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Tips for using this Services Catalogue

What is a sitting day?

Someservices listed in this Services Catalogreeprovided on a different basis dependimgwhether it is a sitting day or a
non-sitting day.

In general, a sitting day is a day on which either or both of the hoofsBarliament ae sitting.

However, some services may be available dsitiing day basis when neither house is sitting but the Senate Legislation
Committees are holding estimates hearings. Whether an estimates hearing day is being treated as a sitting day should be
checked with the contact person for the service concerned.

How to use the location information

For some services, the Services Catalagues information that uses letters and numbers to identify particular locations, as
follows;

S, R, M and N identify the wings of the building:
S = Senate Wing (west side of the building)
R = House of Representatives Wing (east side of the building)
M = Ministerial Wing (south side of the building)
N = mainly public areas (north side of the bui@in
B, G, 1 and 2 identify the levels of the building:
B = Basement
G = Ground Floor
1 = First Floor
2 = Second Floor.
So, for example:
2R3 is Committee Room 3 on the second floor of the House of Representatives side of the building;
S 1 115 is suite 11dn the first floor of the Senate side of the building.

Appendix 1 contains maps of the ground floor, first floor and second floor of the building, showing particular points of
interest.



Emergencies in Parliament House

Parliamentary Security Operations Room

For all accidents/injuries/emergencies at Parliament House, call the Parliamentary Security Operation®80&hon (02)
6277 7L17. The PSOR operates 24 hours a day, 7 dagela All Operations Room staff dtaly briefed to handle
emergencies.

Accidentsinjuries

AlluniformedParliamentary Security Service staff are trainefirst aid.

Fire and other emergencgvacuation arrangements

The fire and emergency evacuation systems for Parliament House have been designed to protect alldmeilgiagts in
the event of fire or other emergency. Responsibility for the control and coordination aEponse to any emergency in
Parliament Hous rests with the Chief Warden. Emergency and evacuatimngements are managed from the PSOR.

In the event of an emergency likely to require a building evacuation, alert and evacuation alarmssailhided over the
building Emergency Warning and Intenemunication System (EWIS). These alarmsdanmtified as follows.

Alertt intermittent 6BEEP
Evacuate continuous oscillating@?WHOOP WHOGP

Action on evacuation

When andalerté alarm is sounded, you should place all documents in a secure, glaltect personaproperty in the
immediate area and remain there until directed by a fire warden or unless the evacuation tone sounds.

When andevacuatiorg alarm sounds, staff and otheubding occupants should procegda the nearest emergency exit to
the designated assembly area for the zone.

Bomb threat

All bomb, chemical, biological and radiological threats received should be treated as genuine in the firseirRlaase
refer to the Parliament House Emergency Incident Ready Reference Guide for a checklist to fobdhevdaill is in
progress.

If possible, report the call immediately to the Parliament House Security Operations Room on (02) 6277 7117 whilst
maintaining contact with the caller. Activate the malicious call trace function (see below) on the telephone handset.

Threatening or malicious calls

The Parliament House telephone system has a malicious call trace @dgability. In the event of a threatening or

malicious call and wiglthe caller is still on the line, press the MCT button on the Alcatel handset, make a note of any caller
line identification and replace the handset. Contact the Parliament House i§eOperations Room immediately on (02)

6277 7117 and fill in théThreatening Telephone CalCheck Listform which is available dhe following link:
http://clstipsheets/Alcatel%20PDF/Alcatel%2620Threatening%20Calls%20MCT%20feature. pdf

If you press the MCdccidentally, ndurther actionis necessaryThe call will be loggdout without a formal request for
investigation, no action will be taken.

Unattended or suspect items

Any unattended or suspect item should be reported immediately to the Parliamentary Security Operation$F&ioR) on
(02) 6277 7117.

Branch HeadExecutive Responsibility)

Assistant SecretarBuilding Services
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2020 Support Desk Information Technology,
Broadcasting and Hansard

Servicelnformation

DPS, through the 2020 Support Desk (2020), provides the first point of contactdierits forcomputing, broadcasting and
Hansard services.

2020 provides assistance either by telephone, emalil, site visits enallfpublications:

1 site visits in Parliament Houséll be madewhere the matter cannot be resolved over the telephone; and

1 selfhelppublications such as tip sheets, flyers and other promotional information to complement training and support
services.

Notes

1. 2020 is unable to assist clients with telecommunications requests. Clients are advised to contact the Telephone Support
Help Deslon 6277 5678

2. Support for equipment does not include maintenance of other office equipment (such as photocopiers, fax machines etc.),
which should be reported to the departmental contact.

3. Senators and Members seeking new or additional equipment for Beiiament House office should contact the Usher of
the Black Rod or the Serjeaat-Arms respectively. Other customers should contact their departmental IT coordinator.

Availability

2020staff are available as follows:
Sitting days Nonssitting days Public Holidays
Mon 8.00 ang8.00pm Daylight saving As advised
Tue 8.00 ant8.00pm Mon to Fri8.00 ant8.00 pm

Wed  8.00 ang8.00pm These hours of operation are subject tg

Non-daylight saving change. Changes will be advised to
"E:u 288 ::(Fg.lg(?grr:(daylight Mon to Fri 8.00 amg7.00 pm clients via20200nline
saving)
8.00 ang7.00pm (nondaylight
saving)

After hours support

Limited support iavailable to Senators, Members and their staff outside the above hours via arhafies orrcall support
arrangement.

NOTEWhen 2020 is unattended, a recorded message will be played followed by the sitistay on the lineandto be
diverted to the oncall officer orto leave a voice message.

Site visits
Site visits will be dependent on available resources at the time of the request
Customers

This service is provided to the following customers:

1  Senators, Members and their staff
1 Parliamentary departmerstaff
1 All other PCN users

Accessing th&ervice

2020 is the first point of contact for all enquiries relating to computing, broadcastingdandard services.

Pagell
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Contact

New/additional IT items-Senators
Information Technology

Phone: (02) 6277 3652 or (02) 6277 5770
Fax: (02) 6277 3678

New/additional IT itemg Members
Information Systems and Publishing
Phone: (02) 6277 4191

Fax: (02) 6277 8519

Support Enquiries

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email dps2020@aph.gov.au

Service Provider
Client Support

Charges

There are no charges to customers for this service.

Service Level

All calls to 2020 arallocated a priority based on impact
(number of users affected) andgency (as identified
with the customer). Calls will then be responded to
within the following resolution service levels:

91 Prioritylt Immediate: twohours;

91 Priority 2 High: fourhours;

1 Piiority 3t Medium: eighthours; and

91 Priority 4 Asagreed with the customer.

Pagel2

Related Services

Telephone help desk

Branch HeadExecutiveResponsibility)

AssistantSecretary, Infrastructure Services

Related Documents

There are no documents related to tlkelivery of this
service.
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Access to the parliamentary computingetwork (PCN

Service Information

All users of the parliamentary computing network (PCN) must be registeith a unique user name and password to
enable network access.

Registration provides access via a parliamentary desktop workstation or notebook computer to the OraOificBen
computer platform, which is thet NX A | Y Sy {i(Epiputing) bpgra&timgdRironment and is based on the Microsoft
operating system anilicrosoft Office Profesional suite of applications (ie Word, Excel, Outjook

OneOffice also provides access to a wide range of networked parliamentary services, gncludin

1 Parliamentary email, calendar and personal contact services (via Outlook);

1 Specific departmental applications, such as personnel systems, etc.;

1 Internet services, includinigternet access and internet email;

f Corporate applications such as Parli&archdatabases, AAP News system O dzLJ y ri; NetviorkedB O
printer and shared workgroup filgervicesvhich for Senators, Members and their staffill include access to a
Parliament House workgroup share and an electoratéice share. Note: While electorate dfice and Parliament
House shares are available from both locati@tzess is quiker from the local location ie, access to files on a
Parliament House workgroup share will be quicker in Parliament Housertliaa electorate office); and

1 ElectronidVledia Monitoring Service (EMMS) for Senators, Members and their staff and approved parliamentary
department staff.

Availability
The PCN may be accessed 24 hours a day, 7 days a week (excluding dowrgohedoled maintenance).
EMMS is only\ailable to authorised users and can be arranged through the 2020 Suppor{ZD2€R.

Remote access to the PCN is also abhslto authorised users see Provision of remote access to the PCN service.

Customers
This service is provided to the following tarsers:

I Senators, Members and their staff
1 Parliamentary department staff
T  All other PCN users

Accessing the Service

2020 is the first point of contact for all general enquiries pertaining to access to the PCN, including assistance with
passwords.

For a newSenator or Member, initial registration will be organised by staff of the relevant chamber department.

Note: Senators and Members may have access to two electronic mailboxes for their internet email accounts linked to the
PCN. One account will be a persbaecount ie not publicised) and the other account will be the office account and as
such may bepubliclyadvertised Requess for a second (private) mailbox should be directed to 2020.

Staff ofa Senator (including electorate office staff) and Departmeithe Senate stafhould contacthe Senate IManager
Assistant Director Information and Technologgarding new or modified access to the PCN. Fuitifermation is available
on the Senate intranet

Staff of a Member (including electorate office staff) and DepartmeitheHouse oRepresentatives staff should contact
Information Systems Section regarding newrmdified access to the PCN. Further information is available oHdlse of
Representatives intranet

Pagel3
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Contact

General Enquiries

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700
email:dps2020@aph.gov.au

PCN Account EnquiriesSenators and Staff and
Department of the Senate

Information Technology
Phone: (02) 6277 3652 or (02) 6277 5770
Fax: (02) 6277 3678

PCN Account EnquirredMembers and Staff and
Department of the House of Representatives

Information Systems and Publishi@dfice
Phone: (02) 6274388
Fax: 6277 8519

PCN Account EnquiriesAll other users 2020 Support Desk

Phone: (02) 6277 2020
Fax: (02) 6277 5700
email:dps2020@aph.gov.au

Service Provider

Computing Services

Charges

Thereare no charges to customers for this service.

Service Level

Requests for registration of a new PCN user will be
processed within one working da&y receipt by DPS.

Pagel4d

Related Services

Parliamentary Computinetwork security

Remote access to the PCN

Branch HeadExecutive Responsibility)

Assistant Secretary, Infrastructure Services

Related Documents

Australian Government Protective Security Manaiadl
Australian Governmeninformation Communicabns
Technology Security ManudSM)
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Airconditioning

Service Information

Theairconditioningsystem in Parliament House operates between 22 and 24 degrees C when it is engaged. In suites that
have local electronic controls fitted, the occupant @djust the temperature within a limited range. The occupant can
turn on theairconditioningfor that suite outside normal occupancy hours. Please note that the system takes a few minutes
to start operating.

Availability

Theairconditioningsystem operates automatically during the following times:
1 Sitting Days 6.15 anmt 11.45 pm (Mon Fri
1 Nonsitting Dayg 6.15 ant 7.00 pm (Mon Fri)

Note: There are some areas in Parliament House wheratremnditioningruns 24hours per day7 days a weekeg
computer rooms) or at times outside those indicated above where it is knowrtliees will be peoplepresenton the
weekend (egublic aras, public café and kitchens

Where local controls have been installed, tieconditioningmay be operated manuallyutside of these hours. For further
information refer toAppendix 2Parlianent House IndividugRoom Control Thermostat Operating Instructions

Customers
This service is provided to the following customers:

1  Senators, Members and their staff
1 Parliamentary department staff
1 All other occupants of Parliament House

Accessing th&ervice

Enquiries regardingirconditioningshould be directed to the appropriate Departmenggrvices Office.

Contact

Ministers Department of the Senate
Ministerial Wing Support Unit Office of the Usher of thel&k Rod
Phone: (02) 6277 6088 Phone: (02) 6277 3500

Fax: (02) 6277 7333 Fax: (02) 6277 3000

Senators Press Gallery

Office of the Usher of the Black Rod Office of the Usher of the Black Rod
Phone: (02) 6277 3500 Phone: (02) 6277 3500

Fax: (02) 6277 3000 Fax: (02) 6277 3000

Members All other occupants of Parliament House
Office of the Serjearat-Arms Maintenance Services Help Desk
Phone: (02) 6277 4889 Phone: (02) 6277 5045

Fax: (02) 6277 4204 Fax: (02) 6277 5444

Department of the House of Representatives

Office of the Serjearat-Arms

Phone: (02) 6277 4889

Fax: (02) 6277 4204

Related Services

There are no other services in the catalogue which are
related to this service.

Branch HeadExecutive Responsibility)

Assistant Secretary, Infrastructure Services

Service Provider
Maintenance Services

Charges

There are no charges to customers for this service.

Service Level
The target temperature foairconditioning when Related Documents
operating, in Parliament House is@22 degrees C.
Priority is given to service calls for temperatures outside
this range.

Information Circular 2007/13 to building occupants

Pagel5
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Audio visual equiment loans

Servicelnformation

DPS provides equipment on short term loan. This includes:

televisions;

VCRand DVIplayers;
CDlcassette players; and
data projectors.

=A =4 =4 =2

These services are provided throughaol of DPS owned equipmetior parliamentary eventr through a commercial
provider under an Audio Visual Mullise Lis{for nonparliamentary events)

Note: For Senators and staff of the Department of the Senaten equipment is unavailable from DPS some equipment
including data projectors, televisions, VCR/DVD players may be available from the Office of the Usher of the Black Rod.
Availability

Short term loans of audio visual equipment are available as follows:

1  Sittingt during parliamentary sitting hours
1  Nonsittingt 8:00am until 800pm

Provision of this service is subject to parliamentary sittings and resource availdloititys will generally be for a period of
less than one week.

Services provided under the dio Visual MultiUse List are in accordance with the commercial terms of each service
provider.

Customers

This service is provided to the following customers:
1 Senators, Members and their staff
1 Department of the Senate

1 Department of the House of Represeritegs
1  Other occupants of Parliament House

Accessing th&ervice
2020 Support Desk is the single contact point for this ser@oetact may be made via telephone, fax or email.

Parliament House Catering (Intercontinental Hotels Group) is the contact fooitite Audio Visual MukiUse List where the
serviceis being booked as part of a catered or reatered function.

Contact

DPS Loan Equipment Audio Visual MultiUse List

2020 Support Desk Parliament House Catering

Phone: (02) 6277 2020 Phone: (02) 6277 5309 or (02) 6277 5378
Fax: (02) 6277 5700

email:dps2020@aph.gov.au

Service Provider ParliamentHouse

Broadcasting Content Service Category

Charges Broadcasting

Charges apply to neparliamentary events. Branch HeadExecutiveResponsibility)
Charges will be aged with the client prior to Assistant Secretary, Content Management

confirmation of scheduling the service Related Documents

Service Level DPS Operating Policies and Procedures NolZge of the
There is no specified service level for this service. Parliament House facilities for functions and events

Related Services
Audio visual support for special events held within
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Audio visual services the Theatre

Servicelnformation

DPS provides audio visual equipment and staff to support parliameatatyhonparliamentaryevents inthe Parliament
House Teatre.

Note: Bookings ofhe theatre are arranged through Facilities Management.

Availability
Sittingt during parliamentary sitting hours
Nonssittingt 8:00anm 6:00pm

Provision of this service sabject to parliamentary sitting and resource availahility

Customers
This service iprovided to the following customers:

Senators, Members and their staff
Parliamentary department staff
Government departments

Media

Members of the public

= =4 =4 =4 =

Accessing th&ervice

2020 Support Desk is the single contact point for this ser@oetact may benade via telephone, fax or email.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider Service Category

Broadcasting Content Broadcasting

Charges Branch HeadExecutiveResponsibility)
Charges apply to neparliamentary events Assgstant Secretary, Content Management

Charges will be agreed with the client prior to Related D t
confirmation of scheduling the servideformation on elate ocuments

charges can be obtained through the 2020 Support Desk.  pps Operating Policies and Procedures Nol2ge of the
Parliament House facilities for functions andents

Service Level

There is no specified service level fhistservice.

Related Services

Audio visual support for special ewsrheld within
Parliament House

Broadcasting services in Parliament House for external
organisations, includingovernment departments

Use of function facilities in Parliament House
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Audio visual support for special events heldthin
Parliament Hous

Servicelnformation

DPSan coordinateaudio visual equipment and staff to support functions, meetings, semuadsspecial events held
within Parliament HouseService may include the provision of:
1 sound reinforcement;
lecterns;
radio microphones;
TVs, DVD and VCR players
data/videoprojectors and overhead projectors;
screens; and
video and audio recording.

These services are provided through a pool of DPS owned equipment (for parliamentary events) or through a commercial
provider under an Audio Visual Multise List (for noparliamentary events).

=A =4 =4 -4 -4 4

Note: Bookings of Parliament House venues are arranged through FadMéiesgement. Bookings of committee rooms are
arranged through the offices of thdsher of the Black Rahdthe Serjeantat-Arms.

Availability

Audio visual services pvimled under the Audio Visual Multise List are provided in accordance with the commercial terms
of each service provider.

Short term loans of audio visual equipment are available as follows:

1  Sittingt during parliamentary sitting hours
1  Nonsittingt 8:00amt 6:00pm

Provision of this loan service is subject to parliamentary sittings and resource availability. Loans will generallypbgddr a
of less than one weelRrovision of the DPS loan service is subject to parliamentary sittings and resourceilétyailab

ThisDPS loaservice relates to parliamentary business only and does not include departmental sponsored conferences,
launches, announcements etc. Government departmentsexternal clients are able to access Broadcasting Content services,
for which appropriate charges will be applied ($8roadcasting services for external organisations, including government
departmentsy).

Customers
This service is provided to the following customers:

Senators, Memberand their staff
Parliamentary department staff
Government departments
Media

Members of the public

=A =4 =4 4 =

Accessing th&ervice

Parliament House Catering by Intercontinental Hotels Group will confirm audio visual requirements with the client at the
time of bookingand where necessary will make the necessary arrangements directly with the service provider on the Multi
Use List.

Where equipment is being provided through the DPS loan pooR@2® Support Desk is the contact poi@bntact may be
made via telephonefax or emailProvision of sefigce is by negotiation and ondirst in, first served basis. Three days
notice is preferred to book this service.
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Audio Visual MultiUse List

Parliament House Catering by Intercontinental Hotels
Group

Phone: (025277 5309 or (02) 6277 5378

DPS Loan Equipment

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700
email:dps2020@aph.gov.au

Service Provider

Facilities

Charges

Charges may apptiepending on the nature of the event
and the degree of involvememif DPS staff.

Charges will be agreed with the client prior to
confirmation of the scheduling of the service.

Service Level

There is no specified service level for this service.

Related Serices

Audiovisual services in the theatre

Broadcasting services in Parliament House for external
organisations,ricluding government departments

Service Catalogue

Facilities

Branch HeadExecutiveResponsibility

Assistah SecretaryBuilding Services

Related Documents

There are no documents related to the delivery of this
service.
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Backupand restoration of network dataon Parliament
House file servers

Service Information

DPShasregularsystem maintenance to ensure that all system dadi files on all network resources avacked up on a
timely basis to providéull system recovery in the event of computer failure, theft, or disaster recovery.

Note: This service relates to networked resources only, such as workgroup shares and centralised mailboxes. Users are
responsible forll data stored on the local hard dridesktop, USB thumb drives and notebook computers. Tip sheets are
available on:

1 copying data to CD/DVior parliamentary desktop PC users; and

1  backing up notebook datfr parliamentary notebook users.

Availability
Network information is backed up as follows:

1 afull backup is undertaken once per week (the day on which this happens varies for each network and mail server); and
1 anightly differential backup is undertakerie between each full backup, only data which has changed on the particular
server will be baakd up.

Typically full (weekly) backupapes of Outlook data (email gtare held for three months and full (weekly) backup tapes of
shared workgroup data are held for four months. Differential (daily) backup tapes are kept for one month.

Note: As backupsre undertaken each night, files which are created amared workgrouanddeleted on the same day
may not be backed up.

Customers
This service is provided to the following customers:

1  Senators, Members and their staff
1 Parliamentary department stafénd
1 All other PCN users

Accessing th&ervice

2020 Support Desk is the first point of contact point for matters relating to backupesadery (including requests for
restoration of data) of networked data.

While thisserk OS Ol y Ay Of dzRS NBO2JSNE 2F AYRAQGARdzZ f dzaSNBQ RIGF

1 the nature of the data to be recovered;
1 the amount of time it will take to meet the request; and
1 the sitting pattern and availability of resources.

Contact
All Customers

2020 Support Desk
Phone: (02) 6277 2020
Fax: (02) 6277 5700
email: dps2020@aph.gov.au
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Service Provider

Computing Services

Charges

There are no charges to customers for thésvice.
Service Level

Requests for restoration of data will be undertaken
within one working day of théodgementof the
request subject to the amount of work required to
meet the request and the availability of resources.

DPS Services CataloguSeptember 2010

Related Services

There are no dter services in the catalogue which are
related to this service.

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructurer@ees

Related Documents

There are no documents related to the delivery of this
service.
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Backup and restoration of network data on electorate
office file servers (EOFS)

Service Information

Fordisaster recoverpurposes DPSn behalf of DoFDndertakes regulabackups oflata onElectorate Office File Servers
(EOF$

Availability

Information is backed up as follows:

1 Each day of the weekdFSlata is automatically backed up to Parliament House overnight.

1 Backups areincremental and only files that have changed since the last lpaakei backed up.

1 Open files, files over 1GB in size and movie files are also not backed up. File extensions not balskdéuciyre
.avi, .fts, .gho, .gid, .imgso, .m4a, .m4v, .mp3, .mpegapg, .pqi, .tmp, .vob, .wma

1 Typically data backed up froBectorate Office File Serveis held for 60 days.

Note: As backups are undertaken each night, files which are created and subsequently deleted on the same day may not be
backed up.

Customers

This service is provided to the following customers:

1 SenatorsMembers and their staff.

Accessing th&ervice

2020 Support Desk is the first point of contact for matters relating to backup and recovery of EOFS data.

2 KAtS GKAA aSNBAOS Oy AyOfdzRS NBO2QOSNE enfonA Yy RAGARdzZ £ dz
1 the nature of the data to be recovered,;

1 the amount of time it will take to meet the request; and
1 the sitting pattern and availability of resources.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider Related Services

Computing Services There are no otheservices in the catalogue which are
related to this service.

