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1. Introduction  

This chapter details Estate & Infrastructure Group’s (E&IG) responsibilities regarding record keeping 
requirements applicable to High and Medium Risk Plant managed by Estate & Infrastructure Group, in 
accordance with Regulation 743(1) of the Work Health and Safety Regulations 2011 (Cth) (WHS 
Regulations) and the Comcare Minute Defence Plant Joint Special Licence (JSL) and associated Schedule 
1 – Licence Conditions. 

2. Purpose 

The WHS Regulations require that all records relating to an “Item of plant requiring registration” must be 
kept for the life of a plant item. 

This chapter provides guidance on the required records and instructions on how to manage and store this 
information to make it easily retrievable during an audit by the Regulator. 

E&IG has engaged Estate Maintenance and Operation Service (EMOS) Contractors to undertake 
maintenance and management of the Estate. The EMOS contractors are responsible for ensuring the E&IG 
RP records are accurate, up to date and stored in Objective or NSIMS. 

3. Scope 

This chapter provides details on the types of records which must be kept, including guidance on the correct 
format and type of information to be contained on each record and instruction on where the record is to be 
stored. Compliance with this instruction will result in a continuous and complete record of the registration, 
maintenance and disposal of a Registrable Plant (RP) item as required under the WHS Regulations.  

4. Process 

The records relating to an RP plant item can be stored in three different ways: 

 Documents are to be scanned and uploaded to the DEIS (Objective or NSIMS) as 
described in Chapter D – DEIS Information, applicable to all RP items. 

 Information is to be recorded in applicable field in GEMS as described in Chapter D 
– DEIS Information, applicable to all RP items. 

 Documents (required in hard copy) are to be placed in a file dedicated to an RP plant item, 
applicable only to those items listed in Part 2, Schedule 5 of the Regulations 2011 (High Risk 
Plant items). 

To achieve the requirement of providing a complete record of the registration, maintenance and 
disposal of RP plant, all records must be filed and stored as listed in Table 1 as a minimum. 

 

 

 

 

 

 

 

 

 

 

 

 
 

https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterDDEISInfo.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterDDEISInfo.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterDDEISInfo.pdf
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Record Type 

Where Stored 

    Objective 
or NSIMS 

GEMS 
Hard Copy File 

(for RP Plant Part 
2 only) 

Design registration certificate     

Commissioning and Maintenance 
Inspections as required by Australian 
Standards     

Risk Assessments     

Hazard Level Calculations (for Pressure 
Vessels) 
 

 
 
 

    

Modification History     

Manufacturer’s specifications and user 
manuals     

Records of other checks, tests, 
maintenance and cleaning which may 
have occurred. 



(if required by AS) 
   

Information, instruction and training 
provided to workers using the plant item     

Competencies of operators     

Table 1 Types of records and method of storage for RP Plant 

 

Types of record listed in Table 1 are described in greater detail in the following section. 

 

4.1  Types of Records 

4.1.1 Design Registration 

If Defence has applied for the Registration of a plant item, the Design Registration Certificate for the 
plant item must be filed and stored as described in Table 1. Refer to Chapter G – Registration of plant 
of this Technical Instruction for further details. 

If the installing contractor or manufacturer has applied for the Registration of a plant item, the Design 
Registration Information must be provided as part of the Operation and Maintenance manuals 
provided for the plant item. The Design Registration Information for the plant item must be filed and 
stored as described in Table 1. 

If a new Design Registration Number is required for a modified item of plant, the new Design 
Registration Certificate for the plant item must be filed and stored as described in Table 1. 

Under the WHS Regulations if Plant was designed prior to 1 Jan 1996 (or 1 Jan 2013 for Lifts, 
Escalators & moving walkways), design registration is not required. Evidence that the plant item was 
designed prior to the applicable date must be filed and stored in place of the Design Registration 
Certificate. The evidence that the plant item was designed prior to the applicable date must be 
collated into a single document with a cover page stating the following: 

“Plant item ##### has been assessed as having been designed prior to 1 Jan 1996 and 
therefore the requirement to have the Design registered does not apply. This assessment is 
based on the evidence listed below and attached to this statement" 

The statement should be signed by both the Estate Maintenance provider and an E&IG 
representative and must be filed and stored as described in Table 1. 

If the plant item was installed or commissioned prior to the applicable date, then by default it must have 
been designed prior to this date. Acceptable evidence to support this determination can be in one of 
the following: 

https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterG-RegistrationofPlantDesign-DEPU%20Review.pdf
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 Evidence such as a report showing that the date of installation was prior to 1 Jan 1996 or 1 
Jan 2013 as applicable, or 

 Commissioning inspection report dated prior to applicable date, or 

 A statutory declaration by a competent person (eg Inspector) stating that they have 
assessed the plant as being designed prior to the applicable date. 

All of the above listed evidence must be directly linked to the plant item with information such as 
make, model and serial number. 

 If the plant item was installed or commissioned after 1 Jan 1996, it is still possible that the plant 
item was designed prior to 1 Jan 1996. Acceptable evidence in this instance is one of the 
following: 

 Manufacturer’s data sheets showing the design date as prior to applicable date, 

 A statement from the manufacturer that the plant item was designed prior to the applicable 
date, or 

 If there was no means of locating manufacturer’s evidence, a statutory declaration by a 
competent person assessing the item was designed prior to the applicable date. 

All of the above listed evidence must be directly linked to the plant item with information such as 
make, model and serial number. 

 If evidence of design prior to 1 Jan 1996 cannot be obtained, a Design Registration Number must 
be obtained for the plant item or the plant item must be decommissioned and replaced with a 
plant item that has a Design Registration Number. Refer to Chapter G – Registration of plant 
Design of this Technical Instruction for further details on design registration and Chapter F - 
Introducing New, Replacing, Altering, Relocating or Decommissioning Plant for details on 
decommissioning  of plant items. 

