must report all first aid injuries to RAN Staff who will then complete the first aid register. 

5.20 Parking 
Limited parking is available for Users and their Guests whilst on site. Vehicles must only be parked in the marked bays 
ensuring that space allocated for those with impaired mobility is used appropriately. The car park is only open and 
accessible during centre operating hours. There is no pedestrian or vehicular access outside operating hours. 

Vehicles in use for track, overheads or signalling works may be parked adjacent to the rail if this is required to conduct the 
training activity (such as where equipment is stored or transported in those vehicles). 

Vehicles must not be parked in areas: 

• reserved for rail vehicles; 

• where practical training may occur; 

• designated for access; or  

• required for loading and unloading. 

Vehicles are parked at the owner's own risk. RAN accepts no responsibility for vehicles damaged at the RAN. 
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Appendix 1 – Site Booking & Induction Process Flowchart 
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Appendix 2 – Site Rules 
1. The Premises 

1.1. The User acknowledges that Rail Academy Newport (RAN) is a shared facility, and the User must ensure that it 

does not prevent, impede or disrupt any other activity being undertaken at RAN premises by other Users. 

1.2. The User’s right to use RAN premises are subject to the requirements and reasonable directions of RAN and its 

employees and agents. 

2. Users’ obligation to adhere to Site Rules 

2.1. All Users must ensure: 

a) RAN premises are only used for the use permitted by RAN and for no other purpose without the prior 

written consent of RAN; 

b) RAN premises are not damaged during use; 

c) the User and Guests of the User comply with any reasonable requirements of RAN Staff and / or RAN 

Management; 

d) RAN premises are not used in a manner that does or has the potential to contaminate or pollute the 

premises; and 

e) that all plant, machinery, tools, equipment, goods or temporary buildings are removed from RAN 

premises at the conclusion of hire.  

2.2. It is a requirement for all Users and their Guests to adhere to the following: 

a) RAN is a non-smoking facility.  

I. Smoking is permitted only in the designated area behind classroom 8. 

b) All persons using or visiting RAN must have a Blood Alcohol Concentration reading of 0.00 and must be 

free from the influence of all drugs whilst at the RAN. 

I. If taking prescription medication which may adversely impact on a person’s responses, they must 

notify the trainer/supervisor prior to entering RAN premises. 

c) Whilst at RAN premises, Guests must observe all directions of the User and RAN Staff. 

d) All injuries and safety or environmental incidents are to be reported to RAN Staff as soon as practicable. 

Users may be required to assist in completing an incident form. 

e) Users must comply with the RAN policy on Appropriate Workplace Behaviour (Appendix 6) while at the 

RAN. 

f) All motor vehicles must be parked in the designated parking areas. 

g) Users and their Guests must strictly observe the following speed limits within RAN:  

I. 20KPH on access roads; and 

II. 10KPH in the car park.  

h) If you are using the outdoor training areas or workshops, it is the User’s responsibility to: 

I. ensure that the User’s Guests have appropriate PPE, footwear and clothing (e.g. safety boots/shoes, 

long pants and sleeves, ‘special purpose’ orange vest, hard hat, glasses, hearing protection or other 

PPE consistent with the task); and 
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II. signed to a JSEA/SWMS and apply the controls outlined to maintain a safe working environment.  

i) All persons on site must follow the directions of the trainer/supervisor or RAN Staff in an emergency 

evacuation scenario to one of the two evacuation areas. 

j) Users and Guests may use the meals area and are expected to contribute to always maintaining the meals area 

in a clean and tidy state. 

k) Users and their Guests must acknowledge that RAN is a workplace. Sports and ball games are always 

prohibited. 

l) Users acknowledge that first aid kits and eye wash are in the meals room, substation and workshop, and that a 

defibrillator is located only in the meals room and workshop. If a User or their Guest requires first aid, they 

must consult their trainer/supervisor or RAN Staff.  

m) User’s trainers must hold current competency in the use of any plant, machinery or equipment being used for 

practical training or demonstration at RAN. 

n) Users must ensure that they comply with all laws concerning their use of the RAN premises, including (without 

limitation) their obligations under occupational health and safety laws and ensuring that any plant, machinery 

and equipment brought to the RAN premises is compliant with current safety standards. 

 

 

 



 

CM Ref: DOC/22/207279 Version: 11  Status: Live Date issued:         16/06/2026 | 20 

Appendix 3 – Site Evacuation Plan 
For more information, see the Evacuation Diagram located in each classroom. 
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Appendix 4 – Emergency Procedures 
Emergency Procedures 

In an Emergency Dial 
Ambulance 
Fire 
Police 
Remove People 
 
Alert Others 
Confine Smoke and Fire 
Evacuate  

000 
000 
000 
000 
From immediate danger,  
if safe to do so. 
Notify RAN Staff. 
Close doors as leaving. 
Follow instructions of 
Trainer/RAN Staff. 