Charges

: : Service Category
There are no charges to customers for this service.

IT Infrastructure

Service Level

. Branch HeadExecutive Responsibility)
Requests for file restores fro®enators, Members or

Electorate Office staff will be undertaken by DPS within Assistant Secretary, Infrastructure Services
one working day of lodging the request, but is subject to
the amount of work required to meet the request and Related Documents

the availability of resources. ] )
There are no documents related to the delivery of this

service.
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Broadcasting services in Parliament House for external
organisations including government departments

Servicelnformation

DPS provides the following production services for external organisations oHarfeervice basis:

radio and television production;
video and audio productions;

audio visual support;

video and audio editing facilities; and
video and audio copyin

= =4 =4 -4 4

Availability

Provision of this service is subject to parliamentary sittings and resource availability.

Note: Bookings of Parliament House venues are arranged through Fablldiesgement. Bookings of committee roormie
arranged through the Officef the Usher of the Black Rahdthe Office of theSerjeantat-Arms

Customers
This service is provided to the following customers:

Government departments
Media

External Agencies
Members of the public

= =4 =4 =

Accessing th&ervice

2020 Support Desk is the singlentact point for this service.

Contact may be made via telephone, fax or email.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700
email:dps2020@aph.gov.au

Service Provider

Broadcasting Content

Charges

Charges will be agreed with the client prior to
confirmation of the scheduled of theervice.

Service Level

There is no specified service level for this service.

Related Services

Audio visual services in the theatre

Audio visual support for special events held within
Parliament House

Branch HeadExecutiveResponsibility)

Assistah Secretary, Content Management

Related Documents

There are no documents related to the delivery of this
service.
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Building repairsand maintenance

Service Information

DPS is responsible for all repairs and maintenance, and all engineering servicesagecmédgioning lighting, hydraulic

services, movement systems, elevators and waste disposal in Parliament House.

Note: This service covers repairs and maintenance on existing building servicdsemdot cover upgrade or
modification {e. requests for new installations anodifications).

The allocation of accommodation within Parliament House is managed byahmamentary departments in
respect of Senators, Members and parliamentary staff and by the Ministerial Wing Support Unit in respect of ministerial

accommodation.

Availability

The service is available 24 hours a day, 7 days a week; howevehaiditesrequirementsare met by orcall staff having

regard to the urgency of the issue.

Customers

This service is provided to the following customers:

1  Senators, Members and their staff
1 Parliamentary department staff
1 All other occupants of Parliament House

Accessing thé&ervtce

All requests for building repairs and maintenance, inclug@imgonditioningmaintenance should be made to the appropriate

contact

Gontact

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 6277 7333

Senators
Office of the Usher fathe Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204

Department of the Senate
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Department of the House of Representatives

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

All other occupants of Parliament House

Maintenance Services Help Desk
Phone: (02) 6277 5045
Fax: (02) 6277 5444

Service Provider
Maintenance Services

Charges

There are no charges to customers for this service.

Service Level
There is no specified service level for this service.

Related Services

There are no other services in the catalogulgich are
related to this service.
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Assistant Seetary, Infrastructure Services

Related Documents

BEPCON Legislation
Workcover Legislation
ACT 2000 Gas Act
Hazchem Legislation
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Car parkingn Parliament House . dzA f RAy 3 2 00Od
authorised parking

Servicelnformation parking facilities

Car @rking is available for Senators and Members, their staff, staff of the parliamentary departmensegseGallery,
licenseesand authorised visitors.

Access to the following nepublic parking areas is available to authorised pass holders only:

1 Senatoréand Memberstar park;

Senate underground car park;

House of Representatives underground car park;
Ministerial Wing underground car park; and
Melbourne Avenue car parks.

= =4 =4 =

Parking for people with disabilitieSeedCar parking in Parliament Hous®isabled parking

Availability

Senate underground car park
Restrictedparking - Members of Parliamenbnly
Some spaces on Level 1 and Level 2 are reserved for specified building occupants

1 Senators;

Clerk of the Senate;
Deputy Clerk of the Senate;
Secretary, DPS; and
Deputy Secretary, DPS.

= =4 =4 =2

Other Authorised Parking
The remaining car, motorcycle and bicycle spaces on lévklsre available for use by:

I Senators and their staff;

1 parliamentary pass holders;

1 Press Gallery members; and

1 authorised visitors by prior arrangement.

House of Representatives undergnod car park
Restricted parking Members of Parliamenbnly
There are 35 car spaces for use by:

1 Members;
1 Clerk of the House of Representatives; and
1 Parliamentary Librarian.

Other Authorised Parking
All car, motorcycle and bicycle spaces on L&k available for use by:

1  Members and their staff;
1 parliamentary pass holders; and
1 authorised visitors by prior arrangement.

Ministerial Wing underground car park

The Ministerial Wing underground car park is accessible only to specified authorisedldasslapproved by the Ministerial
Wing Support Unit.

Melbourne Avenue car parks

The two open air car parks on Melbourne Avenue are available for use by all parliamentary pass holders and authorised
visitors by prior arrangement.
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Loading Dock car park

Thecar park at the loading dock is available for use by contractors and authorised visitors by arrangement.

Customers

This service is provided to the following customers:

Senators, Members and their staff
Parliamentary department staff

All other occupants dParliament House
Authorised visitors by prior arrangement

=A =4 =4 =2

Accessing th&ervice

Access to underground parks is available to authorised pass holders 24 hours a day, 7 days a week.

All queries concerning parking including access should be directed to finepajate departmental contact in the first

instance.

Contact

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 6277 7333

Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

Department of the Senate
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Department of the House of Representatives

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

All other occupants of Parliament House

AFP Duty Operations Manager
Phone: (02) 6277 6126
Fax: (02) 6277 7276

Service Provider

Related Services

Security Operations Car parking in Parliament Hous®isabled parking

Car parking in Parliamehtousa Visitors parking

Charges
Branch Head (Executivieesponsibility)

There are no charges tustomers for this service.

. Assistant Secretary, Building Services
Service Level y 9

There is no specified service level for this service. Related Documents

There are no documents related to the delivery of this
service.
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Car parking in Parliament HouseDisabled @rking

Service Information

Public Parking

There are eight designated parking bays on level A of the main public undergroupaticdor use by disabled persons.
There is also ramp access from all levels of thepagk to the lift, although the gradient is steep.

Pass Holder Parking

Special parkig spaces are provided adjacent to the doors on each of the first three levels of the Sentte Bludise of
Representatives underground car parks and neanmttaén doors of the Ministerial underground car park. Parking time in
the designated bayss unrestricted.

Access from Car parks

Access for disabled persons can be gained via lifts from the public, Ministerial, Senate and House of Representatives car
parks.

Note: TheSenate car park levelsahd 3 have automated doors thatperate with eitherpush buton or swipe access

Availability
Disablel parking is available, as follows:
Forecourt public underground car park:

1 8 spaces.

Senate underground car park (No public access):
1 Level 2: 4 spaces; and
1 Level 3: 2 spaces.

House of Representatives undergroundrgeark (No public access):
1 Level 2: 4 spaces.

Ministerial Wing underground car park (No public access):
1 2 spaces.

Customers
This service is provided to the following customers:

I Senators, Members and their staff
Parliamentary department staff

)l
1 All other buiding occupants of Parliament House
M All visitors to Parliament House

Accessing the Service

Access to Senate, House of Representatives and Ministerial Wing underground car parks is available to authorised pass
holders 24 hours a day, 7 days a week.

Accessd the forecourt public underground car park is unrestricted during a low and medium threat environment.

All enquiries concerning parking, including access, should be directed to the appropriate departmental contact in the first
instance.
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Contact

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 6277 7333

Department of the Senate
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6274204

All other occupants of Parliament House

Information Desk, Main Foyer
Phone: (02) 6277 5399
Fax: (02) 6277 5068

Department of the House of Representatives

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

All visitors toParliament House

Information Desk, Main Foyer
Phone: (02) 6277 5399
Fax: (02) 6277 5068

Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Service Provider

Security Operations

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

Car parking in Parliament House dzA f RA v 3
authorised parking

Car parking in Parliament HouseVisitors parking

Page?8

Service Category

Building Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Building Services

Related Documents

There are no documents related to the deliy of this

service.
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Car parking in Parliament HouseVisitor parking

Service Information

Parking for visitors who are not Parliament House pass holders is available:
9 in the forecourt undergroungublic car park; and
1 inthe Federation Mall car parks.

DPS administers the underground car park.

Car parks on Federation Mall are administered by the National Capital Authority.

Availability

Forecourt underground public car park
The forecourt undergroungublic car park and the Federation Mall car parks are available 24 hours per day, 365 days per

year, with the exception of special events when car parking arrangements may be restricted.
Customers

This service is provided to all visitors to Parliament ldous

Accessing the Service
There is a three hour time limit on parking in the Parliament House forecourt underground car park.
There is currently no time limit on parking in the Federation Mall car parks.

All enquiries relating to the public car parks shoodddirected to the relevant authority.

Contact

Parliament House underground public car park

Parliamentary Security Operations Room
Phone: (02) 6277 7117
Fax: (02) 6277 5946

Federation Mall car parks

National Capital Authority
Phone: (02) 6271 6126
Fax:(02) 6273 4427

Service Provider Service Category

Security Security

Charges Branch HeadExecutive Responsibility)

There are no charges to customers for this service. Assistant Secretary, Building Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery of this
service.

Related Services

Carparking in Parliament HouseAuthorised parking

Car parking in Parliament HouseDisabled parking
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Catering for committee ooms

Servicelnformation

Light refreshments and meals for committee rooms may be ordered fronRemhtHouse Cateringntercontinental Hotels
Group under contractswith DPS for the provision of general catering services within Parliament House.

Items will be delivered to the committee room.

Availability
Catering for committees is available as folto

1 Sitting days Mont Thu6.30ant 9.00pm, Fri7.30anmt 3.00pm

1 Nonsitting days Mont Fri7.30ant 3.00 pm
Catering for ommittees outside of these hours can be negatihtith the catering contractor
Orders are required to be placed in advance as follows:

9 Sitting weeks at leastonehourQ @otice must be provided; and
1 Nonsitting weeks at least 24 hours notice must be provided.

Customers
This service is provided to the following customers:

1 Senate committees
1 House of Representativescommittees

Accessing th&ervice

All enquiries relating to catering for committees should be directed to Parliament House Catering
NOTEBookings oSenatecommittee rooms are made through th@ffice of theUsher of theBlack Rodand bookings for
Hous of Representativesommittee roomsarethroughthe Office of theSerjeantat-Arms

Contact

All Customers

Parliament House Catering
Phone: (02) 6277 5378 or (02) 6277 5379

Service Provider Branch Head (Executivieesponsibility)
Facilities Assistant Secretary, Building Services

Charges Related Services

In addition to the charge for food arlzbverage a delivery Room Service in Parliament Heus

fee may be charged. Pleasaquire on ordering.

Service Level

Service levels for all catering in Parliament House are
identified in the contract focatering services.

Enquiries regarding levels of service should be directed to
Facilites Managemenor the catering feedback mailbox
at Catering Feedback (DPS)
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Chamber division lights and bells

Servicelnformation

DPS provides audible and visual notifications to Senators, Members and other occupants of PaHiansendf a division,
qguorum or adjournment in either of the chambers.

The notifications are:

1 bells (which ring at different pitches should notification be required for both chambers at the same timeleaudib
throughout Parliament House; and

91 flashing lightgred forthe Senate, green for the House of Representativdetatedon clocks around Parliament
House and special lights in externalirtyards.

Availability

Available whenever either chamber is sitting.

Customers
This service is provided to the followicustomers:

9 Senators, Members and their staff
1 Parliamentary department staff

Accessing the service

2020 Support Desk is the single contact point for this service.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Category

Facilities

Service Provider
Broadcasting InfrastructurBupport

Charges Branch HeadExecutiveResponsibility)
There are no charges to customers for this service. Assistant Secretary, Infrastructure Services

Service Level Related Documents

100% availability of the servieghile either chamber is
sitting.

Thereare no documents related to the delivery of this
service.

Related Services

Clocks in Parliament House
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Child careservices

Servicelnformation

The Capital Hill Early Childhood Centre is operated by Anglicare Canberra and Goulburn and caters3@rchiien aged
between six weeks and 3 years of age.

Availability

The Capital Hill Early Childhood Cemtaesfull time, part time and casual places, during both sittings and-sitiimgs.Please
contact the centre directly regarding available places.

Qustomers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
1  All other occupants of Parliament House

Accessing th&ervice
Sittingt 8.00ant 6.00 pm in nonsitting weeks

Nonsittingt 7.30amt 6.00 pm extended hours to @0pm available with 24 hours notice

Contact

The Capital Hill Early Childhood Centre is the first point of contact for all gemepaties pertaining to childare services.
Phone (02) 6277 5555

Service Provider Related Services

Facilities There are no other services in the catalogue whilhte
to this service.

Charges
Service Categor

Charges for childcare service can be obtained from the gory

Capital Hill Early Childhodentre Facilities

Service Level Branch HeadExecutiveResponsibility)

Service Levels for the delivery of childcare services in Assistant Secretary, Building Services

Parliament House are identified ihe LicenceAgreement

for childcare services. Related Documents

Enquiries regarding Service Levels should be directed to
the Capital Hill Early Childhood Centre as Licensee and/or  There are no related documents.
to Facilities Management as Licensor.
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Classified wate

Classified waste includestional security and nonational securitynformation (paperbased)that mustbe afforded a

level of protection to safeguardt from compromiseor unauthoriseduse becauset could causeharm, or haveadverse
consequences.

Service Information

DPS manages tlentract for the removal and destruction of classified waste generated by the parliamentary departments.
TheOfficeof the Usher of the Black Ranlthe Departmenbf the Senate and th©ffice of theSerjeantat-Armsin the
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The DPS Loading Dock collects the classified wastetfimB8enate andhe House ofRepresentatives and arranges for it to

be disposed of by the contractor.

The Ministerial Wing Support Undirrangesservices to Ministerial Wing
Availability

Collection of classified wastadthe delivery of empty classified waste bags caralranged through the relevant contact
for each department (see Contact).

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff

Accessing the Service
The DPS Loading Dock arrangesise disposal of classified waste

Contact

Ministers Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 6277 7333

Members Department of the Senate
Office of the Serjearat-Arms Office of the Usher of the Black Rod

Phone: (02) 6277 4889 Phone: (02) 6277 3500
Fax: (02) 6277 4204 Fax: (02) 6277 3000

Department of the House of Representatives
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (025277 4204

All other occupants of Parliament House
Manager, Loading Dock

Phone: (02) 6277 5440

Fax: (02) 6277188

Service Provider Service Category
Chief Finance Officer Facilities

Charges Branch HeadExecutiveResponsibility)

There are no charges to customers for this service.

Servicelevel
There is no specified service level for this service.

Related Services
Goods handling services

Chief Finance Officer

Related ebcuments

There are no documents related to the delivery of this
service.
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Cleaningn and around Parliament House

Service Information
DPS is responsible for cleaning within and around Parliament House.
This involves:

9 interior of the building;

1 external surfaces of thbuilding;

1 roadways and car parks; and

1 provision of liquid soap, toilet paper and linen.

Cleaning and related services are provided by contractual arrangements with externalgosovihe Maintenance Services
section is responsible for managing the contsac

Note:

1 Cleaners do not clean work areas such as desks.
1 Cleaners will not clean, scrub or wipe wiem and/or painted surfaces ess this may damage surfaces. This can be
undertaken by special arrangement through Maintenance Services.

Recycling of vaste

DPS provides facilities to recycle paper and cardboarthioded waste, batteries and toner&or further information on
recycling services at Parliament House visit the services catalogue ermggyaiing

Availability

Routine cleaning of offices, general circulation is undertaken between midnigt8.ea6dm Monday to Friday.

Public areas are cleaned every day except Christmas Day.

A limited number of staff are available during normal working Isdior emergencies. Aftdrours callout is available where
required.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
1  All other occupants of Parliament House

Accessing th&ervice

1 The Maintenance Services Section is the first point of contact for all cleaning matters, including requests for the
services of a cleaner and for all minor emergencies, such as spillage and rubbish removal.
1 Information on recycling at Parliament tke can be obtained from thenvironmentSustainability Manager

Contact
Cleaning related enquiries Recycling information
Maintenance Services Help Desk EnvironmentSustainability Manager
Phone: (02) 6277 5045 Phone: (02) 6277 5173
Fax: (02) 6277 5444 Fa: (02) 6277 5210
email: dps.environment@aph.gov.au
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Service Provider

Maintenance Services

Charges

There are no charges to customers for general cleaning
services in Parliameiiouse.

Note: Additional cleaning requirements for events and
functions are charged to the client. Charges will be
advised at the time the event or function is arranged.

Service Level

Service levels for cleaning in Parliament House are
identified in the ontract for cleaningervices.

Enquiries regarding levels of service should be directed to
Maintenance Services.

DPS Services CataloguSeptember 2010

Related Services

Environmental management

Linen service

Recycling

Service Category

Building Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

Relevant Cleaning contracts managed by Maintenance
Services.
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Clockan Parliament House

Service Information

The clocks in Parliament House are centrally controlled and maintained by DPS.

The clocks are integrated into Parliament House's visual warning system of chamber proceedings. Colour coded ligliteflash on
clocks to indicate a division, quorumamijournment in the relevant chamber (red for the Senate and green for the House of
Repesentatives).

Availability

Available all hours.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff

Accessing th&ervice
2020 Support Desk is the single contact point for sleisvice.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider Service Category

Communication Networks Facilities

Charges Branch HeadExecutiveResponsibility)
There are no charges to customers for this service. Assistant Secretary, Infrastructure Services
Service Level Related Documents

100% availability of the service while either chamber is There are no documestrelated to the delivery of this
sitting. service

Related Services

Chamber division lights and bells
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Copies of chamber proceedingsommittee proceedings
and parliamentary eventgroducedby Broadcasting
Content

Service Infomation
DPS providevideo and audio copies of parliamentary proceedings upon request.

Formats available include DVD, CD, audio cassette, broadcast quality tape and various PC file formats for incorporation in
electronic presentations.

Copyright of this material belongs to the Commonwealth Parliament, mag¢ not be used without written
authorisation. TheParliament makes this material available on condition ihat not used for:

9 political party advertising or election campaigning;
9 satire or ridicule; or
1 commercial advertising.

Availability

Sittingt during parliamentary sitting hours.
Nonssittingt 8.00ant 6.00 pm (or by arrangement).
24 hours notice is required.

Provision of this service is subject to parliamentary sittings and resource availability. Priority will be given to Merdbers an
Senators.

This service may not be used for electioneering purposes.

Customers
This service is provided to the followingstomers:

1 Senators, Members and their staff
Parliamentary department staff
Government departments

Media

Members of the public

=A =4 =4 A

Accessing th&ervice

2020 Support Desk is the single contact point for this ser@oatact may be made via telephone, fax oral.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au
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ServiceProvider related to this service.

Broadcasting Content Service Category

Charges Broadcasting

Charges may apply, pleasentact the 2020 Support Branch HeadExeutive Responsibility)

Desk (02) 6277 2020
Assistant Secretary, Content Management

Service Level
Related Documents

There are no documents related to the delivery of this
Related Services service.

There are no other services in the catalogue which are

There is no specified service level for this service.
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Crockeryand cutlery

Service Information

Ministers, Senators and Members are allocated crockery and cutlery for use in their suites.

Ministersare allocated: Senators and Memberare allocated:
12 x cups and saucers; 6 x cups and saucers;

12 x bread and butter plates; 6 x mugs (Senatasronly);

12 x knives and teaspoons; 6 x bread and butter plates;

12 x champagne glasses; 6 x bread and butter knives;

12 x highball glasses; 6 x forks;

12 x old fashioned glasses; 6 x teaspoons;

12 x port glasses; and 6 x highball glasses;

12 x wine glasses. 6 X wine glasses;

6 x champagne glasses;
1 x stainless steel teapot;
1x glass jug;

1 x coffee pot;

1 x milk jugand

1 xsugar bowl.

Availability

Qockery and cutlery are available to Ministers, Senators and Members througipfirepriate Contactiuring the
following hours:

Ministers

8.00 amg 5.00pm, Monday to Friday

Senators

Sitting days 8.30 amg 8.00 pm or when the question for the adjournment is put (whichever is earlier)
Estimates days8.30 amg 8.00 pm

Nonssitting days 8.30 amg 5.00 pm

Members

Sitting days:8.00 amg to House rise

Nonssitting days:9.00 am¢ 12.30 pm and 1.30 pm5.00 pm

Customers
This service is provided to the following customers:

1 Ministers
M Senators, Members and their staff

Accessing th&ervice

All enquiries relating to this service should be directeth®appropriate Contact.
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Contact

Ministers

Ministerial Wing Support
Phone: (02) 6278066
Fax:(02) 62777777

Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6273000

Members
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204
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Service Provider related to this service.

Office of the Usher of the Black Rod SerViCeCategory

Office ofthe Serjearrat-Arms Facilities

Charges Branch HeadExecutiveResponsibility)
There are no charges to customers for this service. Assistant Secretary, Building Services

Service Level Related Documents

There is no specified service level for this service. There are no related documents for this service

Related Services

There are no other services in the catalogue which are
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Diningareas

Servicelnformation

Parliament House has food service areas available daily, operated by the catering contractors, Parliament House Catering by
Intercontinental Hotels Group.

The food service areas are:

1 Member<ZLlub;
Memberg<Xuests Dining Room;
Room Service

Staff DiningRoom;

Queed Terrace Cafe;

Coffee Cartand

Vending nachines.
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In addition to the formal dining areasther areas in Parliament House are available for catered orcadered events
through private bookings with the catering contract&eeUse of function facilities in Parliament Hodee more information.

Member<Xlub

The Member€Club offers a buffeservice and a limited a la carte menu for lunch and dinner.

aSYOSNRQ DdzSada 5AyAy3a w22Y 6aD5wo0

The MGDR is available on sitting days exclusively for the use of Senators, Membeppenegd senior officers and their
guests (which may include their staff).offers abuffet service and limited a la carte menu.