 

4.1.2 Commissioning and Maintenance Inspections 

Chapter H – Identification and application of appropriate standards of this Technical Instruction 
provides guidance on the identification of appropriate commissioning and maintenance activities and 
frequencies for various types of plant. All inspection certificates outlining the commissioning and 
maintenance activities and results for a plant item must be filed and stored as described in Table 1. 

It is essential that inspection certificates are formatted correctly so that accurate information on each 
item is captured to ensure the requirements of the WHS Regulations are met. Inspection certificates 
must include all information as specified by the relevant Australian Standards including type of 
inspection being undertaken, that is Internal or External. 

The following statement must be included on all inspection reports for items of RP plant: 

“Based upon the in-service inspection on the day this item of equipment has been maintained in 
a safe condition and is safe to operate, provided that the use of this item of equipment 
remains consistent with current operating parameters.” 

Note that in addition to the information required by Defence Safety Manual (SafetyMan), pressure 
equipment must comply with AS 3788 Pressure Equipment – In Service Inspection which details 
within Appendix K an informative example inspection report for pressure vessel and boilers and 
Appendix P for pressure relief valves. The examples contained in the AS 3788 specify the required 
information to be included and recorded on each inspection report. 

4.1.3 Risk Assessments 

All Risk Assessments completed for an item of plant must be filed and stored as described in Table 1. 
Chapter I – Risk Assessments of this Technical Instruction provides guidance on when a risk 
assessment is required. 

4.1.4 Hazard Level Calculations (for Pressure Vessels) 

Chapter H – Identification and application of appropriate standards of this Technical Instruction 
provides guidance on undertaking Hazard level calculations.  

Handwritten sheets or printouts of the Unfired Pressure Vessel Macro calculation for a plant item 
must be filed and stored as described in Table 1. 

https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterG-RegistrationofPlantDesign-DEPU%20Review.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterG-RegistrationofPlantDesign-DEPU%20Review.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterFModiyfingRelocorDecomPlant.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterFModiyfingRelocorDecomPlant.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterHIdentificationandApplicationofAppropriateStandards.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterIRiskAssessment.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterHIdentificationandApplicationofAppropriateStandards.pdf


Chapter E – Record Keeping Requirements V2.1 – August 2020 6 

4.1.5 Modification Records (Comcare Form) 

If the process in Chapter F - Introducing New, Replacing, Altering, Relocating or Decommissioning 
Plant of this Technical Instruction requires the submission of the Comcare “FORM WHS - Application 
for Registration of an Item of Plant”, the completed form must be filed and stored as described in 
Table 1 for “Other check, tests, maintenance and cleaning”. 

4.1.6 Other checks, test, maintenance and cleaning 

Any records of checks, tests, maintenance and cleaning which may have occurred, outside the strict 
requirements of the statutory requirements, for an item of plant, must be filed and stored as described 
in Table 1. These records may include preventative checks, repairs or cleaning of the plant. 

 

4.2 Hire Plant 

This applies to all hire plant that is maintained by either the owner of the plant or Defence. 

Where Defence is not responsible for the maintenance of the hired plant, records from the owner 
of the plant must be obtained and stored as described in Table 2. 

The records relating to an RP hire plant item can be stored in two different ways: 

 Scanned in and uploaded on to the DEIS as described in Chapter D – DEIS Information 

 Stored in hard copy by being placed in a file dedicated to an RP hire plant item 

To achieve the requirement of providing a complete record of the registration, maintenance and 
disposal of RP plant, all records must be filed and stored as listed in Table 2. At the end of the hire 
period a copy of all records must be provided to the owner of the plant. 

 
Table 2 Types of records and method of storage for Hire Plant 

 

 

Record Type 

Stored in 

DEIS (for all RP Plant) Hard Copy File (for 
RP Plant Class “WHS 

Part 2” only) 

Evidence of Design Registration    

Evidence of Registration    

Evidence of Commissioning and Maintenance    

Inspections   

Risk Assessment    

Evidence of other checks, tests, maintenance and 
cleaning which may have occurred   

Manufacturer’s specifications and user manuals 
  

Information, instruction and training providers to 
workers using the plant item   

Competencies of operators 
  

 

5. Handover of Maintenance Records 

Maintenance inspection intervals for RP plant items can extend beyond current maintenance contract 
terms, up to 12 years for some pressure equipment and 10 years for some cranes. The Estate 
Maintenance provider may change a number of times during this interval. To provide a complete, 
auditable record for each plant item, it is essential that all information relating to the plant item is 
stored in accordance with this instruction so it can be passed on to each new Estate Maintenance 
provider. 

To facilitate this transfer of information, all relevant information regarding a plant item must be kept 
both electronically on the DEIS and in a hard copy file. The hard copy file must be provided to a new 

https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterFModiyfingRelocorDecomPlant.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterFModiyfingRelocorDecomPlant.pdf
https://www.defence.gov.au/estatemanagement/Governance/Policy/EngineeringMaintenance/Other/RegistrablePlant/ChapterDDEISInfo.pdf
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Estate Maintenance provider on change of contract. The contents of the DEIS and the hard copy files 
must be as complete and up to date as practicable at the time of handover. This will require a 
coordinated approach between the Estate Maintenance provider and E&IG. Full details of how this 
transfer of information will be managed must be articulated in both the Transition In plan of the 
incoming contractor and the Transition Out plan of the outgoing contractor. Sign off and successful 
completion of this element will be required prior to contractors being given sign off of their transition 
activities. 