When you call 000 
 
Advise Location; 
Rail Academy Newport, Shea Street, Newport VIC 3015 
Melway Ref 55 J6 
 
Provide your name and telephone number and any 
information requested by the operator. 

In all cases advise RAN Staff Immediately 

Evacuation Procedure 
If in immediate danger or being instructed to evacuate; 
1 Leave building 
2 Do not delay by collecting personal belongings 
3 Do not run, push or overtake people 
4 Proceed to the Assembly Area 
5 Do not re-enter the building until safe to do so 
6 Check evacuees against sign in register 

Know Your Exits 
For your safety make sure you know the location of the 
nearest emergency exit and Emergency Assembly Area 

Fire Extinguishers and Hose Reels 

Fire Extinguishers 
Remove extinguisher from bracket 
Carry to scene of fire 
Whilst clear of fire remove pin and test extinguisher 
Proceed to fire, no closer than 2 metres 
Direct agent at base of fire 

Hose Reels – not for use on electrical hazards 
Open valve ensuring hose turned off at nozzle 
Fully run out hose toward scene of fire 
Open nozzle and direct stream at base of fire 
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Appendix 5 – Emergency Services 
Rail Academy Newport, Shea Street, Newport - Melway Map 55 J6 

 Emergency Services  

Category Contact Number Address 

Fire Station 000 231 Melbourne Road, Newport 

Ambulance 000 397 Blackshaws Road, Altona 

Police 000 Nelson Parade, Williamstown 

Police Assistance Line (for non-urgent 
assistance) 

131 444 N/A 

Hospital (03) 9393 0100 
 
 
(03) 9397 1366 

Williamstown Hospital, 76-77 Railway 
Crescent, Williamstown 
 
The Clinic 
Unit 2/37 Ferguson St, Williamstown 

Medical Centres (03) 9397 7300 Williamstown General Practice 
Suite 2/37 Ferguson St, Williamstown 

Local Security 1300 044 989 Security Concepts, Williamstown 

 

Emergency Site Contacts 

Area Company Name Phone no. 

RAN Facilities RAN Vera-Ann 
Georgiou 

0497 899 241 

VIDA SVIC SVIC Caitlin Ryan  0459 870 744   

Director Safety VIDA Rail  Rick Najar (03) 9027 5289 

Safety Advisor VIDA Rail Debra Azzopardi 0459 846 036 

 

  



 

CM Ref: DOC/22/207279 Version: 11  Status: Live Date issued:         16/06/2026 | 23 

 

Appendix 6 – Appropriate Workplace Behaviour  

All Users and their Guests engaged by RAN and / or using the facilities at RAN, shall be required as a condition 
of entry to observe this code.  All personnel shall acknowledge this as part of induction.  

Code of Behaviour 

RAN recognises that the imposition of standards for social behaviour, as distinct from complying with the law, 
is a complex matter involving human relations, social norms, cultural values and acceptance by all that such 
standards are desirable from a personnel point of view as well as a company perspective. 

However, all personnel visiting / using RAN facilities should understand that a failure to behave in a 
responsible and considerate manner may have a significant adverse impact on the facility’s harmony and 
general wellbeing.  

The following forms of behaviour are not acceptable and will lead to action by RAN Staff which may include 
the User being requested to immediately remove the offending person from site: 

• offensive behaviour such as foul or unseemly language (including such behaviour under the influence of 
drugs and alcohol); 

• unsafe behaviour to yourself, your colleagues or any other persons; 
• intentional damage to property; 
• theft; 
• vandalism; 
• violence in any form; 
• starting of fires; and 
• trespass on heritage or restricted access areas. 

In addition, antisocial behaviour includes: 

• discrimination of any form; 
• bullying; 
• sexual harassment; 
• interpersonal conflict; 
• possession of illegal drugs; 
• use of illegal drugs or substances; and 
• illicit trade of alcoholic beverages/drugs. 

Any instances of the above behaviour/activities will be monitored, as well as instances of other forms of 
public anti-social behaviour. The guiding principle as to what constitutes acceptable behaviour will be in 
accordance with societal expectations and is at the discretion of RAN Staff. 

 

 

Environmental Issues/Sacred Sites 
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It is a condition of use that all personnel comply in full with all aspects of environmental protection as 
defined under legislation as well as RAN and local government requirements.  All details relating to the above 
will be provided during the RAN induction program.  If you are unclear about any of the above, please seek 
advice from the RAN Staff. 

Review 

Issues which breach this code will be referred to a RAN manager, who will discuss the issue with the 
nominated User and the person/s involved prior to action being taken. In addition to the above, the RAN 
reserves the right to immediately withdraw access to the RAN facilities to any person who, in the opinion of 
RAN Staff, is guilty of a breach of the accepted appropriate workplace behaviour. 
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Appendix 7 – Site Induction 
QR  
 

 

 

Code and Record/Sign In Register (If internet down) 
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Appendix 8 – Induction Checklist 
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Appendix 9 – SWMS Template 
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Appendix 10 – Internal Incident Report Form 
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Appendix 11 – RAN Track Access Form 
 

 

  



 

CM Ref: DOC/22/207279 Version: 11  Status: Live Date issued:         16/06/2026 | 30 

 

Appendix 12 – Schedule of Rates 
 

All costs in this Schedule of Rates are subject to GST at 10%. 