The MGDR is open for lunch only to all pass holders and their guests esittrog days for a buffet service.

Staff Dining Room

The Staff Dining Room is for the use of occupants of Parliament ldodstaeir guestsA comprehensive range of meals,

snacks, light refreshments, beverages and takeaitesys are provided.

vdzSSyQa ¢SNNI OS /TS
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variety of snacks, meals and beverages.

Private Areas

In addition to the formal dining areas, other areas in Parliament House are available for catered events through private
bookings with the catering contractor.

These areas are:

1 Private dinig rooms;

1 Senate and Reps alcoves;

T Mural Hall; and

1 Theatre Foyer (when used in conjunction with the theatre).

Coffee Cart

TheCoffee Carprovides hot beverages araismallrange offood items. It is located on theouth-easternside of the
Senate, Level,2djacent to thePress Gallery.

Vending machines
There are a number of snack food and cold beverage vending machines around|theg
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Availability
Member<XLlub

Sitting days

Lunch,11.30 amt 2.30 pm

Dinner,6.00 pnt 9.00 pm

Nonssitting dayst closed

Reservations are not necessary, although recommended
aSYOSNRQ DdzSada 5AyAy3a w22y
Sitting days

Lunch,11.30 amr 2.30 pm

Dinner,6.00 pnt 9.00 pm

Nonsitting days

Lunch, Mom Fri12.00 pnt 2.00 pm

Reservations are not necessary, althomgbommended.
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making reservations during these times.

Staff Dining Room (Cafeteria)

Sitting days

Mont Thu7.00 ant 9.00 pm

Frit 7.00 ant 4.00 pm

Nonsitting days

Mont Fri7.30ant 4.00 pm

The Staff Dining Room is closed between Christmas Day anrgthmidry (specific datese advised to building occupants in
December each year) and on other public holidggzgetted in the ACT, unless Parliament isngjtt

vdz8SyQa ¢SNNI OS /I FS

Dailyincluding weekendssxcept Christmas Day (closed) 9.30ta#30 pm
Coffee Cart

Mont Fri8.30 ant 2.00 pm

Vending machines
Vending machines are available at all times.

Customers
This service is provided to the followingstomers:

M Senators, Members and their staff

Parliamentary department staff

All other occupants of Parliament House

Accompanied guests of the above

All visitors to Parliament Hougev dzSSy Qa ¢ SNNJ} OS /I S 2yfeo
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Accessing the Service

Enquiries on matters related to dining, including reservations, should be directed aphiepriate diring room in the first
instance.The Members Club is for the exclusive use of Senators, Members and former Senators and Members.

¢ KS aSYo SNy Répar8VEGDR) is Bvaildble on sitting days exclusively fasthef Senators, Members and
approved senior officers, and their guests (which nreyude their staff). The MGDR is accessible to pass holders during
non-sitting periods.

The Staff Dining Ron is accessible to all pass holders (including temporary pass holders).
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¢ KS v dzS Sy Qais accedibla t@duildingcEchpants and visitors to Parliament House. The mobile food and
beverage service is available to all internal building occupants

Vending machines are available to all building occupants and visitors where machines are located in public areas.

Contact

Members' Club Staff Dining Room (Cafeteria)
Members' Guests Dining Room Queer® Terrace Caf

Private Dining Areas Coffee Cart

Parliament House Catering by Intercontinental Hotels | Vending Machines

Group .
Phone (02) 6277 5133 or (02) 6277 5658 Phone: (02) 6277 3938 or (02) 6277 5239

Service Provider Related Services
Facilities Retailoutlets.
Charges Service Category
As determined byhe service providein the relevant Facilities

dining areas.

Private areas may attract additional charges for clients. Branch Heac[ExecutlveQesponsmlI|ty)

Charges will be notified at the time the arrangements for Assistant Secretary, Building Services
use are confirmed.

. Related Documents
Service Level
There are no related documents for this service
Service levels for all catering in Parliament House are

identified in the caitract for catering services.

Enquiries regarding levels of service should lpeatiéd to
Facilities Management or the catering feedback mail box
at Catering Feedback (DPS)
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Document Movement System (Telel)ft

Service Information

The Document Movement System distributes documents throughout the building using efsmivéred seHpropelled

containers.
9F OK 3ANRdzL) 2F { Syl {i2NRQ
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station numbers are published in th@ccupants Directory

Availability

The Telelift system is operational during the following hours:

1 Sitting days 8.00 am 11.55 pm; and
1 Nonsitting days 8.00 am 5.15 pm.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
91  All other occupants of Parliament House

Accessing th&ervice

Fa assistance on the use ofdhelelift system, contact the relevamtrealisted below

Faults or issues lating to the operation of thedlelift system should be reported to the relevaarea listed below.

Contact

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: 02) 6277 7333

Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204

Department of the Senate
Office of the Usher of the Black Rod

Phone:(02) 6277 3500
Fax: (02) 6277 3000

Department of the House of Representatives
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204

All other occupants of Parliament House

Maintenance Services Help Desk
Phone: (02) 6277 5045
Fax: (026277 5444

Service Provider

Maintenance Services

Charges

There are no charges to customers for this service.
Service Level

The system will be available during theblished hours
(except for downtime due tscheduled maintenance)
see Availability.

Related Services

There are no other services in the catalogue which are
related to this service.

Service Category
Building Infrastructure

Branch HeadExecutiveResponsility)

Assistant Secretary, Infrastructure Services

Related Documents

There are no documents related to the delivery of this
service.
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Environmental management

Service Information

DPS is committed to implementing an environmental managersgstem and improving the environmental performance of
Parliament House.

The focus for making improvements is reducing energy use, greenhouse gas emissions, water use and waste generation. We
rely on building occupants reporting environmental incidentsludinig energy and water wastage.

Energy

Lighting, airconditioning and equipment/appliances are the three major areas of ensegy suites and work areas. Data on
energy performance and advice on how to redeoergy consumption are available here:

http://www.aph.gov.au/dps/building/EMS/ENEnergy.htm

Water

Historically, irrigating the landscape used the most water at Parliament House. Howieneer Stage 3 Water Restrictions
were introduced laten 2006, the importance afeducing water in the building has increaspdrticularly, in the kitchens,
bathrooms and airconditioning systems. Data on water performance and advice on reducingevetemption are available
here:

http://www.aph.gov.au/dps/building/EMS/EMVater.htm

Waste

Maintenance, engineering, landscape, computing and catering services genevatiety of waste types. Offieeased
activities result in mainly paper waste. Wastadaacycling figures and further information on recycling facilities at Parliament
House areavailable here:

http://www.aph.gov.au/dps/building/EMS/EMVaste.htm

Sustainable Transport

DPS encouraged alilding occupants to commute to work by walking, ioggicarpooling or public transport. Further
information on sustainable commuting options is available here:

http://www.aph.gov.au/dps/bulding/EMS/ride.htm

Environmental Management System

DPS has also committed to establishing and maintaining an environmental managarsiemh to ensure that the
environmental impacts of Parliament House operationsaartvely managed. DR#id the ChambebDepartmentswork
together with other building occupants and visitors tmplement the system.

Availability

Staffresponsible for managing the Parliament Hoes@ironmental management systework standard office hours.

Customers
This service is provided the following customers:

1 Senators, Members and their staff

1 Parliamentary department staff

91  All other occupants of Parliament House
M All visitors to Parliament House

Accessing th&ervice

TheEnvironment Sustainability Managerthe first point of contactor mattersrelating to the environmental management
system in Parliament House.

Yourserviceprovideror Visitor Services (if you are a visitor) are the first point of contact for reporting an environmental
incident.
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Contact
All Customes
Environmentlustainability Manager Other occupants of Parliament House
Phone: (02) 6277 5173 Maintenance Services Help Desk
Fax: (02) 6277 5210 Phone: (02) 6277 5045
email: dps.environment@aph.gov.au Fax: (02) 6277 5444

email: dpsmainthelpdesk@aph.gov.au
Service Provider Service Category
Strategy and Communication Building Infrastructure
Infrastructure Services Branch HeadExecutiveResponsibility)
Charges Assistant Secretarypfrastructure Servies
There are no charges to customers for thésvice. Director, Strategy and Communication
Service Level Related Documents
There is no specified service level for this service. Parliament House Environmental Policy

http://www.aph.gov.au/dps/building/EMS/EM

Related Services policy.htm

Cleaning in and aund Parliament House
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Exhibitionsin public areas of Parliament House

Service Information

The public exhibition area within Parliament Hoksewn as the Presiding Offic€Exhibition Area (POEA) is managed by
Parliament House Art Services Section. The POEA, located on the 1st Floor Public Circulation Area, is used for an ongoing
exhibition program of irhouse and externally generated temporary exhibitions.

Commercial exhitibns and direct sellingre not permitted in the POEAurther, solo exhibitions of artists anet an
appropriate use of the venuenless they have direct and clear relationship totagliament House Art Collection and the
Parliament building

For further information relating to the use of the POEA for temporary exhibitidRariliamet House, refer tdPperating
Policy and Procedure (OPP) Number 32mporary Exhibitions in Parliament House

Availability
ThePOEASs open to the public during normalpening hours for the building.

Parliament House is closed to the public on Christmas Day.

Customers
This service is provided to the following customers:

T Ministers

Senators

Members

Department of tle Senate

Department of the House of Representatives
Externalagencies

Community oganisations

=2 =4 =4 4 -4 -4

Accessing th&ervice

Theuse ofthe POEAor exhibitions or displaysequires theapproval ofthe Presiding Officers. flormation about applying for
permissionis set out irDP3Operating Policy and Procedure (OPP) Number B8mporary Exhibitions in Parliament House

Contact

All Customers

Artworks ManagerArt Services
Phone: (02) 6273327
Fax: (02) 6277 3905

Service Provider Related Services

Art Services There are no other services in the catalogue which are
related to this service.

Charges

Service Categor
Charges are based on the level of DPS Art Services gory

involvement. DPS will charge on a Facilities
full cost recovery basis.

Branch HeadExecutiveResponsibility)

In general it would be expected that the tdzost will not
exceed $1,500; however thmst will be agreed at the Assistant Secretarfprojects Branch
time arrangements are made for the exhibition.
J Related Documents
Service Level Guiddines to exhibition facilities, Parliament House,
There are no specific service levels for this service Canberra
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Facilities for visitordo Parliament House

Service Information
Parliament House is open to the public every day of the year except Christmas Day.

After passing through securigcreening, isitors can move freely throughout the public areas of the building. Parliamentary
proceedings can be observed from the public galleries in both chambers

Facilities and services for visitors include:
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1 the Parliament Stp;
9 abranch of Australia Post;
1 an automatic teller machine;
T I Y2GKSNBQ ydeBekxopd, I YR o6l 0@
1 free use of wheelchairs and strollers; and
9 access and facilities for visitors with disabilities.
Tours

Visitor Services provides public tours, school $§pIP tours, and orientation tours for new staff in Parliament House, as
follows:

9 guided public tours scheduled at 10am, 1pm and 3pm daily

1 selfguided tour booklet@vailable from the Information Desk in the Marble Foyer

1 school tours;

1  VIP tours, which cape arranged for guests of Senators and Members, sgradiamentary staff, government

departments, embassies and highmmissions; and
1 orientation tours (se@Staff Orientation Tours.

Information about Parliamet House
An information brochure is available from Visitor Services in English, German, French, Mandarin and Japanese.

The videadAbout the Housgis also played for visitors in the Viewing Rodatated near the Theatre

Visitors with disabilities
SeedFacilities for people with disabilitiés

Lost and found property
SeedLost and found proper#y

Media events and photographs

Approval is required for media events involvidgrliament House, and for filming or taking photographs in the-palic
areas of Parliament House.

Availability
Parliament House is open to the public as follows:

9 Sitting daygs 9.00 am until the close of proceedings;
1 Nonsitting dayst 9.00 ant 5.00 pm; and
1 Christmas Day closed.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff

1 Parliamentary department staff

91  All other occupants of Parliament House
1 All visitors to Parliament House
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Accessing the Service

The Informaion Desk in the main public foyer is the first point of contact for all enquiries relating to visitors to Parliament
House.

School tours must be preooked throughthe Serjearvat-! NJIYaodfi€e. VIP tours are arranged through the Guide
Supervisors.

Requess for approval for media events and photographs should be directed tAgkistant Director, Visitor Services.

Contact
General Enquiries School Tours
Information Desk, Main Foyer Office of the Serjearat-Arms
Phone: (02) 6277 5399 Phone: (02) 6277 4889
Fax: (02) 6277 5068 Fax: (02) 6277 4204
VIP Tours Media and Photography enquiries
Visitor Services Facilities Office Manager
Phone: (02) 6277 5085 Fax: (02) 6277 5068 Phone: (02) 6277 5532
Fax: (02) 6277 5068

Service Provider

Facilities

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

Facilitiesfor visitors with disabilities

Facilities in Parliament House assist the hearing
impairedLost and found property

Nursing and baby change room

Parking for visitors to Parliament House

Parliament shop
S5AYYAY3 6vdzSSyQa ¢SNNI OS /I ¥FS0

Service Category

Facilities

Branch HeadExecutiveResponsibility)

Assistant Secretary, Buildiggrvices

Related Documents

There are no documents related to the delivery of this
service
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Facilities for visitors with disabilities

Service Information

Assistance for the hearingnpaired
An interpreter can be provided for hearing impaired schoolchildren who are part of a booked school group.

Assistance for visiomipaired
Provision of binoculars for vision impaired in the House of Representatives ChantherSeygeantat-Armsoffice.

Wheelchair availability
If a wheelchair is required, staff at the Information Desk in the Main Foyer can assist.

Toilets

Toilets for the disabled are located throughout the buildi¥gitor Services stafttendants andParliamentary Security
Officerscan advise of their locations.

Map
A map is available from the Information Desk detailing access routes and facilities for disabled visitors.

Special Tours
Arepresentative from Visitor Servicean be allocated to groups with mobility problems, oionsor hearing impairment.

For enquiries and bookings contact Visitor Services

Availability

Prior notice of at least one day is essential for special tours; however, at least twowe#&s is required for provision of
an interpreter for hearing impaed school children.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff

1 Parliamentary department staff

1 All other occupants of Parliament House
1  Allvisitors to Parliament House

Accessing thé&ervice

The, VisitoiServices eamare the first point of contact for all matterglating to assisting visitors to Parliament House with
disabilities and booking of tHellowing services:

1 interpreter for hearing impaired schoohildren (as part of a tour group);

1 advanced boking of a wheelchair; and

1 special tours.

Contact

General Enquiries Tours and Bookings
Information Desk Main Foyer Visitor Services Team
Phone: (02) 6277 5399 Phone: (02) 6277 5085
Fax: (02) 6277 5068 Fax: (02) 6277 5068
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Service Provider

Facilities

Charges
There are no charges for this service.

NOTEWhile there is no hiring fee fawrheelchairs,
identification is necessary.

Service Level

There is no specified service level for this service.

Related Services

Facilities in Parliament House to assist the hearing
impaired

Wheelchair and motorised scooter facilities for staff
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Service Category
Facilities
Branch HeadExecutiveResponsibility)

Assistant Secretary, Building Services

Related Documents

There are no documents related to the delivery of this
service.
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Facilitiesin Parliament House to assist theearing
Impaired

Servicelnformation

DPS provides an audio frequency induction loop system (AFILs) in Parliament Houseéd® assistance for the hearing
impaired.

AFILs is compatible with &dllecoil hearing aid technology

Availability
DPS hasignage throughout Parliament House to indicate #ivailability of the induction loop system in each location.

Specifically, the AFILs system is installed the following locations:

]

House of Representatives Chamber;

House of Representatives Main Committee (2R3);

House of Representatives Gallery (1st floor);

House of Representatives Sound Proof Gallery (2nd floor west);

Senate Gallery (1st floor);

Senate Sound Proof Galleries (Zlabrt east, south and north);

Senate Committee Rooms 1S2, 1S3, 1S4, 251, 2S2 and 2S3;

House of Representatives Committee Rooms 1R1, 1R2, 1R3, 1R4, 2R1,ZR2, and
Theatre (top section only); and

Liberal (RG80) and ALP (RG114) Party Rooms.

=2 =4 =4 A4 -4 -4 A -4

=

Temporary indution loops may be set up in other locations within Parliament House by special arrangement.

Note: Hearing loop arrangements can be made when booking rooms.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
Seratet chamber

House of Representativeschamber
Parliamentary department staff

All other occupants of Parliament House
All visitors to Parliament House

=A =4 =4 A -4

Accessing the Service
2020 Support Desk is the single contact point for this service.
Users of telecoil haring afls need simply to activate thid€ setting on their aid to avaihemselves of this facility.

Provision of temporary induction loops is by negotiation and subject to parliamentary sittings and availability of ras@drces
hours notice is preferretb book this service.

Contact

All Customers

2020 Support Desk
Phone: (02) 6277 2020 Fax: (02) 6277 5700
email: dps2020@aph.gov.au

Service Provider Charges

Broadcasting Infrastructur8upport There are no charges to customers for this service.
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Service Level

There is no specified service level for this service.

Related Services

Facilities for visitors with didilities

Service Category

Facilities

Pageb4

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

Australian Standard AS 1088.987:¢Hearing aids
Magnetic field strength in audifrequency induction
loops forhearing aid purposes
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Facsimilegransmission

Servicelnformation
DPS provides facsimile transmission services in Parliament House.
Services includes:

91 connection of fax machines to the telephone network;
1 broadcast fax facility; and
1 PGto-fax service (outgoing faxes only).

Departments are responsible for purchase of staohe facsimile machines.

Availability

Available 24 hours-day,7 daysa-week, except for downtime during scheduled maintenance periods.

PCto-fax services are available via the parliamentary computing network to Senators, Members and their staff and other
authorised users.

Customers

This service is provided to the limlving customers:

1 Senators, Members and their staff
1 Parliamentary department staff

Accessing th&ervice

The Telephone Help Desk is the first point of contact for assistance regarding fatrsingifeission services in Parliament
House.

All enquiries reldhg to the use of, or access to, the-Rfax service should be directed to 2020 Support Desk.

Contact
Ministers Department of the Senate
Ministerial Wing Support Unit Office of the Usher of the Black Rod
Phone: (02) 6277 6088 Phone:(02) 6277 3500
Fax: (02) 6277 7333 Fax: (02) 6277 3000
Members General Enquiries
Office of the Serjearait-Arms Telephone Support Help Desk
Phone: (02) 6277 4889 Phone: (02) 6277 5678
Fax: (02) 6277 4204 Fax: (02) 6277 3974
Department of the House of Representatives PGCto-Fax
Office of the Serjeanat-Arms 2020 Support Desk
Phone: (02) 6277 4889 Phone: (02) 6277 2020
Fax: (02) 6277 4204 Fax: (02) 6277 5700

email: dps2020@aph.gov.au
Senators
Office of the Usher of the Black Rod
Phone: (02) 6277 3500
Fax: (02) 6277 3000
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Service Provider

Communication Networks

Charges

DPS pays communication costs of faxes from Parliament
House Therefore there are n@harges to customers for
this service.

ServicelLevel

Facsimile transmission is linked to the Parliament
House telephone system arRRarliamentary Computing
Network and islependenton the availability of those
services.

Pageb6

Related Services

There are no other services in the catalogue which are
related to this service.

Service Category

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There are no documents related to the delivery of this
service
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First aidand health support srvices Nurses Centre

Service Information

The Nurses Centre offers emergency and first aid treatment, health support seriveadth education and limited health
promotion programs to Senators, Members and otbeilding occupants. The centre is staffed by either a Registered Nurse
or a qualified firstid officer. First aid boxes are located throughout the building in case efgancies.

For further information on the functions that may and may not be performed by the Nurses Centre, rEfBSt®perating
Policies and ProceduseNo. 2- Role of Nurses Centr&éhe Nurses Centre also administers the annual influenza vaccination
program.Note: All presentations to the Nurses Centre are deendakdical in confidence

Availability

Staff are in attendance at the nursing centre inlRanent House as follows:
9 Sitting days 8.00 ant 8.00 pm
1 Nonsitting days 9.00 ant 5.00 pm

All uniformed security staff are qualified to render first aid assistance and are available 24 hours a day, seven days a week

Customers
This service is provided the following customers:

1 Senators, Members and their staff

1 Parliamentary department staff

91 All other occupants of Parliament House

91  Allvisitors to Parliament Houggrst aid only)

Accessing the Service

The Nurses Centre is the first point of contactdmmatters relating to first aid and health support.

Procedure for reporting accidents or incidents

The Nurses Centre should be notified immediately of accidents or medical emergéhpiesticable, the affected person

should be taken to the Nurses @ee for treatmentand referral for further treatment if required.

Contact

Business Hours

Nurses Centre
Phone: (02) 6277 531Hax: (02) 6277 5009

Emergencies (24 hours)

Parliamentary Security Operations Room
Phone: (02) 6277 7117
Fax: (02) 6277 5946

Service Provider

Facilities

Charges

There are no charges to customers for first aid or medical
support servicesCharges may apply for the influenza
vaccination.

Service Level

There is no specified service level for this service.

Related Services

There are no other services in the catalogue which are
related to this service.

Service Category
Facilities
Branch HeadExecutiveResponsibility)

Assistant Secretar@uilding Services

Related Documents

Operating Policies and Procedures No.Role of Nurses
Centre
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Goods handlingservices

Servicelnformation

DPS staff are responsible for the receipt and security screening of all goods delivered to Parliament House. The DPS Loading
Dock is responsible for:

91 security screening of mail and goods deliveries;

1 receipt, tracking and delivery of all incoming goods consignments to basement points in Parliament House;
1 collection, receipt and tracking of outgoing goods consignments sent thrithegRarliament House Loading Dock;
1 coordinating the removal of classified waste Juling providing emptglassified waste bags; and

1 moving equipment for functions in and out of Parliament House.

The chamber departments are responsible for the collection and distribution of their own courier parcels, document packs,
newspapers etc.

DPS w&ff deliver consignments of over 10 kg to designated goods delivery and collection points in the basement.

Availability
The Loading Dock operate9)@amc5.00 pm, Monday to Friday (excluding public holidays).

Special arrangements can be made to acceskdlaeling Dock outside these hoursdmntacting the Manager, Loading Dock.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
1  All other occupants of Parliament House

Accessing thé&ervice

The Loading Dock is designated as the sole point of receipt for all goods anenieaing the building and is the
central dispatch point for all outgoing goods and m@ill mail and goods received at the Loading Dock are security screened
by DPS securitgtaff).

Outside access to the Loading Dock is by a service road located off Brisbane Avenue.

Access to the dock for deliveries is only available by appointment. Detippnintments can be made by calling Loading
Dock Schedule Bookings (f@entact) and providing details of the delivery including:

1 the delivery vehicle registration number;

1 who will be making the delivery; and

1 the time the delivery is expected.

Contact

General Enquiries Delivery appointments

Manager, Loading Dock Loading Dock Schedule Bookings
Phone: (02) 6277 5440 Phone: (02) 6277 5500

Fax: (02) 627 5188
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Service Provider

Chief Finance Officer

Charges

Charges may apply faffter-hours access, depending on
the nature of the service and
the resource requirements.

Charges will be agreed with the customer prior to
confirmation of the service.

Service Level

There is no specified service level for this service

DPS Services CataloguSeptember 2010

Related Services

Mail and courier receipt services

Service Category

Facilities

Branch HeadExecutiveResponsibility)

Chief Finance Officer

Related Documents

There are no documents related to the delivery of this
service.
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Hansard transcript®f parliamentary committeehearings

Hansard produces transcripts of parliamentary committee hearings held both in Canberra and ietétstasard
transcripts are produced from audio recordings. If hearings are not recorded it will not be possible to produce Hansard
transcripts.

Service Information

Public hearing transcripts are provided to committee secretaries in electronic form. leradaranscripts are provided in
hard copy only. Requests for copies of transcripts should be directed to the relevant committee secretary. Public transcripts
are loaded onto thénternet and Parlinfo as soon as they are completed.

Transcriptof SenateEstimates committees are printed in the same format as chanfyeof Hansards that is, in a bound
proof copy.

Hansard is produced according to tHansardJsage Editing Guidend the Hansar&tyle Guide

Proof transcripts of most committee hearings are provided to committee secretasigtiin five working days after the
hearing (individual delivery times for each hearing ageeed between Hansard and thenamittee secretariat). If requested by
the committeesecretariat, the Proof copy is loaded to thernet and Parlinfo at the same time.

Priority (production within 3 working days) is given to transcripts of Senate estic@tanittees, and to other comritee
transcripts approved by the relevant Clerk Assistant, Committees.

Committees have eight weeks in which to return corrections. After the processing cbamctions and/or the expiry of
that period, the Official transcript is loaded to tligternet and Parlinfo (if authorised).

Availability
Resources and costs permittirapd with sufficient noticelHansard is available to cover committee proceediwbgsnever
requested.

Customers
This service is provided the following customers:

1 Senators, Members and their staff
 Senate committees
1 House of Representativescommittees

Accessing the Service
2020 Support Desk is the single contact point for all enquiries relating to Hansard.

Arranging for Transcription

A request for Hansard and Broadcastaognmittee services should be completed via the Committee Online Booking
Website (COBWEB). To gain access to the website please contact Hansard Systems on extension 2900.
Corrections

Corrections shodl be sent via intsal mail todcCommittee Corrections, Hansdrdr faxed to Hansard (see Contact below).

Witnesses

Witness details shdd be provided using the foridansard Witness Detajlarhich should be faxed or emailed to Hansard
(see Contact below) or sent via internal maittdansard Committegs Whelever possible, these should be provided prior
to the hearing Any delay in the provision sfich details could cause a delay in delivery of the transcript or impact on the
accuracy of the transcript.

Committee Membership

The list of Senators and éfinbers in attendance at committee hearings shouldpbevided to Hansard using the form
Senators/Members in attendancehich should be faxed or emailed to Hansard (see Contact beloihar transcript is

not required urgently, sent via internal mail kansard Committee#ny delay in the provision of such details could cause a
delay in delivery of the transcript or impact on the accuracy of the transcript.

One week's notice should lggven for transcription of ifhouse hearings 24 hours notice should be given for changes of
location or time.

Two weelk(hotice should be given for transcription of interstate hearinglsree working day&hotice should be given for
changes of location oirhe.
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General Enquiries

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Requests for transcription/corrections/etc

Hansard Support Unit

Phone: (02) 6277 2834

Fax: (02) B77 2909

email: BroadHansard@aph.gov.au

Service Provider

Hansard

Charges

There are no charges to customers for this service.

Service Level

Committees can request that the Pram@nscript be
produced in accordance with tHellowing production
schedule:
9 priority: next working dayurnaround (must
havethe approval ofthe relevant Clerk
Assistant, Committees);

91  priority: up to 3 working dagturnaround (must

have approval of relevant Clerk Assistant,
Committees);
91 standard: up to 5 working dayurnaround;
T less urgent: up to 10 working defurnaround,
1 non-urgent: up to 15 working daturnaround.

TheProof Hansardeport will be provided tahe
committee within the agreed turnaround time.

The service delivery standards for committee transcripts

are inthree categories, namely
1 within 1¢3 days;
1 within 3¢5 days; and
1 over 5 days.

Assistant, Committees.

Related Services

Hansard transcripts of Senate, House of Representatives
andHouse of Representativédain Committee

proceedings
Transcripts

Service Category

Hansard

Branch HeadExecutiveResponsibility)

Assistant Secretary, Content Management

Related Documents

Senate Standing Orders 25(17) and 26(17) provide for the
publication of addaily¢ Hansard

House of Representatives Standing Order 228 provides
that rules applying to the Houshall also apply to
commitees, therefore House of Representatives
Resolution of theHouse of 5 May 1993, which
authorises publication oflansard prepared by the
Department of the Parliamentary Reporting St&ft),is
also pplicable to committeeHansard

Delivery times for priority committee hearings (delivery
within three days) are negotiated with the relevant Clerk
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Hansard transcript®f Senate, House of Representatives
and House of Representatives Main Committee
proceedings

Service Information

Hansard produces transcripts of debates in the Senate, the House of Representatives and the Main Committee of the House
of Representatives.

Proceedings are reported by editors, who transcribgnsents of debags

¢KS FANRG I'FyalNR RNIFda 27F { SyieindvBRpinksyidR thaSenae)Sndl Q@ & LISS OK
agreeng (for the House of Representatives and Main Committee).

After a speech or other contritiwn has been transcribedhe pink or geen is transmittecelectronically to the laser printer

Ay GKS { Syl G2NRa 2N aSYo Spksandgiedrs drSloafleff tothg SIF Wik S G 1 2 RIzZA B IY a
Services Portal (SMSR)the same time sthey are sent to Senators and Members.

Thedraft speeches (pinks/greenshould be checked by th&8 Y I (i 2 N ¥ 0o EMM & BubFedtddtBrredtighi

forwarded to HansardThe guidelines used byansardare detailed in dJsage and Editing Guidad theHansard Style
Guide both of which are available for the information $&natos orMembers.

TheProofHansard & f 2 RSR 2y {2 (K S datababsIParlinfé Briyitéd@adpiesioftie Piodf Hansar?l gre
RSt ABGSNBR (G2 {SylIrad2NBQ YR aSYoSNAQ 2FFAOS&®

Approximately 15 nossitting working days after the enaf the sitting weekthe Official Hansards loaded onto Parlinfo and
the internet and forwarded to the printer for publishin

Availability

Hansad is available to cover proceedings of the Senate, the House of Representatives ataint@ommittee of the
House of Representatives whenever requested.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
i Senate chamber
1 House of Representativeschamber

Accessing th&ervice
2020 Support DeskR(20)is the single contact point for all enquiries relating to Hansard.

How to receivepinks andgreens
 Allpinksand§BSya NS aSyid G2 OGSrinfeSyl 62NRa 2NJ aSYoSNRa €1 a
1 The PC can be turned off, but the genmust be left on to receiveipks andgreens.
1 When the Parliament is sitting, leave the printer on continuously. To prevent overheating, make sure there is a 25cm
clearance at the back of the printer.
91  Theprinter which will receive the pinks oreens must be connected to thgarliamentary network.
1  Make sure the printer is itcReadg mode.
1 Ensure the paper tray is kept well stocked with paper and is firmly in place.

If, after checking all the above, themectedpink orgreen has not been received, check My Pinks or My Greens on the SMSP
or contact 2020 to see if the copy has been sent.

If Senators or Members prefer all speech turns to be forwarded to them via email, they sbatédt 2020 to arrange thi

Submitting Corrections
1 The covesheet which accompanies each pink memn explains how to suggestarrection, and shows the latest
time by which thepink orgreen should be returnetb Hansard if a correction to the Proof Hansard is sought.
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The cover sheet also points out that alterations of sense and the introduction of new matter are not permitted.

1 Hansardwill assume thapinks orgreens not returned by the stipulated time do no¢ed correction.
1
1 The latest date by which a correction canrbgquested is shown on the front page of each Proof Hansard.
1 Corrections should be faxed to the appropriate numi§gee Contac}
Contact

Corrections Senators

Senate Corrections
Fax: (02) 6277 2977

Corrections Members

House of Representatives/Main Committee Corrections
Fax: (02) 6277 2944

General Enquiries

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700
email:dps2020@aph.gov.au

ServiceProvider

Hansard

Charges

There are no charges to customers for this service.

ServicelLevel

The service delivery standards for chamber transcripts
are as follows:

Item transcribed Deliverytime

Individual draft speeches within two hours of speech
finishing

within three hours oHouse
rising

ElectronicProof Hansard

available in Parliament House

Hard copyProof Hansard X
8.30 am next business day

within 15non-sitting working
days of the last sitting day in th
week

ElectronicOfficial Hansard

delivered to publisher within 15
Hard copyOfficial Hansargnon-sitting working days of the
lastsitting day in the week

Related Services

Hansardranscripts of parliamentary committee hearings

Transcripts

ServiceCategory

Hansard

Branch HeadExecutiveResponsibility)

Assistant Secretary, Content Management

Related

Senate Standin@rder 43(3) authorises publication of
Hansard

Documents

House of Representatives Resolution of the House of
5 May 1993 authorises publication dansard prepared
by the Department of the Parliamentary Reporting Staff
(sic).
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Health and Recreation Centr@arliament Hous&sym)

Servicelnformation

The Health andRecreation Centre provides a range of facilities, programs and servigepriaveand maintainthe health,
fitness and wellbeing of Senators, Members and eligible Parliartense pass holders.
Facilities:
1 gymnasium includes weight training and cardémuipment;
swimming pool and spa;
sauna and steam room;
2 indoor squash courts;
6 synthetic grass outdoor tennis courts;
netball/multifunction playing court;
outdoor playing field (Senate Gardens); and
outdoor fitness track and walking trails.

=A =4 =4 -4 4 A -4

Programs
Hedth and Recreation Centre staff are qualified to deliver:

1 individual gym training programs which are regularly reviewed, modified and updated to cater for the specific needs
and preferences of each client; and
1 arange of exercise classes

Equipment hire/lcan:

1 swimming goggles;

towels;

squash racquets and balls;

tennis racquets and balls;
protective eyewear for squash; and

=A =4 =4 4 -4

flippers, kickboards, aqua belts.

Note: The taking of photographs, video footage or other media recording igpaotitted in thecentre without the
written permission of the Presiding Officers and #igreement of any Senators, Members, and eligible Parliament
House pass holdengresent.

Availability

For reasons of privacy and in consideration of busy schedules, certain periods ordsijtingre reserved for the exclusive
use of Senators, Members and approved semifficers. For this reason access hours to the centre will vary.

Sitting weeks (Monday to Friday)

1  Current and former Senators, Members and approved senior officérs5 ant 8.00pm (7.00 pm Fridays)
91 Othereligible pass holders, family of Senators/Memhegs00 ant 8.00 pm (7.00 pm Fridays)

Nonssitting weeks (Monday to Friday)
All userg 7.00 ang7.00 pm

Weekends Closed
Tennis Courts (Monday to Sunday)
Daily from 7.00 am to darlBookings essential.

Squash/Racquetball Courts (Monday to Sunday)
DailygcBookings essential.
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Customers
This service is provided to the following customers:

1 Senators, Members and their families
Former Senators and Members

Staff of Senators and Members
Parlamentary department staff

APH pass holders

Accompanied visitors

=A =4 =4 A -4

Accessing thé&ervice

The Reception Desk is the first point of contact for all enquiries, including bookeéggsding the Health and Recreation
Centre.

The Health and Recreation Centre fitieis are accessible to members of the following groups:

1 Senators and Members;
1 partners, spouses and children of Senators and Members;
1 former Senators and Members; and
1 eligible parlianentary pass holders as follows:
- Staff of parliamentary departments
- Ministerial staff
- Members of the Federal Parliamentary Press Gallery
- Contractors

Pass holders with shoterm passes are not eligible for access to the facilities. For further information, contact the Health
and Recreation Centre.

Senators, Members aneligible pas$olders are permitted to invite guests to join them for a game of tennis, squash or
racquetball.

The Senator or Member or eligible pass holder must begmewhen guests are usingth8 ¢ 1 NE Q& FF OAf AGASa @

Contact

All Customers

Health and Reeation Centre
Phone: (02) 6277 5310

Fax: (02) 6277 5562

Service Provider Sewice Level

Facilities There are no specific service levels for this service.
Charges Related Services

There are charges associated with the use of the Health There are no other services in the catalogue which are
and RecreatiorCentre, andisers may either: related to this service.

i become a member of the Health and Recreation
Centra membership entitleshe user to
unlimited access to all facilities, with the

Service Category
Facilities

exception ofa small number oinstructor- Branch Heac(ExecutiveResponsibiIity)

based classes; or
Assistant Secretary, Building Services

1 pay a casual visitor fee.
Membershipand casual visitor fee information is Related Documents

available from theHealth and Recreation Centre ) i )
There is no formal documentation which governs the

delivery of the service
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Help with Hansard searchd®arlinfoSearch

Service Information

Hansard transcripts from 1981 are available through ParlinfoSearch.

The Parliamentary Library holds a complete print set of Debates (Hansard) from Federation to ateaf€hial is available

Ay GKS [AONINEQA NBTFTSNBYyOSelpadist SOGA2Yy YR YI& 0SS dzASR 2y
Availability

ParlinfoSearch is available to anyone connected to the internet.

Initial training in searching techniques for retrieving Hansard and othegnmmbfromParlinfoSearch is available through
scheduled courses conducted by 2020 Support [23R0)and, for Senators and Members, through eioeone training
sessions.

Customers

This service is provided to the following customers:

1 Senators, Members aritieir staff
Parliamentary department staff
All other PCN users
Government departments

=A =4 =4 =

Members of the public

Accessing th&ervice
2020 is the first point of contact for assistance with searching in ParlinfoSearch or to arrange training.

For access to thprint set of Debates contact the Library Central Enquiry Point.

Contact

Print set of Debates Support Enquiries

Central Enquiry Point (Library) 2020 Support Desk

Phone: (02) 6277 2500 Phone: (02) 6277 2020

Fax: (02) 6277 2599 Fax: (02) 6277 5700

email: libraryenquiries@aph.gov.au email: dps2020@aph.gov.au

Service Provider Service Categyry

Client Support Hansard

Charges Branch HeadExecutiveResponsibility)
There are no charges to customers for this service. Assistant Secretary, Infrastructure Services
Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery of this

service.
Related Services

There are no other servicés the catalogue which are
related to this service.
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House Monitoring ServicéHMS)

Service Information

The House Monitoring Service (HMS) is the facility which distribiwessroadcasts and replays of parliamentary
proceedings. Through the HMIuilding occupants also receive freeair commercial television and radio, as well as
selected satellite television channels.

There are 64 television channels and 36 radio channels available in each suite with channels ranging from live coverage of
the chambers and committees, press conferences, replay channels throughdo afid satellite services.

Availability

24 hoursaday,7 daysaweek.

Details of services broadcast on individual television channels and radio frequenciestaieed in the HMSelevisiorand
Radioguide. The HMS guide is normally on or near the television set. Extra copies are available upon requz826rom
Support Desk.

The HMS guide is also available online atSkaatoréand Member§Service Portah the Client Support, Broadcasting and
Hansard content block.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
Parliamentary department staff
Government departments

Press Gallery

Members of the public

=2 =4 =4 =

Accessing th&ervice
2020 Support Desk is the single contact point for this service.

Contact may be made via telephone, fax orafim

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider Service Category

Broadcasting Content Broadcasting

Charges Branch HeadExecutiveResponsibility)

There are no charges to customers for this service. Assistant Secretary, Content Management

Service Level Related Documents

There is no specified service level for this service. DPS Operations Policy and Procedure: House Monitoring
Service.

Related Services

There are n@ther services in the catalogue which are
related to this service.
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Information technology training

Servicelnformation

DPS provides IT (computer) training to Senators, Members, their staff and staff of the parliamentary departments at a
numberof levels:

1 formal classroom training;

1 computer based training;

1 selfhelp publications (tip sheets); and

1 oneto-one training (for Senators and Members).

Classroom Training

DPS offers training courses to Senators, Members, their staff and staff giatfiementary departments. Courses are
02y RdzOGSR Ay (GKS RSLINIYSyidQa GNIAyAy3a NB2Y Ay tIFINIAFYSy

Courses are provided for standard Microsoft Office applicatiog®ord, Excelant dziif 2210 |y R GKS t I NI Al
applications (Parlinfo anithe Mail Trackingystem) and other relevant services such as the remote and mobile computing
platform, MobileOffice.

Information about training courses, including course outlines, objectives and outcoreastotourse, are available on the
intranett Client Support Course Profiles

Computer Based Training (CBT)

A computer based training packadeu(sg is accessible on all computers connected to the parliamentary computing
network.

Pulseis a seHpaced CBT applicatiolt.assists in improving users' contpuskills and computer knowledge.

Selfhelp publications (tip sheels

DPS providesp sheetson a variety of topics related to applications and computerwghin the parliamentary
environment. Theip sheetsmay be viewed, printed oemailed to other userand are available 08020 Online

One to one training (for Senators and Members)
Sendors and Members may request o#ie-one training in their Parliament House suite on the applications and hardware

provided by DPS.
Avalilability
Oneto-one training for Senators and Members is subject to resource availability.

Training courses are scheduledmeet customer demand, in line with resouraeailability. The course schedule is published
in the20200nlineand also on théntranet. It is also emailed tall PCN account holders each month.

Access to the tip sheets and CBT is available 24 hours a day, 7 days a week (sldyjettinee for scheduled maintenance) via
the parliamentary network.

Customers

This service is provided to the following customers:

M Senators, Members and their staff
1 Parliamentary department staff
M All other PCN users

Accessing thé&ervice

2020 Support Desk is the single contact point for all enquiries relating to inforntattbnology training in Parliament
House.

Bookings for classom training courses are requireddow to Book on a Client Supp@burse .

Pulse(CBT) is accessible via the parliamentary computing netwGtting Started withPulseCBT

Tip sheets are availabtelineto anyone conneted to the parliamentary computing network.
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Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider
Client Support

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

There are no other services in the catalogue which are

related to this service.

DPS Services CataloguSeptember 2010

Service Category

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There are no documents related to the delivery of this
service.
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Issue of keysn Parliament Haise

Service Information

Access to most secure (nguublic)areas of Parliament House is availabl@tthorised pass holders. Some areas, however,
require pass holders to be issued wibys.

Keys for Senate offices aigsuedby the Office of the Usher of the Black Rod. Kdgs House of Representatives offices
are issued by théffice of the Serjeanat-Arms. Keys for Ministerial offices are issued by staff in the Minisiéfiiad
Support Unit

DPS is responsible for the supply only of keys and locks to the Stmeitguse oRepresentatives antthe Ministerial Wing,

andthe issue of keys to offices or locked areas totler areas of Parliament House.

Availability

The Parliamentary AccessrAmhistrator is available to issue keys from 9.00 am to £:50 Monday to Friday, excluding

public holidays.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff
Former Senators and Members
Parliamentary departnst staff
Press Gallery

=A =4 =4 -4

Accessing th&ervice

Contact the Access Administrator for your relevant area to make an appointment for issue of required keys and for all

enquiries relating to issuing of keys.

NOTEf 2YLX SGA2y 2F GKS NBIljdzSad Aa Iy WHLLIXAOFGA2YQ F2NJ GKS

misleading information is a serious offence.

Contact

All other occupants of Parliament House

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 6277 7333

Departmert of the Senate
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

All other occupants of Parliament House

Photographic Pass Office
Phone: (02) 6273989
Fax: (02) 6277 5726

Department of the House of Representatives

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

Press Gallery
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000
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Service Provider

Security

Charges

Thereare no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

Photographic and security passes

DPS Services Catalogifgeptember 2010

Service Category
Security

Branch HeadExecutiveResponsibility)

Assistant Secretary, Building Services

Related Documents

There are no documents related to the delivery of this
service.
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IT selfhelp publications

Service Information

DPS, through the 2020 Support D€3820),produces a variety of material to provide IT information to clients and
complement IT training and support services.

Training Documentation
DPS produces user manuals anélgs for each of the training courses offered.

Copies of manuals and guides can also be provided to users who are unable toti@ieing, although attendance at
training courses is recommended.

Tip Sheets
DPS produces tip sheets antther promotional material to complement training and support services.

20200nline
20200nlinecomplimentsthe support services delivered by DP®rdtvidestips and articles osoftware andhardware used in

Parliament House and electorate offices.
Availability

Assistance with the selfelp publications is available from 2020 during normal operatioigrs.

Customers
This service is provided to the following customers:

1 Senators, Members and threstaff
1 Parliamentary department staff
T All other PCN users

Accessing th&ervice

Training documentation may be requested from 202 sheetsandother information are avaélble from20200nline

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider Service Category

Client Support IT Infrastructure

Charges Branch HeadExecutiveResponsibility)

There are no charges to customers for this service. AssistantSecretary, Infrastructure Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery of this
service.

Related Services

2020 Support DeskInformation Technology,
Broadcasting and Hansard
Information technology training
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Landscape services

Servicelnformation

Landsape Services is responsible for the maintenance and development of the 23 hectares of formal gardens and native
landscape within the Parliamentapyecinct.