From 1 July 2026, the standard daily booking fee is $265 excl. GST and applies to all bookings scheduled on or after that 
date. 

 

Booking Fees (day rate) Cost Ex GST  Cost Inc GST 

Room booking – full day or part 
thereof per group  

$265.00 $291.50 

Sector booking – full day or part 
thereof per group 

$265.00 $291.50 

Combined room and sector – full day 
or part thereof per group 

$265.00 $291.50 

 



 

  

railacademy.vic.gov.au 
ran@bigbuild.vic.gov.au 

1800 105 105 (call anytime)  

 
For languages other than  
English, please call 9209 0147. 

Please contact us if you would like this information in an 
accessible format. If you need assistance due to a hearing 
or speech impairment, visit relayservice.gov.au  

 

 


	1. Facility Overview 7
	1.1 Location and Facilities 7

	2. References 8
	3. Compliance with the RAN Policy, Procedures and Directions 9
	3.1 Stakeholder Engagement 9

	4. Booking Facilities at RAN 10
	4.1 Becoming a User 10
	4.2 Room and Facility Bookings 10
	4.3 Confirmation of Booking 10
	4.4 Conditions of Booking 10
	4.5 Cancellation of Booking 10
	4.6 RAN Support Officer Information 11

	5. Conditions of use of the RAN 12
	5.1 Use of Training Rooms / Facilities 12
	5.2 Hire Fee 12
	5.3 Induction 12
	5.4 Site Evacuation Plan 12
	5.5 Utilising Training Sectors 12
	5.6 Access to Sectors 13
	5.7 Safety Documentation for Practical Training 13
	5.8 User Competence 13
	5.9 Use of RAN Assets 13
	5.10 Hot Works 13
	5.11 Tools and Equipment 13
	5.12 Plant and Machinery 14
	5.13 Road Rail Vehicles and Track Vehicle Operator Training 14
	5.14 PPE and Clothing 14
	5.15 Keys 15
	5.16 Managing Incidents 15
	5.17 IT Facilities and Use 15
	5.18 Appropriate Workplace Behaviour 15
	5.19 First Aid 16
	5.20 Parking 16

	Appendix 1 – Site Booking & Induction Process Flowchart 17
	Appendix 2 – Site Rules 18
	Appendix 3 – Site Evacuation Plan 20
	Appendix 4 – Emergency Procedures 21
	Appendix 5 – Emergency Services 22
	Appendix 6 – Appropriate Workplace Behaviour 23
	Appendix 7 – Site Induction 25
	Appendix 8 – Induction Checklist 26
	Appendix 9 – SWMS Template 27
	Appendix 10 – Internal Incident Report Form 28
	Appendix 11 – RAN Track Access Form 29
	Appendix 12 – Schedule of Rates 30
	1. Facility Overview
	1.1 Location and Facilities

	2. References
	3. Compliance with the RAN Policy, Procedures and Directions
	3.1 Stakeholder Engagement

	4. Booking Facilities at RAN
	4.1 Becoming a User
	4.2 Room and Facility Bookings
	4.3 Confirmation of Booking
	4.4 Conditions of Booking
	4.5 Cancellation of Booking
	4.6 RAN Support Officer Information

	5. Conditions of use of the RAN
	5.1 Use of Training Rooms / Facilities
	5.2 Hire Fee
	5.3 Induction
	5.4 Site Evacuation Plan
	5.5 Utilising Training Sectors
	5.6 Access to Sectors
	5.7 Safety Documentation for Practical Training
	5.8 User Competence
	5.9 Use of RAN Assets
	5.10 Hot Works
	5.11 Tools and Equipment
	5.12 Plant and Machinery
	5.13 Road Rail Vehicles and Track Vehicle Operator Training
	5.14 PPE and Clothing
	5.15 Keys
	5.16 Managing Incidents
	5.17 IT Facilities and Use
	5.18 Appropriate Workplace Behaviour
	5.19 First Aid
	5.20 Parking

	Appendix 1 – Site Booking & Induction Process Flowchart
	Appendix 2 – Site Rules
	Appendix 3 – Site Evacuation Plan
	Appendix 4 – Emergency Procedures
	Appendix 5 – Emergency Services
	Appendix 6 – Appropriate Workplace Behaviour
	Appendix 7 – Site Induction
	Appendix 8 – Induction Checklist
	Appendix 9 – SWMS Template
	Appendix 10 – Internal Incident Report Form
	Appendix 11 – RAN Track Access Form
	Appendix 12 – Schedule of Rates