Availability

The availability of Landscape Services staff varies according to the season; hanvgegeeral, staff will be available from

6.00 ant 3.00 pm.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
91 All other occupants of Parliament House

Accessing th&ervice

Allmatters relating to landscaping should be directed to the Assistant Dirdcamidscape Services.

Contact

All Customers

Maintenance Services Help Desk
Phone: (02) 6277 5045

Fax: (02) 6277 5444

Service Provider Service Category

Maintenance Serees Bulding Infrastructure

Charges Branch HeadExecutiveResponsibility)

There are no charges to customers for this service. Assistant Secretary, Infrastructure Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery of this
service.

Related Services

There are no other services in the catalogue which are
related to this service.
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Library(Parliamentary Library

Servicelnformation

The Parliamentary Library supports the parliamentary process by providing Senators and Members with quality information
services, analysis and advice.

Details of all services praleéd by the Parliamentary Library are contained in the

Parliamentary Library Statement of Client Services

Availability
¢KS [AONI NEQ& 2LISYA Y PalidBedzhtfLibtaBortdlddzo f A4 KSR 2y GKS
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Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
1  All other occupants of Parliament House

Accessing th&ervice
The Central Enquiry Point (CEP) is the first point of cofidathe Parliamentary Library.

Contact

General Enquiries Parliamentary Librarian

Central Enquiry Point (Library) Ms Roxanne Missingham

Phone: (02) 6277 2500 Phone: (02) 6277 7102

Fax: (02) 6277 2599 Fax: (02) 6277 2403

email: libraryenquiries@aph.gov.au

Ground Floor Reading Room Electronic Media Monitoring Unit (EMMU)
Ground Floor Library Phone: (02) 6277 2568

Phone: (02) 6277 2561 Fax: (02) 6277 2599

Fax: (02) 6277 2454 email: emmu@aph.gov.au

Service Provider Service Category
Parliamentary Library Library

Charges Branch Head (Executivieesponsibility)
There are no charges to customers for this service. Parliamentary Librarian
ServicelLevel Related cuments

Thereare no specified service levaor this service. Statement of Client Services

Parliamentary Library subject staff contact list

Related Services
Resource aqreement between Secretarv and

There are no other services in the catalogue which are Parliamentary Librarian
related to this service.

Parliamentary Library feedback

Portfolio Budget Statements
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Linen service

Servicelnformation

Senators and Members arallocated linen for use in their suites.

Ministersare allocated: Senators and Memberare allocated:
6 x bath towels; 4 x bath towels;
4 x hand towels; 3 x hand towels;

1 x bath mat; and
2 X tea towels.

1 x bath mat; and
2 X tea towels.

Chamber épartments (Senate and House of Representatives) and DPS are allocated linen for use in ensuites (where offices
have ensuites) and tea rooms.

Chamberdepartmentsand DP&re allocatedhe following per ensuite

4 x bath towel;

3 x hand towel;
1 x bath matand
2 x tea towel.

Availability
Linen is provided on a daily basis when cleaning of the suite is undertaken.

NOTECIeaners will only replace linen if it is left on the floor or in the linen basket.

Customers
This service is provided to the followingstomers:

T Ministers

Senators

Members

Department of the Senate

Department of the House of Representatives
DPS Executives

DPS staff
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Accessing the Service
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Maintenance Service sectiam the first point of contact for all matters relating to linenhtinisteNR Q > {
and othersuites

Contact

All Customers

Maintenance Services Help Desk
Phone: (02) 6277 5045
Fax: (02) 6277 5444
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Service Provider

Maintenance Services

Charges

There are no charges to customers fiis service.

Service Level

Service levels for cleaning in Parliament House are
identified in the contract for cleaningervices this also
includes the provisionf linen.

Enquiries regarding levels of service should be directed to
Maintenance Services

Pager6

Related Services

Cleaning in and around Parliament House

Service Category

Building Infrastucture

Branch Head (Executiieesponsibility)

Assistant Secretarynfrastructure Services

Related Documents

Relevantleaning catract managed byaintenance
Services
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Live broadcasand/or video productions

Servicelnformation
The service provides a variety of productions such as:

1 presentationmessages;

1 WLMSOKSYSNI QT

1 (St SOABAREQPI G2
1 radio interviews; and

1 audio recordings.

Senators and Members can book DPS television and radio studios for a variety of purposes, including:

91 recording messages for later replay; and
1 to participate in tweway television and radio interviews.
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Availability

Sitting and nossitting weeks: ®0amt 6.00pm.

24 hourthoticeisrequired.

Provision of the service is subject to parliamentary sittings and resource availability.
This service may not be used for electioneering purposes.

Charges apply for neparliamentay productions

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff

1 Government departments

1 Media

Accessing thé&ervice

2020 Support Desk is the single contaginp for this serviceContact may be made via telephone, fax or email.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au
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Service Provider

Broadcasting Content

Charges

Charges may apply depending on the nature and purpose
of the service and the degresf involvement of DPS staff.

Chargeswill be agreed with the client prior to
confirmation of the scheduling of the service.

Service Level

There is no specified service level for this service.
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Related Services

There are no other services in the catalogue which are
related to this service.

Sewice Category

Broadcasting

Branch Head (Executivieesponsibility)

Assistant Secretary, Content Management

Related Documents

There are no documents related to the delivery of this
service.
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Lost and foundoroperty

Servicelnformation

Personal property that has been found or left behind in Parliament House is managfsitby ServicesThese items are
kept for three months before disposal.

Items that ae believed to have been stolen or removed without proper authority should be reported immediately to
Security A uniformed security officer will take the details anatify the incident to theAgency Security Advisor.
Availability

During normal office hours, property can be handed in at the Information Desk in the Main Foyer or reported to Visitor
Services

Security staff are available 24 hours a day, seven days a week.

Customers
Thisservice is provided to the following customers:

1 Senators, Members and their staff

1 Parliamentary department staff

91 All other occupants of Parliament House
91  Allvisitors to Parliament House

Accessing th&ervice

All enquiries concerning lost and/or found preny should be directed to Visitor Servicé4atters relating to removal of
items without proper authority should be directed gcurity.

Contact
All Customers Security
Visitor Services Phone: (02p277 3299

Phone: (02) 6277 5085
Fax: (02) 6277 5068

Service Provider Service Category

Facilities Facilities

Charges Branch Head (Executivieesponsibility)

There are no charges to customers for this service. Assistant Secretary, Building Services

Service Level Related Documents

There is no spefied service level for this service. There are no documents related to the delivery of this
service.

Related Services

There are no other services in teatalogue which are
related to this service.
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Mail and courierreceipt services

Service Information

DPS staff are responsible for the receipt and security screening of all mail and daliveries to Parliament House.
Initial sorting is undertaken by the House Répresentatives mail room, after which Loading Dock staff distribute the mail to
the four separate mail distribution points.

All Australia Post mail and courier deliveries areereed by the Loading Dock. All iteare security screened by DPS
Security staff and transported to the appropriateailrooms for sorting and delivery to individual recipients.

Eachparliamentary departmenand the Ministerial Wing Support Unitatribute the mail to the recipients.

Availabiity

The Loading Dock operates 7.00a$00pm, Monday to Friday (excluding pubticlidays).

Special arrangements can be made to access the Loading Dock outside these bouatadting the Manager, Loading€k.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff

91 All other occupants of Parliament House

Accessing the Service

Enquiries concerning maihd courier deliveries should be directed to the appropriate departmental contact.

Contact

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 6277 7333

Department of the Senate
Office of the Usher of the Black Rod

Phone: (02) 6277590
Fax: (02) 6277 3000

Members

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

All other occupants of Parliament House (excluding
Press Gallery)

Manager , Loading Dock
Phone: (02) 6277 5440
Fax: (02) 6277 5188

Department of the House of Representatives
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204

Press Gallery

Mailroom Supervisor
Phone: (02) 6277 5944
Fax: (02) 6277 5867

Senators

Office of the Usher of the Black Rod
Phone: (025277 3500
Fax: (02) 6277 3000
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Service Provider

Logistics

Charges

There are no charges to customers for this service.

Seavice Level

There is no specified service level for this service.

Related Services

Goods handling services

DPS Services Catalogifgeptember 2010

Service Category
Facilities
Branch HeadExecutiveResponsibility)

Chief Finance Officer

Related Documents

There areno documents related to the delivery of this
service.
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Mobile phone coverage

Servicelnformation

All mobile phone carriers provide mobile phone coveragtdin Parliament House.

Availability

Access to individual mobile phone networks from within Parliament House is controlled and maintained by each carrier.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff

1 Patiamentary department staff

1  All other occupants of Parliament House
91 Allvisitors to Parliament House

Accessing th&ervice

Queries relating to the operation of mobile telephones in Parliament House should be directed to the relevant carrier in the
first instance. Customers may contact the Teleph&@upportHelp Desk for generaiformation on mobile phone us&

Parliament House.

Contact

All Customers

Telephone Support Help Desk
Phone: (02) 6277 5678
Fax: (02) 6277 3974

Service Provider
Communication Networks

Charges

Customers are responsible for mobile phone purchases
and associated costs.

Service Level

There is no specified service level for this service.

Related Services

There are no other services in the catalogue which are
related to this service.

Pages2

Sewice Category

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There are na@ocuments related to the delivery of this
service.
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Multimedia, videoand audiopost-production services

Service Information
DPS provies editing and multimedia graphics/animation services.

Copyright of this material belongs to the Commonwealth Parliament, antchaathorised use may be madeiof The
Parliament makes this material available on condition thatrtiegerial is not used for:

91 political party advertising or election campaigning;

1 satire or ridicule; or

1 commercial advertising.

Availability

Nonssitting¢8.00ant 6.00 pm.
24 hours noticas required.

Provision of servicis subject to parliamentary sittings and resource availabilityis service is not available for electioneering
purposes.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
Parliamentary department staff
Governmat departments

Media

Members of the public

=A =4 =4 -4

Accessing thé&ervice

2020 Support Desk is the single contact point for this ser@oetact may be made via telephone, fax or email.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 627%700

email: dps2020@aph.gov.au

Service Category Charges
Broadcasting Charges apply to neparliamentary events

Charges will be agreed with the client prior to confirming
of the scheduled service.

Branch Head (Executivieesponsibility)
Assistant Secretary, Content Management .
Service Level

Related Documents There is no specified sece level for this service.

There are no documentglated to the delivery of this .
service. Related Services

There are no other services in the catalogue which are

Service Provider related to this service.

Broadcasting Content
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Nursing and baby change room

Servicelnformation
a2l KSNEQ V dzNdardggrBoms afeRocdiek i the f@lowing areas witRarliament House

1 House of Representatives, first floor public areadjacent to the entrance tthe Gallery of the Great Hall;
1 Senate, ground floar baby change room (SG65); and
1 House of Representativeshaby change room (RG64).

These facilities are administered by the relevant chamber department

Availability

The nursing and baby change room in the public areaadable to the publionly during Parliament House opening hours.
All nursing and babghange rooms are available to pdssders at all hours.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff

1 Parliamentary department staff

91  All other occupants of Parliament House
1 Allvisitors to Parliameriiouse

Accessing the Service

The chamber departments are responsible for the facilities provided in the nursing and baby change rooms. All enquiries
should be directed to the appropriate departmental contact in the first instance.

Access to the public arédouse of Representatives room is available to buildowupants and visitors to Parliament House,
including members of the public.

Access to the other room&(SG65 and RG64) is restricted to Senators, Memberaaharised pass holders.

Contact

Department of the House of Representatives Department of the Senate

Office of the Serjeardt-Arms Office of the Usher of the Black Rod

Phone: (02) 6277 4889 Phone: (02) 6277 3500

Fax: (02) 6277 4204 Fax: (02) 6277 3000

Service Provider Service Level

Facilities There is no specified service level for this service.
Charges Related Services

There are no charges to customers for this service. {SYIFLG2NARQ YR aSYOSNBRQ Tl YAt @
Service Category Related Documents

Facilities Relevant cleaning contracts managed by Facilities

Management.

Branch HeadExecutiveResponsibility)

Assistant Secretary, Building Services
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Parliament House Art Collectioservices

Service Information

DPS Art Services manages the Parliament House Art Collection (PHAC). PHAGeent&ii@300 works of art and is
designed to be an integral part of the buildiregvironment. It includes many works that have been specifically
commissioned foparticular sies as well as a large number of contemporary artworks that are rottitemigh the offices
of Senators and Members, and through corridors and public spaces.

Some works from the collection are always on display in the public areas asupgriemented byegular exhibitions as
opportunity presents.

DPS Art Services is also responsible for the management of the Historic Me@wifiadsion and the Gifts Collection.

Currently the numbers of artworks available are:

=a

Prime Minister unlimited;

Leader of the Oppsitiont unlimited,;

President of the Senateunlimited;

Speaker of the House of Representativeslimited;
Deputy President/Deputy Speaker artworks;
Leaders of other major parties7 artworks;
Ministerst 7 artworks;

Parliamentary Secretaries/Shadow Ministers artworks
Whips and other Office Holderss artworks
Backbenchers 4 artworks.

Clerk of the Senate1 artwork; and

Clerk of the House of Representatives artwork.
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All Senators and Members may have an additional craftwork, subject to availability.

Note: This service relates to artworks in the Parliament House Art Collection. Building occupants are responsible for the care
and movement of anpon-PHAC artworks, including personal artworks.

Availability
Art Services staff are available 9.00@500 pm Monday to Fridayexcluding publitiolidays).

Customers

This service is provided to the following customers:

i Senators
1T Members
M Clerks

Accessing the Service

Senators and Members can select works from Parliament House Art Collectionthgpriombers indicated abovéy
contacting the ArSServices Section.

Contact

All Customers

ArtworksManager
Phone: (02) 6277 5327
Fax: (02) 6277 3905
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Service Provider

Art Services

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

There are no other services the catalogue which are
related to this service.
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Service Category
Facilities
Branch HeadExecutive Responsibility)

Assistant Secretaryrojects Branch

Related Documents

Operating Policies and Procedures Not ¥location of
artworks to Members of Parliament
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Parliament House flag and flag protocol advice

Servicelnformation

DPS facilitates the coordination and flying of flags for some ceremonial occasions, atsihallyequest of the Department
of Prime Minister and Cabin@PM&C)

Areas where flags may be flown include:

91 44 flagpoles at front of Parliament House;

1 Senate, House of Representatives and Ministerial entrances;

T aSYOSNBRQ DdzSaia ¢SNNIOST |yR

1 within Parlianent House when required for visiting dignitaries (under instructiom PM&Q.
Availability
Flag Protocol

Thereisa set number of occasions when PM&C requests the Australian national flag to be flown from all government
buildings.

PM&C also requedtalf-mastings due to the death of a VIP or national tragedy.

Official Visits

The flying of flags to coincide with state visisequested by PM&C and approved twe Presiding Officex
Parliament House Main Flag

The man flag over the centre of Parliament House flies 24 hours a day, 7 days a week.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff

91 All other occupants of Parliament House
1 PM&C (CERHOS)

1 Al visitors to Parlian@ House

Accessing the Service

Requests for flying of flags in the designated areas require approval frefaekidingCOfficers. Such requests and any
gueries regarding flag protocol should be directed to EaeilitiesOfficeManaget

Queries regardinghe main flag mast should be directed to Maintenance Services.

Contact

Flag Protocol Main Flag Mast

FacilitiesOfficeManager Maintenance Services Help Desk

Phone: (02) 6273532 Phone: (02) 6277 5045

Fax: (02) 6277 5220 Fax: (02) 6277 5444

Service Provider Service Category

Facilities Facilities

Charges Branch HeadExecutive Responsibility)
There are no charges to customers for this service. Assistant Secretary, Building Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery loift

Related Services service

There are no other servicés the catalogue which are
related to this service.
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Parliament House traffic arrangements

Service Information

Parliament Drive is a ongay road with travel in an antilockwise direction from Commonwealth Avenue to Melbourne
Avenue and then around to Kings Avenue.

The section of Parliament Drive between Kings Avenue and Commonwealtiue is tweway traffic flow.

A 50 km speed limit applies on Parliament Drive. Theregare waysigns facing thepproach roads at all the
intersections with Parliament Drive. Vel@simust turn righfrom Melbourne Avenue and Kings Avenue into Parliament
Drivetaking care to give way to pedestrians on the crossiftpwever vehicles may turn left or right from Commonwealth
Avenue into Parliament Drive.

Availability

Parliament Drivés a public road and accessible 24 hours per day, 365 days peAygamad closures, maintenance or
events impacting on the use of the road are advised to building occupants in advance.

There are designated zones along Parliament Drive for the exelusevof Comcar vehicles.

Designated pick up and set down zones are located outside the House of Representatives, the Senate and the Ministerial
Wing.

All other areas are designated as no stopping zones.

Customers
This service is provided to the followingstomers:

I Senators, Members and their staff
91  All other occupants of Parliament House
T Allvisitors to Parliament House

Accessing th&ervice

All enquiries concerning traffic arrangements in and around Parliament House shodiletttedto the Parliament Seurity
Operations Roonn the first instance.

Contact

All Customers

AFP Duty Operations Manager
Phone: (02) 6277 6126

Fax: (02) 6277 7276

Service Provider Car parking in Parliament Hous®isabled parking
Security Car parking in Parliament Hous#/isitors parking
Chages Service Category

There are no charges to customers for this service. Security

Service Level Branch HeadExecutiveResponsibility)

There is no specified service level for this service. Assistant Sectary, Building Services

Related Services Related Documents

Car parking in Parliament House dzA f RAy 3 200 dzLTJPe{!e[?rg pp documents related to the delivery of this
authorisedparking service.
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ParliamentShop

Servicelnformation
The Parliament Shop carries a wide variety of Austraiadesouvenirs, craftjewellery, timber items, cards and books.

A 10 per cent discount on most items is available to Parliamentary pass holders.

Availability

The Parliament shop is open as follows

9 sitting days Monday to Frida9.00 ant 5.45 pm;
1 nonssitting days Monday to Friday.00 ant 5.00 pm;
1 weekends and public holiday®.00 ant 5.00 pm; and
1 Christmas DayCLOSED.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff

1 Parliamentary department staff

1  All otheroccupants of Parliament House
91 Allvisitors to Parliament House

Accessing th&ervice
The Parliament House shop is accessible to all building occupants and visitor$ toldiey

Orders can be placed via telephone for interstate or overseas delivery.

Cortact

All Customers

Parliament Shop

Phone: (02) 6277 5050

Fax: (02) 6277 5068

email: Parliamentshop@aph.gov.au

Service Provider Service Category

Facilities Facilities

Charges Branch HeadExecutive Responsibility)
The Parliament shop is a commercial retail facility. Assistant Secretary, Building Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery of this

. service
Related Services

There are no other services in the catalogue which are
related to this service.
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Parliamentary omputing network security

Servicelnformation

DPS is responsible for the security of all centrally administered software, systerdatand
Service includes:

91 physical security of the network;

advice on logical security;

virus protection (serversral workstations on the parliamentary network);

virus protection (installation kit for home use);

internet gateway protection (firewall);

intrusion detection(spam)

collection and analysis of security logs;

definition of security policies, in conjunction with the chamber departmentseplartment of Finance and
Deregulation

=2 =4 =4 4 -4 -4 -4

1 development of security procedures and user guidelines; and
1 network security review and classification.

When working in the parliamentary environment, users will deal with a number of security issues such as mi¥ectng
work through password use, and the use of electronic mail.

Advice on Australian Government information technology secgtifgielines and other related information is available from
Defence Signals Directorate Information SecuBitgnch

The Australian Privacy Commissiohas published guidelinesidhe use of email and the internearliamentary
departments maintain their own policies regarding use of internet and email by department staff.

Note: The Parliamentary computingetwork (PCNJs not classified andsers are warned against stog classifiednaterial
on network sharesDepartmental usershould consult their owlepartmentsinternal policies regarding the classification of
electronic data.

Availability

Available 24 hours a day, 7 days a week (excluding diowenfor schedulednaintenance).

Customers
This service is provided to the following customers:

I Senators, Members and their staff
1 Parliamentary department staff
T  All other PCN users

Accessing th&ervice
2020 Support Desk is the first point of contact for all matters relatngetwork securityon the PCN.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au
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Service Provide

Computing Services

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

Access to the Parliamentary Computing Network (PCN)
Remote access to the PCN

DPS Services Catalogu8eptember 2010

Service Caegory

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

AustralianGovernment Protective Security Manuahd

Australian Government Information and Communications
Technology Secity Manual(ISM)
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Pest control

Service Information

DPS manages all issues relating to pest contrighitiament House. The service includes routine inspection and treatment

for pests.

Weekly scheduled routine inspection and treatments are performed as well as reqsestéces.

Services are usualperformed on weekends due to low building occupant numbers.

Availability

Pest controbroblemswill be addressed 24 hours per day, 7 days a week.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Paliamentary department staff
1  All other occupants of Parliament House

Accessing the Service

Emergencies may be reported directly to the Maintenance Services Help Desk.

In providing this service, Maintenance Services Section staff will arrange the appemiatss permits prior to the

scheduling of work. Security and AFP will be informeghrding access, as required.

The first point of contact for this service is as follows:

Contact

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 877 7333

Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204

Department of the Senate
Office of the Usher of the Black Rod

Phone: (025277 3500
Fax: (02) 6277 3000

Department of the House of Representatives
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204

General Enquiries

Maintenance Services Help Desk
Phone: (02) 6277 5045

Fax: (02) 6277 5444

Service Provider

Maintenance Services

Charges

There are no charges to customers for this service.
Service Level

Thereis no specified service level for this service.
Related Services

There are no other services in the catalogue which are
related to this service.
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Service Category

Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

Forapproved chemicals for use in Parliamelatuseseethe
Material Safety Data Sheetandthe contract with the

pest control contractor.
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Photographic and security passes

Service Information

Access tdhe secure (norpublic) areas of Parliament House is available to authorised pass holdergdditfonal access
provisions can be provided depending on the relevant pass category.

DPS is responsible for the issue of Parliament House security passes.

Further information, including the categories of pass which may be issued, can be found lwackwf the Request for
ParliamentHouse Security Pasgplicationform.

Availability
The Parliamentary Pass Office is open from 9.00 4tB0 pm, Monday td-riday,excluding public holidays.

Customers

This service is provided &l persons eligibléor photographic pass

Accessing the Service

Contact the Pass Office to make an appointmentlfierissue of an official pass and for all enquirielating to photographic
passes.

A pass wilbe issuednlyupon presentation of a completed and authorisBdquest for Parliament House Security Pass
which may bedownloaded from the DPS intranet.

NOTEf 2 Y LI SlGAz2y 2F (GKS NBl|jdzSaid Aa |y WHLLIEAOIGA2YQ F2N (GKS
misleading information is a serious offence.

Contact

General Enquiries After Hours Enquiries

Pass Office Parliamentary Security Operations Room
Phone: (02) 6277 5989 Phone: (02) 6277 7117

Fax: (02) 6277 5726 Fax: (02) 6277 5946

email: securitypass@aph.gov.au

Service Provider Service Category
SecurityPlanning and Administration Security

Charges Branch HeadExecutive Responsibility)
There are no charges to customers for this service, Assisant Secretary, Building Services
although a review of th@arliamentary pass policies is

currently considering cost recovery for some categories Related Documents

of passes.

There are na@locuments related to the delivery of this
Service Level service.

There is no specified serviavkl for this service.

Related Services

There are no other services in the catalogue which are
related to this service.

Pageo3


http://dpsstaffportal.parl.net/~/media/Forms/PassApplicationForm_pdf.ashx
mailto:securitypass@aph.gov.au

DPS Services Catalogu8eptember 2010

Photographs of Senators andembers in thepublic areas

Service Information

Official photographs of all current Senators and Members are displayedrlimment House, in the Senatst floor public
circulaton area (neathe main theatrg.

These photographs are maintained and updated by the Art Services Section.

Other displays such as the 'Women in Parliament' display are arranged by chamber departments on behalf of the Presiding
Officers.

Availability
Art Services staffre available 9.00 am5.00 pm Monday to Fridayexcluding publitolidays).

Accessing th&ervice

All enquiries regarding photographs in the public areas should be directed Se#ites

Contact

All customers

Artworks Manager
Phone: (02) 6277 5327
Fax: (02) 6277 3905

Service Provider RelatedServices
Art Servies There are no other services in the catalogue which are
related to this service.
Charges Service C
ervice Categor
Senators and Members are entitled to one photogreph gory
panelper Parliament Fadlities

Reprints required as a consequence of Ministerial

changesare paid for by DPS. Branch HeadExecutiveResponsibility)

Additional photographs or photographic services outside Assistant Secretary, Projects Branch

of the entitlement will attract a charge by AusPic ad
Services, andill be notified at the time the service is Related Documents

booked. There are no documents related to the deliy of this

: service.
Servie Level

There is no specified service level for this service.
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Press conference support

Servicelnformation

DPS provides support for press conferences conducted by Senators and MembersRelihatent House.

The service includesupport for the Executive Press Conference Room, and may include live transmission of vision and audio
over the House Monitoring Service.

Availability

Sittingr during parliamentary sitting hours.

Nonssitting 800ant 6:00 pm.

Two hours notice required.

Provision of servicis subject to parliamentary sittings and resource availability.

This service is available only for press conferences held in Parliament House, and the principal subject of the press
conference must be the Senator or Member.

Customers

This service is provided to the following customers:

1 Senators
T Members

Accessing th&ervice

2020 Support Desk is the single contact point for this ser@oetact may be made via telephone, fax or email.

Contact

All Customers

2020 Support Desk

Phone: (025277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider Service Category

Broadcasting Content Broadcasting

Charges Branch HeadExecutiveResponsibility)
Charges apply to non parliamentary functions. Assistant Secretary, Content Management

Charges will be agreed with the cliggrior to

confirmation of scheduling the service. Related Documents

) Copies of chamber proceedings, committee proceedings
Service Level and parliamentary events produced by Broadcasting
Content

There is no specified service level for this service.

Related Services

There are no other services in the catalogue which are
related to this service.
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Production of Parliament House promotionaideo
materials

Service Information

DPS provides professional advice associated with audio and video productioppdndes materials to promote
Parliament House, as required.

Copyright of this material belongs to the Commonwealth Parliament, antchaathorised use may be madeiof The
Parliament makes this material available on condition ihéat not used for:

1 political party advertising or election campaigning;
1 satire or ridicule; or
1 commercial advertising.

Availability
Sittingr during parliamentary sitting hours.
Nonssittingt 8.00ant 6.00pm.

Provision of servicis subject to parhmentary sittings and resource availability.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
Parliamentary department staff
Government departments

Media

Members of the public

=A =4 =4 =

Accessing th&ervice

2020Support Desk is the single contact point for this serv@mntact may be made via telephone, fax or email.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au
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Service Provider

Broadcasting Content

Charges

Charges may apply depending on the nature of the
service and the degree afvolvement of DPS staff.

Chargeswill be agreed with the client prior to
confirmation of the scheduling of the service.

Service Level

There is no specified service level for this service.

Related Services

Audio visual services in the theatre

Audio visual support for special events held within
Parliament Hous8roadcasting services in Parliament
House for external organisations, including government

departments
Live woadcast and/or video productions

Multimedia, video andiudio post production services

Press conference support

Recording androadcast of parliamentary
conferences and associated events heldatliament
House

Recording of committee proceedings in Parliament House

Recording of interstate comntée proceedings

Recording of the Senate, the House of Representatives
and the Main Committee of the House of
Representatives

DPS Services Catalogu8eptember 2010

Service Category

Broadcasting

Branch HeadExecutiveResponsibility)

Assistant Secretary, Content Management

Related Documents

There are no documents related to the delivery of this
service.
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Project initiation services

Servicelnformation

DPS offers project initiatioservices through the Requespproval ProcessR{AR. This process provides a central mechanism
for initiating, prioritising and approving customer requests for services or products where a project is required.

Projects Branch is responsible for the RAP and managing the delivenjexftprincluding:

1 building, engineering and physical security projects related to the refurbishment, modification, upgrade,
replacement or new works in Parliament House and the parliamentary precinct; and

1 installation and implementation of new and replacent IT, broadcasting, communication and security technology
systems and infrastructures.

TheRARs the mechanism used by DPS to develop the annual Capital Works Pr@ykégmwhich integrates strategy, asset
replacement and custoer business requirements. The process aims to ensure:

| the prioritisation and selection of projects is based on their alignmtit and contributiontqi KS t I NI A YSy i
strategies and objectives;

1 customers are engaged in the process to support effecte@sionmaking; and

91 all customer requests follow a consistent and transparent assessment process which has-afWeleament
perspective.

Availability
Project Management Offic@MO)staff are available 9.00am ta@@pm, Monday to Friday (excludipgblic holidays).

Customers
This service is provided to the following customers:

1 Parliamentary department staff
1 Electorate Office IT (Department of Finance and Deregulation)

Accessing th&ervice
ThePMOQis the first point of contact foall enquiries relating to project initiatigrRAP and the CWP

TheProject Proposakmplate is used for all potential projects that are to be considered for inclusion on the Capital Works
Program.

Requests for urgent arnforeseen projects that are not on the CWP can be initiated through the PMO usi@uitemer
Requestemplate.

Further information on projecinitiation can be accessed through tRAP portal

Contact

All Customers

Project Management Office
Phone: (02) 6277 8863
Email:dpsrap@aph.gov.au
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Service Prowder

Project Management Office

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

There are no otheservices in the catalogue which are
related to this service.

DPS Services Catalogu8eptember 2010

Service Category

Infrastructure

Branch HeadExecutive Responsibility)

Assistant Secretaryrojects Branch

Related Documents

Governance Paper No @8equest Approval Process
http://dpsstaffportal.parl.net/~/media/PoliciesGuidelines
/Governance/GP25 requestapprovalprocess pdf.ashx
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Public address system

Servicelnformation

The public address (PA) system in Parliament House is operated by DPS, throlgjlephene Operator.

It may be used to:

1 page Senators and Members;

1 announce parliamentary committemeetings;

91 announce public performances and guest speakers; and
1 make special announcements on request from committee secretariat staff.

Emergency and evacuation announcements may also be broadcast over the PA system.

Availability

The Telephone Operator @vailable:

9 sitting periods from 8.00 am until 30 minutes after the last house rises; and

1 non-sitting periodst from 8.00 am 6.00 pm.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff

1 Parliamentary department aff

91  All other occupants of Parliament House
91 Allvisitors to Parliament House

Accessing th&ervice

All requests for announcements over the PA system should be directed to the Teleppengtor.

Contact

All Customers

Telephone Operator
Phone: 9 or (02) 6277 7111
Fax: (02) 6277 3974

Service Provider

Communication Networks

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

RelatedServices

There are no other services in the catalogue which are

related to this service.
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Service Category

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There are no documents rekad to the delivery of this
service.
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Recording and broadcaistg of parliamentaryconferences
and associated events held &arliament House

Servicelnformation

DPS provide audio and televisietording and broadcaistg of parliamentary events suds conferences, meetings,
seminars and other events in Parliament House.

Availability

Sittingt during parliamentary sitting hours.

Nonsittingt 8.00anmt 6.00 pm (or by arrangement).

hy S ¢SS eqired gravisiahdf this service is subject to parliamentary sittings and resource availability.
This service relates to parliamentary business only.

This service may not be used for electioneering purposes.

Government departments and external clientg able to access broadcasting services for which appropriate charges will be
applied (see Related Services).

Customers

This service is provided to the following customers

1 Senators, Members and their staff

Senate chamber

House of Representativeshamber

Senater committees

House of Representativecommittees
Government departments and external clients

=A =4 =4 A -4

Accessing th&ervice

2020 Support Desk is the single contact point for this ser@oetact may be made via telephone, fax or email.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider Service Category

BroadcastingContent Broadcasting

Charges Branch HeadExecutiveResponsibility)

There areno charges to customers for this service. Assistant Secretary, Content Management

Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery of this
service.

Related Services

Broadcasting services in Parliament House for external
organisations, includingovernment departments
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Recording of committee proceedings Parliament House

Service Information
DPS provides audio and video recording and broadcdgiarliamentary committees meeting in Parliament House.

Copyright othis material belongs to the Commonwealth Parliament, andinauthorised use may be madeiofThe
Parliament makes this material available on condition ihéat not used for:

1 political party advertising cglection campaigning;
1 satire or ridicule; or
1 commercial advertising.

Note: Bookings of committee roonere arranged throughhe Office of the Usher of the Black Rod and the Serjes#trms
office.

Availability

Five dayghotice required 24 hourghotice is required for changes in location or time

A maximum of five committee hearings can be televised simultaneolisiy.service may not be used for electioneering
purposes.

Customers

This service is provided to the following customers:

1 SenatorsMembers and their staff
T Senate committees
1 House of Representativescommittees

Accessing th&ervice

The Hansard Support Unit is the contact point for this ser@ostact may be made via telephone, fax or email.

Contact

All Customers

Hansard Support Unit

Phone: (02) 6277 2834

Fax: (02) 6277 2909

email: BroadHansard@aph.gov.au

ServiceProvider Related Services

Broadcasting Content There are no other services in the catalogue which are
related to this service.

Charges _

Service Category

Broadcasting

There are no charges to customers for this service.

Service Level

Branch H Ex ive R nsibili
100per centvisual and/or audio recording of anc ead ecutive espo sib ty)

proceedings. Assistant Secretary, Content Management
Audio recording is required for production of Hansard. If
it is not possible to capturaudio recording (as a Related Documents

minimum) pioceedings will halt. Guidelines for Filming and Photography in Parliament
House
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Recording of interstate committee proceedings

Servicelnformation
DPSrovides audio recording of parliamentary committees meeting interstate.
The standard service includes:

1 upto 12 microphones;
9 audio recording service;
1 sound reinforcement for up to 30 participants; and
1 press splits of audio to the media
Requirements irexcess of the standard service must be stated at the time of booking and include:
91 telephone conferencing; and
9 live broadcast within Parliament House thve House Monitoring Serviad committee proceedings.

Copyright of this material belongs to the Commvealth Parliament, and nenauthorised use may be madeiof The
Parliament makes this material available on condition ihé&t not used for:

91 political party advertising or election campaigning;
9 satire or ridiculeor
1 commercial advertising.

Note: Venue bookings are arranged by the committee holding the hearing.

Availability

Minimum of two weeks notice is require@hree days notice is required for changetoiation or time

Customers
This service is provided the following customers:

1 Senators, Members and their staff
 Senate committees
1 House of Representativescommittees

Accessing thé&ervice
The Hansard Support Unit is the contact point for this service.

Contact may be made via telephone, fax or email.

Contact

All Customers

Hansard Support Unit

Phone: (02) 6277 8100

Fax: (02) 6277 2909

email: BroadHansard@aph.gov.au
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Service Provider

Broadcasting Content

Charges

There are no charges to customers for this service.

Service Level
100 per cent audio recording of proceedings.

Audio recording is required for production of Hansard. If it
is not possible to capturaudiorecording (as a minimum),
proceedings will halt.

Pagel04

Related Services

There are no other services in the catalogue which are
related to this service.

Service Category

Broadcasting

Branch HeadExecutiveResponsibility)

Assistant Secretary, Content Management

Related Documents

There are no documents related to the delivery of this
service.
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Recordingof the Senate, the House of Representatives
and the Main Committee of the House of Representatives

Service Informatn

DPS provideaudio and video recording and broadcast of the Senate, the House of Representatives and the Main Committee

of the House of Representatives.

Copyright of this material belongs to the Commonwealth Parliament, antchaathorised use may be madeiof The
Parliament makes this material available on condition ihéat not used for:

1 political party advertising or election campaigning;

9 satire or ridicule; or
1 commercialadvertising.

Availability

As required by the Senate, House of Representativedviaid Committeeof the House of Representativeitings schedule.

Customers
This service is provided to the following customers:

1 Senate chamber

Depatment of the Senate

House of Representativeshamber
Department of the House of Representatives
Main Committee (House of Representatives)

=A =4 =4 -4

Accessing th&ervice

¢KS . NBFROFadGAY3I /2yaSyd

Contact

All Customers

Broadcasting Content Production Office
Phone: (02) 6277 8603

Fax: (02) 6277 8389

email: broadcasting@aph.gov.au

Service Provider

Broadcasting Content

Charges

There are no charges to customers for this service.

Service Level

100 per cent visual and/or audio recording of
proceedings.

Audio recording is pnaded to enable Hansard
transcription. If it is not possible twapture audio
recording (as a minimum) proceedings will halt.

aSoiArz2yQa
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Related Services

Hansard transcripts of Senate, House of Representatives
and House of REesentativedviain Committee

proceedings

Sound reinforcement for chambers and committee
rooms

Service Category

Broadcastig

Branch HeadExecutive Responsibility)
Assistant Secretary, Content Management
Related mcuments

Guidelines for Filming and Photography in Parliament
House

Pagel05
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Recycling

Servicelnformation
The Department of Parliamentary Servigesvides facilitiesfor recycling

1 paper and cardboard;
co-mingled material,

toner and inkjet cartridges;
mobile phones;

batteries; and

=A =4 =4 4 -4

metal.

Availability
General waste and paper and cardboard recycling bins are located at eakistation.

Comingled recycling bins are located in communal lunch rooms, committee rooms, the staff dining room and the courtyards
outside the staff dining room and Aussies.

Comingled bins are provided in suites and work areas signed up to the volugamngled recycling scheme. If your work
area would like to sign up to the scheme pleasatact your relevant support services as detailed below.

Battery and mobile phone recycling boxes are provided at your relevant sugggertes, and can be providedyour suite or
work area on request.

Boxes for recycling used toner and ink cartridges are located next to photocopiensigors, in photocopy resource rooms
and next to the lifts in the basement. You caro take used cartridges to your relevanpport services.

Metal recycling facilities are available in the basement. To dispose of items forewsteling please contact the loading dock
(extension5440).

Customers

This service is provided to the following customers:

1 Senators, Members and thestaff
1 Parliamentary department staff
1  All other occupants of Parliament House

Accessing th&ervice

The Assistant Director Environmental Planning is responsible for matters relatémgitonmental management in
Parliament HouseThefirst points of contact for all recycling relatedquiries are as follows:

Contact

Ministers Senators
Ministerial Wing Support Unit Office of the Usher of the Black Rod

Phone: (02) 6277 6088
Fax: (02) 6277 7333

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

Department of the Senate
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Department of the House of Representatives

Office of theSerjeantat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

All other occupants of Parliament House
EnvironmentSustainability Manager
Phone: (02) 6277 5173

Fax: (02) 6277 5210

email: dps.environment@aph.g@au
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Service Provider

Facilities

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for tee&vice.

Related Services

Cleaning in and around Parliament House
Environmental management

DPS Services Catalogu8eptember 2010

Service Category

Facilities

Branch HeadExecutiveResponsibility)

Assistant SecretarBuilding Services

Related Documents
Waste management brochure:

http://www.aph.gov.au/dps/building/EMS/APHWasteMa
nagementBrochure.pdf

Information Circular on eaingled reycling:
http://dpsstaffportal.parl.net/~/media/PoliciesGuidelines
[Circulars/Info_Circ 2008 6 Brochure pdf.ashx
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Remote accesw the parliamentary computing network

Servicelnformation

DPS provides authorised users with secure access to the parliamentary comettirayk (PCN) from remote locations via
the following

1  MobileOffice;
1 OneOfficeWeb; or
1 BlackBernservice.

MobileOffice

Provides the ability to remotely connect a parliamentary notebook computer which hadbieileOfficet platform installed
to the PCN via a dialp linkt either standardelephone or broadband.

OneOffice Web

Provides acceds the PCN from any computer that is connected to the internet. Reisidesairport loungesijnternet cafés
and hotels. OneOfficeWeb allows access to one ofdhewingoptions:

1 Remote Desktopt access to standard office applications afitldrive and networked workgroup shares;

1 NEWS access to the AAP newsfeed only;

1 ParlinfoSearch access to welbased Parlinfo only; or

1 Outlook Web Access (email ortlyaccess to a celown version of the Outlooklient egemail, calendar and
contacts).

* Remote Desktop will not work from all locations, and difficulties may be experienced. If you are unable to use Remote
Desktop please select one of the other services.

BlackBerrys
BlackBerrys provide access to the Outlook mailbox (ie email, calendar and contacts) remotely via the approved BlackBerry

device. Access to BlackBerry facilities is only available to Senators, Mesthéfrauthoried bythe Department of Finane
and Deregulatiormand authorised parliamentary staff via their BlackBerry device.

Availability

Available all hours (excluding dowme for scheduled maintenance).

Remote access to the PCN is only available to authorised users who have been issuedBithtaken and PIN.

Access to BlackBerry facilities is only availableetmat®rs, Members, staff authoksl byDepartment of Finance and
Deregulationand authorised parliamentary staff via their BlackBerry device

It should be noted that the quality of eess when connected remotely to the P@\onnection speed and response times, can
vary depending on the type of remote connection used.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary depanhent staff
1 All other PCN usemuthorised to have remote access

Accessing thé&ervice
2020 is the single contact point for all matters relating to remote connection to the PCN.
RSA tokens are issued by the following authorities:

1 Senators andepartment ofthe Senatestafft Department of the Senate;

1 Members andepartment of the House of Representatigafft Department of the House of Representatives

1 Staff of Senators and Member®epartment of Finance arideregulation(further information available on th®1APS
portal); and
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1 DPS staff DPS (through 2020).
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MobileOffice notebook computers are issued to Senators and Members and departrseitdly the relevanthamber
department and to electorate offices by the Department of FinanceBecdkgulation

The Department of Finance aberegulatiorissuesBlackBerrglevices to Senators afdembers.

Contact

General Enquiries

2020 Support Desk

Phone: (02) 6277 2020
Fax:(02) 6277 5700

email: dps2020@aph.gov.au

Senators andepartment of the Senate

Requests for RSA Token and/or MobileOffice notelbook
Information Technology

Phone: (02) 6277 3652 or (02) 6277 5770

Fax: (02) 6277 3678

Members andDepartment of the Housef Representatives

Requests for RSA Token and/or MobileOffice notebook
Information Systems and Publishing

Phone: (02) 6277 4191

Fax: (02) 6277 8519

Dept of Finance and Deregulation

Requests for RSA Tokestaff of Senators and Members
and (e-Solutions Group)

Phone: (02) 6215 3848

Fax: (02) 6267 3663

Service Provider

Computing Services

Charges

There are no charges to customers for this service.
However, any communications charges associated with
the use of devices able to connect to the PCN and the
provision of RSA tokens are thesponsibility of the issuing
department. Furthermorginternet charges for access via
OneOfficeWeb are the responsibility of the user.

Service Level

There are no specific service levels for this service

Related Services

There are no other services in the catalogue which are
related to this service.

Service Category

IT hfrastructure

Branch HeadExecutive Responsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There are no documents related the delivery of this
service.

Pagel09



DPS Services Catalogu8epember 2010

Removal of stranded birds

Servicelnformation
DPS, through Landscape Services, provides a service for the removal of birds sivihitelarliament House.

At all times, DPS will take every care to ensure that no harm comes to the bird.

Availability
The service is availati® hours a day, 7 days a week; however dftearsrequirements are meby on-call staff having
regard to the urgency of the issue.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary departmendtaff
91 All other occupants of Parliament House

Accessing th&ervice

All requests for assistance in removing stranded birds should be directed Matmenance Services Help Desk.

Contact

All Customers

Maintenance Services Help Desk
Phone: (02) 6277 5045

Fax: (02) 6277 5444

Service Provider Service Category

Maintenance Services Building Infrastructure

Charges Branch HeadExecutiveResponsibility)

There are no charges to customers for this service. Assistant Secretary, Infrastructure Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related the delivery of this
service.

Related Services

Pest control
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Servicelnformation

DPS Services Catalogu8eptember 2010

DPS licenses commercial providers to supply retail services within Parliament Hdolt@ess

| dza & A SQ& / I LIA Utlcoffed shop &nd deseyalStode; t

AustraliaPost postal services;
Capital Har hairdressing services;

Florist at Parliament Hous€florist including delivery service;

HRG Australiatravel agency; and

{ G2 NB

1
1
1
1 SportsCare and Physiothesapphysiotherapy, orthopaedic and post operative rehabilitation services;
1
1
1

Westpac Bark banking and financial services.

Availability

ldzaaArsSQa /FLAGEHE 1 Aff DSYySNI

1 Sitting days 7.00 ang8.00 pm
1 Nonsitting days MondayFriday 7.30 arm5.00 pm

Australia Post

1 www.auspost.com.au

1 MondayFriday 9.00 arn5.00 pm

1 Mail closingimes:
- Ordinary Mail 6.00 pm (postal box)
- Australian Air Express 4.45 pm (counter service)
- Express Post 4.45 pm (counter service)
- Express Post 6.00 pm (postal box)

Capital Hair
1 Stting weeks 9.30 ang5.30 pm, MondagFriday
1  Nonsitting weeks 9.30 ang5.30pm, TuesdagFriday

Florist at Parliament House
1 Sitting weeks 8.30 ang5.00 pm, MondagFriday
1  Nonsitting weeks 9.00 ang4.00 pm, MondagThursday
1 Nonsitting weeks 9.00ang3.00 pm, Friday

HRG Australia
T www.hrgworldwide.com
9 Sitting days 8.00 ang30 mins afte sitting is complete
1 Nonsitting days MondayFriday 8.00 ari7.00 pm

SportsCare and Physiotherapy
1 www.sportscarephysio.com.au
1 Monday, Tuesday, Thursday and Friday 8.0Q1080 pm

Westpac Bank
1 www.westpac.com.au
9 Sitting days 9.30 ang5.00 pm
1 Nonsitting days Mondayt Friday 9.30 ar2.30 pm

Customers

This service is provided to the following customers:

{ Gd2NB

Pagelll



DPS Services Catalogu8epember 2010

Senators, Members and their staff
Parliamentary department staff

All other occupants of Parliament House
Members of the public (Australia Post only)

=A =4 =4 =4

Accessing th&ervice
The post office is located in the public area. All other retail outletsaacessibl@nly to authorised pass holders.

Issues relating to the provision ktail services should be raised with the individoadvider in thefirst instance. However, the
DirectorFacilities is the contact within DRS all matters relating to retail services provided under liceen

Contact

Complaints, issues with licensed providers Hairdresser

Director, Facilities Capital Hair

Phone: (02) 6277 5029 Phone: (02) 6277 5312
Fax: (02) 6277 5220

Coffee Shop Leisure Travel

Aussie's Capital Hill General Store HRG Australia (Leisure)
Phone: (02) 6277 5047 Phone: (02) 6234 0201
Fax: (02) 6273 2060

Corporate Travel Physiotherapy

HRG Australia (Corporate) SportscareandPhysiotherapy
Phone:1300 769 397 Phone:(02) 6277 5395
Bank Post Office

Westpac Bank Australia Post

Phone: (02) 6277 5285 Phone: (02) 6277 5048

Fax: (02) 6209 8191

Florist

Florist at Parliament House
Phone: (02) 6277 5448

Service Provider Service Category

Facilities Facilities

Charges Branch HeadExecutiveResponsibility)
Charges for the services provided are determined by the Assistant Secretary, Building Services

retail outlet.

Related Documents

Service Level _
There are no related documents for these services.

There is no specified service level for this service.

Related Services

There are no other services in teatalogue which are
related to this service.
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Room frvicein Parliament House

Service Information

Room Service is available for the use of Senators, Members, their staff andootitéding occupants from Parliament
House Catering by Intercontinental Hotels Group, under the contract with DPS for the provision of general catering services
within Parliamet House.

Room Service will deliver sandwiches, snacks and beverages selected from aRsmmui&ervice menBeers, wines, spts
and other drinks are also available.

Special occasion cakes, picnic lunches, barbecues etc. can be ordered through Room Service.

Availability
Room service is subject to the availability of staff, and during sitting periodsatdrthe following times:

T 11.00 ant9.00 pm Monday to Thursday

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
91  All other occupants of Parliament House

Accessing th&ervice
All enquiries/orders are tbe directed to thea S Y 6 SShidic® Manager.

Contact

Member<Eervice Manager
Parliament House Catering by Intercontinental Hotels Group
Phone: (02) 6277 3933 or (02) 6277 5132

Service Provider Related Services
Facilities Catering for committeeqdoms
Charges Service Category
Prices are as shown in the Ro&rvice menu. A delivery Facilities

fee will also apply.
Branch HeadExecutiveResponsibility)

Service Level . - ,
Assistant Secretary, Building Services

Service levels for all catering in Parliament House are
identified in the contract focatering services. Related Documents

Enquiries regarding levels of service should be direated t There are no reked documents for this service.
Facilities Management.
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Sanitary disposal facilities and personal hygiepeduct
vending machines

Servicelnformation

Sanitary disposal bins and personal hygiene progtanding machines are locatedvarious female toilets throughout
Parliament House.

Availability

Disposal bin servicese available in all female toilet facilities.

Vending machines are available throughout the building in the following locations:

GroundFloor
1 Marble Foyer (behind Parliament House shop);
Health and Recreation Centre;
Female toilet (adjacent to House of Representatives chamber); and
Female toilet (adjacent to RG89).

=A =4 =4

First Floor

Female toilet (adjacent to Great Hall on Hous&epresentatives side);
Female toilet (adjacent to Great Hall on Senate side);

Female toilet (adjacent to House of Representatives chamber); and
1 Female toilet (adjacent to Committee Room 1R6).

=A =4 =4

Sanitary bingre serviced on a weekly andweekly schedule ahwhen required.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff

1 Parliamentary department staff

1  All other occupants of Parliament House
91 Allvisitors to Parliament House

Accessing th&ervice

Maintenance Seiigesis the first point of contact for matters relating to sanitary dispasad the vending machines in
Parliament House.

Contact

All Customers

Maintenance Services Help Desk
Phone: (02) 6277 5045
Fax: (02) 6277 5444
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Service Provider

Maintenance Services

Charges

There are no charges to customers for this service.
Service Level

Binsare serviced on a weekly andweekly schedule and
on an asrequiredbasis.

Related Services

There are no other services in the catalogue which are
related to this service.

DPS Services CataloguBeptember 200

Service Category

Building Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

Thereare no documents related to the delivery of this
service.
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Security arrangementat Parliament House

Service Information

Parliament House access control arrangements are designed to prokidé &vel of protection to building occupants, as
well as to the building and its artworks and memorabilia.

Parliamentary Security ServifleSS3taff provide access control and security screening &tellingentrance pointsinternal
points to the pivate areasand the chambers and the public galleri#gePSS alsprovides an unarmed firsesponse
capability within the building to sectyiincidents and duress alarms aimitial first aid services to Senators, Members, other
building occupants andisitors.Internal and external security is supported by clos@duit television and a variety of
electronic security systems.

Australian Federal Polidgniform Protection (ARRP)is contracted to provide a security service within the Parliamentary

precincts, which consists of a constant presence of mobile and static patrsisie Parliament Hous&FRUPofficers deal

with security incidents within the precincts and provide an armed fesponse capability for Parliament HouSée AFRJP
alsoLINE GA RS& aSOdzNARGe FT2NJ GKS tNRYS aAyArAadSNRa {dAdGS FyR (K¢

Emergency responses within Parliament House are managed by the Security section and supported by wardens from all
parliamentary departments.

DPS provides security advice to occupatitRarliament House, coordinates security and emergency activities, issues
parliamentary photographic passes and investigates secoirgches.
Availability

Parliament House is accessible to all authorised pass holders 24 hours a day, Wwdaks a

Custoners
This service is provided to the following customers:

1 Presiding Officers

1 Senators, Members and their staff

1 Parliamentary department staff

1 Ministerial Wing Support (Department of Finance &@etegulation

Accessing th&ervice

All enquiries concerningesurity or access to Parliament House should be directed t®ihector of Securityn the first
instance.

Contact

General Enquiries After Hours Enquiries

Director Security Parliamentary Security Operations Room

Phone: (02) 6277 4701 Phone: (02) 6277 5999 (general enquiries)

Fax: (02) 6277 5726 Phone: (02) 6277 7117 (emergencies)
Fax: (02) 6277 5946
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Service Provider

Security

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

Emergencies in Parliament House

Car parking in Parliament Hous@uthorised parking

Car parking in Parliament Hoas®isabled parking

Car parking in Parliament Hous¥/isitor parking

Issue of keys in Parliament House

Lost and Found Property

Disabled Parking

Parliament House Traffic Arrangements

Photographic security passes

DPS Services Catalogu8eptember 2010

Servie Category
Secuity

Branch HeadExecutiveResponsibility)

Assistant Secretary, Building Services

Related Documents

There are no documents related to the delivery of this
service.
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Servicelnformation

[2dzy 38 FIOAt{AGASAE FNB LINRPOARSR F2NJ (udére isiisheted by $ngldnt 2 F

chamber department.
Lounges are located as follows:

Senate
1 SpouseSlounge (S141); and
1 Family Lounge (SG67).

House of Representatives
1 Family Lounge (RG64).

DPS, through Facilities Section, is responsible for the cleaning and maintenance ddtiness.

Availability

The lounges are open and available for use by Senators and Members and their families,
as follows:

9 sitting period available 24 hours a day; and
1 nonsitting period may be lockepaccess can be arranged through t#iceof the Usherof the BlackRodor the
Office of theSerjeantat-Arms.

Customers
This service is provided to the following customers:

1 Senators, Members and their families

Accessing th&ervice

The chamber departments are responsible for the facilities provided iotineges. Alenquiries should be directed to the
appropriate departmental service contact in the finsstance.

Contact

Senators Members

Office of the Usher of the Black Rod Office of the Serjearat-Arms

Phone: (02) 6277 3500 Phore: (02) 6277 4889

Fax: (02) 6277 3000 Fax: (02) 6277 4204

Service Provider Related Services

Facilities Nursing and baby change room
Charges Service Category

There are no charges to customers for this service. Facilities

Service Level Branch HeadExecutiveResponsibility)
Service levels for cleaning in Parliament House are Assitant Secretary, Building Services

identified in the contract focleaningservices.

Enquiries regarding levels of service should be directed to Related Documents

Facilities Management. Relevant cleaning contracts managed by Facilities
Management.
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Service Information

DPSsupportsthe SY I i 2NBEQ YR aSYOSNBEQ AYyGSNYI f
Parliament House.

LINKR @ G S

LI ISNJ aead

The paging unit allows for alphanumeric message display with a limited capacity for messages and characigmiBagin
do not functon in the chambers or committe@om 2R-3

When a Senator or Member is paged, their receiver will start to bleep and will displanctming message. It could be a
personal message relayed by the Parliament H&weéchboard, a Quorum or Division message sent by the respective
2 KA LJAQ aifplyxh@irdffice gryhd) to contact them.

ThePagers Tip Sheptovides general information about theaging system and using the pagers.

Availability

Paging units arprovided to Senators and Membeosly for use in Parliament House.
When leaving the building, Senators and Members are requested to place pagerséchheging racks located at the
Senate and House of Representatives ground floor exits at the Ministerial Wing ground floor and basement exits.

The internal pagig system is available 24 hours per day, 7 daysek withinParliament House.

The system includes an exclusion loop facthit suppress pager signals within the chambers and the House of
Representatives Main Committee.

Customers

This service is provided to the following customers:

il

Senators andMembers

Accessing th&ervice

2020 is the single contact point for enquiries thésvice including assistance with faytggers

Customers needing to use the paging service should contact the appropriate opsedton. These operator stations are
located in the following areas:

il
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Senate Government Whip(02) 6277 3404;

Senate Oppositin Whipr (02) 6277 3434;

Senate National Party Whip(02) 6277 3664;

House of Representativé&zhief Government Whip (02) 6277 4083;
House of Represeatives Chief Opposition Whip(02) 6277 4088;
House of Repremntatives National Party Whip(02) 6277 4094; ah
PABX Switchbodr 9.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au
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Service Provider
Computing Services
Communication Networks

2020 Second Level Support

Charges

There are no charges to customers for this service.

Service Level

DPS endeavours to maintain 100 per cent availability of
the service.
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Related Services

There are no other services in the catalogue which are
related to this service.

Service Category

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There are na@ocuments related to the delivery of this
service.
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Services Catalogue

Servicelnformation
The Department of Parliamentary Si&es (DPS) provides direct support to thestralian Parliament.
DPS provides a diverse range of services to Senators, Members, other building usbesgemkral public, including:

information, access, analysis and advice services;

integrated reporting, information technology, broadcasting and communicagoaices;

building, systems, landscape, artworks and furniture maintenance, enginegréhgther building support services;
visitor services;

food, health and recreatiorgleaning and other housekeeping services; and

1 support services to DPS and otliarliamentary departments.
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Details of the services DPS provides to its customers are contained in the Services Catalogue

Note: The Services Catalogidoes not provide information on internal support functions provided within DPS.

Availability
The DPS Services Cataloguavailable online to all customers.

Individual service information (Print Pggend the full Catalogue (Print Catalogue) may be printed via the appropriate links
on thefollowing web sites:

1 Department of the Senate intranet;

1 House of Representatives intranet;

1 APH internet; and

1 DPStff portal.

Customers
This service is provided the following customers:

1 Senators, Members and their staff

1 Parliamentary department staff

91 All other occupants of Parliament House
1  Allvisitors to Parliament House

Accessing the Service
The 2020 Support Desk is the first point of contact for all enquieigarding the Services Catalogue

Feedback and comments on the Services Catalogyealso be submitted tbPSServices Cataloguga email.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au
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Service Provider Service Category

Customer Services and Communication Fadlities

Branch HeadExecutiveResponsibility)

Director, Strategy an€Communication Section

Charges
There are no charges to customers for this service.
Relaed Documents

There are no documents related to the delivery of this
service

Service Level

There is nepecified service level for this service.

Related Services

There are no other services in the catalogue which are
related to this service.
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Software and hardware integratioservice

Service Information

Desktop and notebook computers provided by the parliamentary department®epadrtment of Finance anderegulation
for use on the parliamentaryomputingnetwork have a standard suite of software (operating systems and bssine
applicationsknown as OneOffe or NexGen

Where a business case exists for the installation of software or hardware on a numberkstations, supplied by one or
more parliamentary departments, within a businesst, DPS will undertake a processmtegrating the hardware or
software.

The service includes the integration, testing and installation of approved departnsaftalare and hardware products.

Note: It is the responsibility of the person installing the software to ensure all licensipgright, backup and disaster
recovery requirements are met.

The installation of personal @dnon-standard licensed businesselated software ohardware is the responsibility of

individual parliamentary departments and/or users. Tikiaot supported by D®. Desktop and notebook computers that are

to berebuilt/reloadedby DPSvill be configured with the standard operating environment.

Availability

LYdSaNIaGAz2y NBIldsSaia gAftt 0SS &O0OKSRdz HiRbelsubjectireddirce2 ¥ 5t { Q&
availability.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
1 Electorate Office IT (Department of Finance &maegulation)

Accessing the Service

All enquiries relatig to the integration of hardware and software into tparliamentarycomputing retwork should be
directed to the relevant Departmental InformatioBystems office.

Contact
Ministers Department of the Senate
Ministerial Wing Support Unit Information Technology
Phone: (02) 6277 6088 Phone: (02) 6277 3652 or (02) 6277 5770
Fax: (02) 6277 7333 Fax: (02) 6277 3678
Members Electorate Office IT (Department of Finance and
Information Systems and Publishing Deregulatior)
Phone: (02) 6277 4191 Customer Services
Fax: (02) 6277 8519 Phone: (02) 6277 8985
Fax: (02) 6273259
Department of the House of Representatives All other PCN users
Information Systems and Publishing 2020 Help Desk
Phone: (02) 6277 4191 Phone: (02) 6277 2020
Fax: (02) 627%700
Senators
Information Technology
Phone: (02) 6277 3652 or (02) 6277 5770
Fax: (02) 6277 3678

Pagel23



DPS Services Catalogu8eptember 2010

Service Provider
TechnologyProjects

ComputingServices

Charges

Software and hardware integration services are provided
by DPS to Department &inanceand Ceregulationunder
the Electorate Office IT Support Servicddemorandum

of Agreement and appropriateosts will be agreed

between the two agencies as each request is processed.

Service Level

There is no specified service level for this service.
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Related Services

Temporary administrator rights on desktop/reitook
computer

Service Category

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretaryrojects Branch

Related Documents

Electorate Office IT Support Servicedemorandum of
Agreement.
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Sound reinforcemenhfor chambers and committeeooms

Servicelnformation

DPS provides sound reinforcement for chambers and committee rodengrovision ofamplification of chamber
proceedings and committee hearings.

Availability
As required byhe Senate, House of Representatives and House of RepresentativeSbtaimittee sittings schedule and the
parliamentary committees held in Parliament Hogsenmittee rooms.

Customers

This service is provided to the following customers:

1 Senators, Memberand their staff
Senate chamber

House of Representativeschamber
Senate committees

=A =4 =4 =

House of Representativescommittees

Accessing th&ervice

2020 Support Desk is the single contact point for this ser@oetact may be made via telephone, fax or email.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider Service Category

Broadcasting Content Broadcasting

Charges Branch HeadExecutiveResponsibility)

There are no charges to customéos this service. AssistantSecretary, Content Management

Service Level Related Documents

100 per cent sound reinforcement of proceedings. There are no documents related to the delivery of this
service.

If there is a failure in the sound reinforcement system
proceedings will halt.

Related Services

Hansard transcripts of parliamentacpmmittee hearings

Hansard transcripts of Senate, House of Representatives
and House of Representatives Main Committee

proceedings

Recording of committee proceedings inrfEment House

Recording of the Senate, the House of Representatives
and the Main Committee of thelouse of Representatives
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Staff orientationtours

Servicelnformation

Visitor Services conducts orientation tourstieé building. These tours are available for all building occupants and can be

tailored to suit individual group requirement§ours generally run from 30 minutes onwards.

The tours provide information on the wide range of facilities within the buildirgail® of how to orientate and navigate

through the building are explained.

Availability

Tours are available to all building occupants.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary departmerstaff
1  All other occupants of Parliament House

Accessing thé&ervice

Contact he Visitor ServiceSeam for further information

Contact

Visitor Services Team
Phone: (02) 6277 5085
Fax: (02) 6277 5068

Service Provider
Facilities

Charge

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.
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Related Services

There are no other servicas the catalogue which are
related to this service.

Service Category
Facilities
Branch HeadExecutiveResponsibility)

Assistant Secretary, Building Services

Related Documents

There are no documents related to the delivery ofthi
service.
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Standard parliamentary computingnd HbouseMonitoring
Serviceequipment

Servicelnformation

DPS, in consultation with the parliamentary departments, specifies the agreed staeglaiminent which is to be purchased
for use in the parliamentary environment, and tlewel of support which will be provided by DPS.

The service includes:

1 agreement on the standard equipment items in the parliament;

1 agreement that the equipment may be coected to the Parliamentary
Computing Network (PCN) or House Monitoring System (HMS);

1 agreement on support provided by DPS;

91 execution of tenders to establish appropriate procurement arrangements witimdyehalf of the chamber
departments;

1 management of cotracts arising from tenders; and

9 liaison regarding impact of model and price changes on users and purchasing.

Availability

DPS maintains a list of products (including price and models). For further information
refer to theProduct Purchasing Advipertal.

This service relates to agreed standard equipment items in use within the parliament, including:

1 desktop and laptop computers and screens;

1 printers;

1 servers;

1 TVs, VCRs, DViasd

1 clock radios.
Funding and purchasing of equipment is the responsibility of each parliamentary department.
Note: This service does not include Ministerial equipment, which is the responsibility of the relevant portfolio department,
or electorate officeequipment which is theesponsibility of Department of Finance and Deregulation.
Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff

Accessing the Service

All enquiries regardinghie purchase of equipment for use on tiRCNshould be directed to the Departmental Service
Officer in the first instance.

Requests for the addition of new products for inclusion in the Product Purchasing Guide should biesutonlPS
(Custaner Services and Communicaticgcton) using theCustomer Requegorm.
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Contact

Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Department of the House of Representatives

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

Department of the Senate
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax:(02) 6277 3000

Requests for addition of new products

Customer Services and Communication
Phone: (02) 6277 8903
Fax: (02) 6277 2477

Members
Office of the Serjeardit-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204

ServiceProvider
Client Support

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

2020 Support DeskInformation Technology,
Broadcasting and Hansard
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Service Category

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

M Purchasing Guide
1 2020 support matrix
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Teleconferemingservices

Servicelnformation
DPS provides teleconferencing facilities through the Telephone Help Desk. This includes:

1 provision of teleconferencing equipment;
9 setting up and configuring the equipment; and
1 assistance iestablishing the conference on the day.

Availability
The Parliament House Telephone Help Desk is available:

9 sitting periods, from 8.00 arto 8.00 pm; and
1 nonssitting periods, from 8.00 aro 6.00 pm (excluding public holidays).

Two days$hotice is requiredo allow sufficient time to set up the equipment. Tipeovision of this service is subject to
parliamentary sittings and resource availability.

Customers

This service is provided to the following customers:

9 Senators, Members and their staff
1 Parliamentarndepartment staff

Accessing th&ervice

Enquiries regarding teleconferencing services should be directed to the Telefuppert Help Desk.

Contact

All Customers

Telephone Support Help Desk
Phone: (02) 6277 5678

Fax: (02) 6277 3974

Service Provider Service Category

Communication Networks IT Infrastructure

Charges Branch HeadExecutiveResponsibility)

There are no charges to customers for this service. Assistant Secretary, Infrastructure Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related toe delivery of this
service.

RelatedServices

Video conferencig services
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Telephone directoryservices

Servicelnformation

DPS provides access to Parliament House telephone directory information, intlicthes:

1 printed internal telephone diretory (Parliament House Communications Directory);
9 electronic OccupantBirectory for Parliament House occupants; and
91 telephone handset keypad naraetivated directory.

Availability

Available all hours.

Customers
This service is provided to the followingstomers:
1 Senators, Members and their staff
1 Parliamentary department staff
1  All other occupants of Parliament House
Accessing the Service

The Departmental Service Officészed bdntactt

0 Sdrezthe first point of contact for enquiries relating Rarliament

House telephone directory services, including corrections/changes to diréaforynation.

The OccupantBirectory is accessible to all Parliamentary Computing Network users via the intranet

(http://occupant.parl.net/).

The Communications Directorygeriodicallyprinted and distributed to Parliament House occupants.

Corrections/changes to directory information may also be emailed to the switchiiSaritichboard@aph.gov.jw

Contact

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 6277 7333

Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members

Office of the Serjearat-Arms
Phone:(02) 6277 4889
Fax: (02) 6277 4204

Department of the Senate
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Department of the House of Representatives
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 420

All other occupants of Parliament House
DPSTelephoneSupport Officer

Phone: (02) 6277 2582
Fax: (02) 6277 5488

Service Provider

Communication Networks

Charges

There are no charges to customers for this service.
Service Level

There is no specified service level for this service.

Related Services

There are no other services in the catalogue which are
related to this service.
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Service Category

IT Infrastruture

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There are no related documents
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Telephone equipmentn Parliament House

Servicelnformation

DPS is responsible for the provision of telecommunication services in Parliament House. Each parliamentary department and
the Ministerial Wing Support Unit, through the Departmental Service Off{&8€), coordinate access to the Parliament
House telephone system, including the provision of telecommunications equipment.

Additions moves and changes

The DS@rrange for the provision of all new telephone and fax connectioRanfiament House and for their removal or
relocation when required

Telephone Andsets

The allocation of telephone handset types follows standards determined by the relevant department in consultation with
DPS.

Variations to the type of handset provided require approval byaheropriate authority in eacdepartment.

Availability

Available all hours (excluding any dotime for scheduled maintenance).

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
1 All other occupants of Parliament House (connected to the APH telesystem)

Accessing th&ervice

The Departmental Services Officest S S &/ 2 v irke Bdifiést poird 6f Bogtact in relation to telephomguipment in
Parliament House.

Contact

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 6277 7333

Department of the Senate
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax:(02) 6277 4204

All other occupants of Parliament House

DPS Departmental Support Officer
Phone: (02) 6277 2582
Fax: (02) 6277 5488

Department of the House of Representatives

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

All other occupants of Parliament House (connected tq
the APH telephone system)

Telephone Operator
Phone: 9 or (02) 6277 7111
Fax: (02) 6277 3974

Senators

Office of the Usher of the Black Rod
Phone: (02) 6277 3500
Fax: (02) 6277 3000
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Service Provider

Communication Networks

Charges

Currently DPS pays for outgoing call charges (including
the communication costs daxes) from Parliament
House, except forommercial tenants.

Service Level

100per centavailability of the Parliament House
telephone system, other than dowime for scheduled
maintenance.
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Related Services

There are no other services in the catalogue which are
related to this service.

ServiceCategory

IT Infrastructure

Branch HeadExecutiveResponsibility)
Assistant Secretary, Infrastructure Services
Related Documents

There are no documents related to the delivery of this
service.
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Telephone help desk

Service Information

DPS provides assistance with the operation of the telephone system through the Telephone Help Desk.
Faults
All telephone faults stuld be directed to the Telephone Help Desk on (02) 6277 5678

Support and Training

The Telephone Help desk is able to provide training on request. An electronic versiorteéttiene user manuas
available.

Two online training videos are also available:

1 Alcatel 4035 Handsdiasic featuresand
1 Alcatel 4035 Handseidvanced features

Availability

The Parliament House Telephone Help Desk is available:

9 sitting periods from 8.00 anto 8.00 pm; and
1 non-sitting periods from 8.00 anto 5.00 pm (excluding falic holiday). Between 5.0@m and 6.00 pm calls will

be diverted to the switchboard and a message willtéleen.

Customers

This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff

91  All other ocupants of Parliament House (connected to the APH telephone system)

Accessing th&ervice

Requests for training and assistance in the operation of the Parliament House telephone systeding the reporting of

equipment faults, should be referred to thieelephone Help Desk.

Ministers and their staffshould contact the Ministerial Wing Support Unit regarding training and assistance in the operation

of the telephone system.

Contact

Ministers

Ministerial Wing Support Unit
Phone: (02) 6277 6088
Fax: (02) 627 7333

Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

Members

Office of the Serjearat-Arms
Phone: (02) 6277 4889
Fax: (02) 6277 4204

Department of the Senate
Office of the Usher of the Black Rod

Phone: (025277 3500
Fax: (02) 6277 3000

Department of the House of Representatives
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204

All other occupants of Parliament House (connected tg
the APH telephone system)

TelephoneSupport Help Desk
Phone: 9 or (02) 6275678
Fax: (02) 6277 3974
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ServiceProvider

Communication Networks

Charges

There are no charges to customers for this service.

Service Level

Fault categorisation (for telephone extension faults) will
be determined at the time it is reported.

Type of extension fault Time to restore servic
Category A 45 minutes

Category B 90 minutes

Category C 3 working hours
Category D 4 working hours

Other telecommunications work will be undertakan
follows:

Type of work Completion Time

Extension attribute change |1 working day
Extension relocation 2 working days

New extension (wiring in placg2 working days

New extension (facility cabling
required)
Allocation of mail box 2 working days

4 working days
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RelatedServices

2020 Support DeskInformation Technoloqgy,
Broadcasting and Hansard

ServiceCategory

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretarynfrastructure Services

RelatedDocuments

There are no documents related to the delivery of this
service.
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Telephone operator (switchboardassistance

Servicelnformation

Telephone OperatoAssistance offers the following services:

91 booking conference call connectiomeluding tie line and exchange line connections;

broadcast fax service;
booking information calls;
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announcements over the public address system;
directory information, including national White Pages;

connecting incoming calls through the listed directory number (02) 6277 7111;
call diversion andssistance to Senators and Members in forwarding Parliaidense calls telectorate offices;

booking international calls where phones are barred to IDD (Senatorsantbers need to dial the switchboard to

be put through Chamber departmentatafft obtain approval from the Clerks); and
1 paging Senators and Members (over the speaker and pocket pggEms).

Availability

The Parliament House Telephone Operator is available:

9 during sitting periods, from 8.00 am until 30 minutes after the last house rises; and

91 during nonsitting periods, from 8.00 am to 6.00 pm.

Customers

This service is provided tbe following customers:
1 Senators, Members and their staff

1 Parliamentary department staff

9 All other occupants of Parliament House (connected to the APH teleptystem)

Accessing the Service

The Telephone Operator is the first point of contact for assistamith these services.

hLISNI 62N FaaradlyosS Oy

Accessinghutsidelines
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Outside numbers are accessed by diallid@g followed by the required number. Therens need to pause after dialling
00¢T adsecond dial tonéwill not be heard when connecting to an outside line.

Contact

All Customers

Telephone Operator
Phone: 9 or (02) 6277 7111
Fax: (02) 6277 3974

Service Provider
Communication Networks

Charges

There are no charges to customers for this service.

Service Level
There is no specified service level for this service.

Related Serices

There are no other services in the catalogue which are

related to this service.

ServiceCategory

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There are no documents related to the delivery of this

service.
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Television replay®f chamber and committee

proceedings

Service Information

DPS provide replays of the Senate and House of Representatives proceedings on HVS.

Copyright of this material belongs to the Commonwealth Parliament, antchaathorised usenay be made oit. The
Parliament makes this material available on condition ihé&t not used for:

91 political party advertising or election campaigning;

1 satire or ridicule; or
1 commercial advertising.

Availability
Sittingt during parliamentary sitting hours.

Nonsittingt 8.00anmt 6.00 pm.

Provision of service is subject to resource availability.

A limited number of TV channels are available for replays of chamber and compnatzedings over the House Monitoring

Service.

This service may not be used for electioneering purposes.

Customers
This service is provided to the following customers:

I Senators, Members and their staff
1 Departmental staff

Accessing th&ervice

2020 Support Desk is the single contact point fos service.

Contact may be made via telephone, fax or email.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider

Broadcasting Content

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for this service.

Related Services

House Monitoring Service (HMS)
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Service Category

Broadcasting

Branch HeadExecutive Responsibility

Assistant Secretary, Content Management

Related Documents

There are no documents related to the delivery of this
service.
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Television, radio, VCR and DVD player support

Servicelnformation

DPS provides support and limited maintenance of parliamentary audio visual equigmaéig undemwarranty. Equipment
which is out of warranty is not supported by DPS.

Availability

Available during normal business hours.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff

Accessing the Service
2020 is the first point of contact for all matters relating to parliamentary audio visual equipment.

Note: Senators and Members seeking new or additional equipment for their Parliaimge office, including replacements
for equipment wthich is out of warranty, should contact the Usher of the Black Rod or the SegeAnins.

Contact

New/additional equipment Senators
Office of the Usher of the Black Rod

Phone: (02) 6277 3500
Fax: (02) 6277 3000

New/additional equipment Members
Office of the Serjearat-Arms

Phone: (02) 6277 4889
Fax: (02) 6277 4204

Support Enquiries

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Promer
Client Support

Charges

There are no charges to customers for this service.

Service Level

All calls to 2020 are allocated a priority based on
impact (nunber of users affected) andrgency (as
identified with the customer). Calls will then be resolved
within the following resolution service levels:

1 Priority I Immediate: 2 hrs

91 Priority 2 High: 4 hrs

1 Priority 3 Medium: 8 hrs

91 Priority 4 As agreed with the ctismer

Related Services

There are no other services in the catalogue which are
related to this service.

Service Category

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There are no documents related to the delivery of this
service.
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Temporary administrator right®n desktop/notebook
computers

Service Information

Desktop and notebook computers provided by the panientary departments and Department of Finanoe ®eregulation for
use on theParliamentaryComputingNetwork (PCN)ave a standard suite of software (operating systems and business
applications) known as OneOffice installed.

Users can request a tempayagrant of administrator rights to enable loading otlagplications or devices.

Note: It is the responsibility of the person installing the software to ensure all licerssipgright, backup and disaster recovery
requirements are met.

The installation bpersonal onon-standard licensed busineselated software or hardware is the responsibility of individual
parliamentary departments and/or users. This is not supported by DPS.

Desktop and notebook computers that are to be rebuilt/reloaded will bdigared with the standard operatingnvironment.

Software that poses a security risk to the PCN may be remow#te desktop or notebook may be rebuilt/reloaded by DPS.

Availability

TheOneOffice Temporary AdministratdDQTA self service page all hours(excluding any downtime fascheduled
maintenance).

OOTA requests requigpecificapproval by @©PST administrator. Approvalill be grantedas follows:

1 Sitting days 8.30 amto 5.00 pm; and
1 Non-Sittingdays 8.30amto 5.00 pm, Monday to Friday (excluding public holidays).

Customers
This service is provided to the following customers:

1  Senators, Members and their staff
1 Parliamentary department staff
1 All other PCN users

Accessing the Service

2020Support Desk is the single contact point for all enquiries relating to temporary administrator rights.
How to submit a request

OpeniKS 6S06 OoNRgaSNIIYyR GéL)lS ahhe¢! ¢ Ay (GKS IR
Select software or hardware install from td@equirenenté drop down menu.

Enter the details of the software or hardware to be installed indbetails of requiremeritbox.

Click omdSubmit.

TheDPJT administrator will be notified of the request.

Pl
Z
&
Qax
Qax
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When the request has been processed, an eméilb& sent notifying if the request has been approved or denied.

If the request has been approveatie email will contain instructionsn howto obtain administrator rightsif the request has
been denied, the email wilxplainwhy the request has been denied.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au
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Service Provider
Client Support

Charges

There are no charges to customers for this service.

Service Level

There is no specified service level for thesvice.

Related Services

Software and hardware integration service

DPS Services Catalogu8eptember 2010

Service Category

IT Infrastructure

Branch HeadExecutiveResponsibility)

Assistant Secretary, Infrastructure Services

Related Documents

There areno documents related to the delivery of this
service.
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Transcriptsof parliamentary conferences iRarliament
House

Servicelnformation

Hansard is, on request, able to produce transcripts of parliamentary conferenoésicted in Parliament House.

Availability
Provision of this service is subject to parliamentary sittings and resource availability.

This service relates to g@mentary business only and does not include departmesgiahsored conferences, launches,
announcements etc.

Turnaround on the production of the transcript will vary, dependent on resoanaglability, and will be negotiated with
the customer at the tira the service is booked.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
Senate chamber

House of Representativeshamber
Senate committees

House of Representativecommittees
Jointcommittees
Governmentepartments
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Accessing th&ervice

2020 is the single contact point for all enquiries relating to Hansard.

Contact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider Service Categgr
Hansard Hansard
Charges

Branch HeadExecutiveResponsibility)

There are no charges to customers for this service. i
Assistant Secretary, Content Management

Service Level

: . : . : Related Documents
There is no specified service level for this service.

. There are no documents related to the deliverfythis
Related Services service.

Hansard transcpits of parliamentary committee hearings

Hansard transcripts of Senate, House of Representatives
and House of Representatives Main Committee

proceedings

Recording androadcast of parliamentary conferences
and associated events held Rarliament House
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Use of function facilitiesn Parliament House

Servicelnformation

Designated areas in Parliament House are available for use by Senators, Membisiraguaests, parliamentary
departments and the general public for private functiobsth catered and nortatered.

The designated areas include:

Mural Hall;
Great Hall and MarblBoyer;

=a

Senate and House of Representatives Alcoves;
Theatre Foyer (when used with Thegtre

Private Dining Rooms;

Queens Terrace Cafiacluding the terrace and gallery
aSYOSNBEQ IFEET

Member<X errace
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Staff Dining Room; and
Staff Dining Room courtyard.

=

Audio visual services

Members of Parliament may use DPS Broadcastipgpiddeaudio visual serviceepwever,charges will applif the function is
not parliamentary SeedAudio visual support for special events held within Parliament House

All external organisations musrganise their own audio visual supplier.

Note: Parliament House ham@udio Visual MultUse List with a number of audio visaampanies that can supply services to
clients holding events within Parliament HouE&ternal organisationare ableto use one of these contractors or another
supplier; however, a Parliament House audio visual service providerimoustt and superviseany external audio visual
supplier that may come on site to provide services.

Availability

Designated function areas are availab&vendays per week; however, parliamentary evetake precedence over all other
bookings A comprehensive range of special menus is available on refroesthe Parliament House Catering (IHG)
Cugomers

This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff

1 Private and public organisations

1 Members of the public

Accessing th&ervice

Bookings
Bookings for venues are essential.

All bookirg requests are assessed by DPS, ufihg Use of Parliament House Facilifgdicy to ascertain the nature of the
function. The categories are:

1 parliamentary; or
1 non-parliamentary.

Events determined to be neparliamentary will incur commercial chargegjardless of whether or not a parliamentaniis
involved as sponsor, host guest.

Bookings by external organisations will be reviewed by:

1 DPS Facilities Management;
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1 DPS Securitgnd
1  both chamber departments.

This approval process is managed by Pariat House Catering by the Intercontinental Hotels Group for both catered and

non-catered functions.

Confirmed information such as floor plans, final number of attendees and commencement/end tintks fanction are
required well in advance of the evedateto allow for the approval process to be completed prior to the event. Events will
not be permitted to take place if approval has not been granted

Deliveries of equipment

All equipment coming into Parliament House must come through the Loadingabddie screened

A detailed list of all equipment is required along with timing of the arrival and departure of the equipment.

In conjunction with this, details of the delivery vehicle are required, such as nacoengfany, type of vehicle, contact phone

number and licence plate details.

Clients are required to provide this information to the Catering Sales Executivatired events and DPS Facilities
Management for norcatered events well in advance thfe event to allow for scheduling into the LoadiDgck. (See

0Goods Handlin@ervices).

Contact

Catered events

Parliament House Catering by Intercontinental Hotels Gro
Phone: (02) 6277 5309 or (02) 6277 5378

Service Provider

Facilities
Charges
Non-parliamentary events may incur charges for:
1 security;
1 setup;
1 cleaning;
1 audio visual;
1 catering; and

1 Loading Dock access (if required after hours).

Parliamentary events in these locations are supported by
the Parliament and, as sucadio visual, setp,

cleaning and security services are provided without
charge. However, parliamentagrvents may incur

catering and setip charges.

Audio visual arrangements for external organisations are
made directly between the customer and tpeovider. If

the customer chooses to use their own provider, a
further provider from the Audio Visual Multise List

must also be used tsupervise and induct the external
audio visual suppliefAssociated charges will apply.

All charges, including the cost of catering where applicable,
will be agreed prior teonfirmation of the booking
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Service Level

Service levels for all catering in Parliament House are
identified in the contract focatering services.

Enquiries regardintevels of service should be directed to
Facilities Management.
Related Services

Audio visual support for special events held within
Parliament House

Service Category
Facilities
Branch HeadExecutiveResponsibility)

Assistant Secretary, Building Services

Related Documents

1 The catering contract between the
Commonwealth and the catering contractor; and

1 The use of Parliament House Facilities Policy
manual.
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Use of Senate playing field

Servicelnformation

The Senate playing field, located adjacent to the ring road, opposite the Semtatace, is available for recreational
activities.

Availability

Severdays a week.

Customers
This service is provided to thelliowing customers:

1 Senators, Members and their staff
1 Parliamentary department staff
91  All other occupants of Parliament House

Accessing th&ervice

The Health and Recreation Centre is the first point of contact for all enquiries, inchaik@g, regardig the Senate
playing field.

Contact

All Customers

Reception Desk, Health and Recreation Centre
Phone: (02) 6277 5310

Fax: (02) 6277 5562

Service Provider Service Category

Facilities Facilities

Charges Branch HeadExecutiveResponsibility)

There are no charges to customers for this service. Assistant Secretary, Building Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery of this
service.

Related Services

There are no other services in the catalogue which are
related to this service.
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Videocongrencingservices

Service Information

A videoconferencing facility is available for Senators and Members on the ground floor of Parliament House (MG 2). Facilities

can also be provided in the committee rooms of Parliament House.

This service includes videoconferencing facilities from studio or committee rooms. This service may be used in conjunction

with the teleconferencing facility.

Availability
Sittingt during parliamentary sitting hours.

Nonsittingt 8.00anmt 6.00 pm.

Minimum 24hours notice is required. Provision of the service is subject to parliamentary sittings and resource availability.

This service is available only for videoconferences held in Parliament House.

Customers
This service is provided to the following customers:

M  Senators, Members and their staff
1 Parliamentary department staff
1 Government departments

1 Media

Accessing thé&ervice

2020 Support Desk is the single contact point for this service.

Contact may be made via telephone, fax or email.

Cortact

All Customers

2020 Support Desk

Phone: (02) 6277 2020

Fax: (02) 6277 5700

email: dps2020@aph.gov.au

Service Provider

Broadcasting Content

Charges
Charges apply to non parliamentafynctions.

Charges will be agreed with the client prior to
confirmation of scheduling the service if an event is
deemed nonparliamentary during the event

Service Level

There is no specified service level for this service.

Related Services

Teleconferencing services
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Service Category

Broadcasting

Branch HeadExecutiveResponsibility)

Assistant Secretary, Content Management

Related Documents

Operating Policies and Procedures Na 24se of the
Parliament House facilities for functions and events



mailto:dps2020@aph.gov.au
http://dpsstaffportal.parl.net/~/media/PoliciesGuidelines/Operating/OPP24_pdf.ashx
http://dpsstaffportal.parl.net/~/media/PoliciesGuidelines/Operating/OPP24_pdf.ashx
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Voicemalll

Service Information

DPS provides a voicemail service on the Parliament House telephone systemst#tiaed desktop telephone$he
voicemail system provides numerdigsitures in addition to telephone answering, including the capability of accessing the
system from remotdocations.

Advoicemail at a glanéea document which provides information on the voicemail system, is emailed to users when the
facility is activated for them.

Availability

Available 24 hours a day, 7 dayweek, except for dowtime during scheduledhaintenance periods.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff
91 All other occupants of Parliament House (connected to the APH teleptystem)

Accessing the Service

All enquries regarding access to, and the use of, voicemail facilities in Parliament House should be directed to the Telephone

Support Help Desk.

Remote Access

Users who have a mailbox on the Parliament House telephone system canvaicessail from remote lod#ons by dialling
6277 5400.

Contact

All Customers

Telephone Support Help Desk
Phone: (02) 6277 5678
Fax: (02) 6277 3974

Service Provider Service Category

CommunicatiorNetworks IT hfrastructure

Charges Branch HeadExecutiveResponsibility)

There are no charges to customers for this service. Assistant Secretary, Infrastructure Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery of this
service.

Related Services

There are no other services in the catalogue which are
related to this service.
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Wheelchairand motorised scooter facilities

Servicelnformation

DPS provides, on loan, motorised scooters for use within Parliament House

Availability

The service is available to Senators, Memlazard their staff and the staff of thearliamentary departments.

Customers
This service is provided to the following customers:

1 Senators, Members and their staff
1 Parliamentary department staff

Accessing thé&ervice
All inquires, including requests for thise of these facilities, should be directed to taintenance Services Help Desk.

Customers will be required to produce proof of identéga parliamentant.JK 2 (G 2 I NI LIKA O kdlett.at@bodkNA &S NI &
these facilities.

Contact

Members Senators

Office of theSerjeantat-Arms Office of the Usher of the Black Rod
Phone: (02) 6277 4889 Phone: (02) 6277 3500

Fax: (02) 6277 4204 Fax: (02) 6277 3000

Department of the House of Representatives Department of the Senate

Office of the Serjearat-Arms Office of the Usher of the Black Rod
Phone: (02) 6277 4889 Phone: (02) 6277 3500

Fax:(02) 6277 4204 Fax: (02) 6277 3000

DPS staff

Maintenance Services Help Desk

Phone: (02) 6277 5045

Fax: (02) 6277 5444

Service Provider Service Category

Facilities Facilities

Chages Branch HeadExecutiveResponsibility)

There are no charges to customers for this service. Assistant Secretary, Building Services

Service Level Related Documents

There is no specified service level for this service. There are no documents related to the delivery of this
service.

Related Services

Facilities for visitors with disabilities
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Appendix 1: Maps of Parliament House
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