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	The opinions, advice and information contained in this Manual are offered solely to provide general information.  No representation or warranty expressed or implied as to accuracy or completeness is made and no responsibility is accepted for incidental, consequential or special damages arising out of the use of all or part of the information contained in this Manual.

These rules are the minimum for working in Robina Town Centre. Risk to property and person will not be tolerated in any way.




1.
Site Registration


Prior to commencement of any site work, all shopfitters are required to under go a 
formal induction.


Upon completion of the full induction, and approval, the Hoarding Registration Form 
(included in the induction pack) becomes ‘confirmation of approval to work’ in the 
Centre.



NO CONTRACTOR WILL BE PERMITTED TO WORK ON SITE IF THIS 
REQUIREMENT IS NOT  MET.


A copy of the form should be attached inside the hoarding door.  A second copy will 
be handed to Security as confirmation that the shopfitter has permission to work 
onsite.

2.
Occupational Health and Safety


All work must be done in line with QIC WH&S guidelines and the WH&S Act QLD 
1995.

3.
Approved Drawings


Shop/Kiosk fitout works are to be strictly in accordance with the “approved” drawings.  

A copy of the stamped and approved drawings must be kept on site at all times 
during the fitout. Any alterations to these drawings must be resubmitted to the QIC 
Tenancy Co-ordinator. Works not considered in accordance with approved drawings 
or classified as defective or of poor workmanship will have to be rectified.

4.
Authorities Approval


Shopfitters must obtain relevant authority approval prior to the commencement of any 
site works. Copies of DA/CC or CDC approval/s MUST be submitted to the Tenancy 
Co-ordinator prior to works commencement.

5.
Structural Adequacy


Shopfitters are responsible for the structural adequacy of tenancy fitout works.  Fixing 
to shopfront/bulkhead, roller grille etc., from the Centre bulkhead is not acceptable. 

All access (soffit) panels to roller grilles to be piano hinged and held into position with 
wardrobe or similar lockable catches. All roller grille guides to be concealed or 
removable.  Unless alternative is approved, all glass to be secured top and bottom by 
means of anodised aluminium channel with vertical joints to glass silicone and 
stiffened with glass fins if necessary. All glazing must comply with relevant Australian 
Standards.  

6.
Hours of Work


Shopfitting work can usually be carried out 24 hours a day, seven days a week 
provided the noise levels do not impact on customers or other retailers.  Robina Town 
Centre reserves the right to stop work should it be deemed necessary.  Should any 
construction works cause a breach in security to the Centre, a static guard will be 
required at Principal Contractor cost.

7.
Containment of Dust and Fumes



It is preferred that floor mat is placed external to the hoarding.


It is the responsibility of every contractor to make every possible effort to keep all dust 
and fumes confine within the tenancy area.  The appropriate PPE should be worn by 
those who are working within the tenancy.  The hoarding doors should be kept closed 
at all times. Any dust or rubbish dropped in the public areas must be cleaned up 
immediately, by the same contractor. Any extra cleaning required by the Robina 
Town Centre cleaners will be at the Shopfitter / Tenant’s expense. 


No toxic paint strippers/sealer, painting or adhesives, which liberate noxious fumes 
are to be used during retail hours due to customer/retailer’s comfort and air 
conditioning interference. Centre Management reserves the right to stop the work 
where excessive emissions and/or the safety of the general public or Centre staff is 
concerned.

8.

Smoke Detectors


Shopfitters should be aware that smoke detectors can be activated by dust or fumes 
generated by their work. This in turn results in an automatic Fire Brigade callout and a 
charge from the Fire Brigade. It is the responsibility of the shopfitter to advise Centre 
Management of work producing dust or fumes and to request that the smoke 
detectors be isolated in the affected area. 


Such requests must be made daily for the duration of the work, as the smoke 
detectors will be restored to operation each day. Any Fire Brigade charges resulting 
from the shopfitting work will be at the expense of the shopfitter.


If the fire protection system is to be disarmed to allow work Centre Management is to 
be given 48 hours notice in advance. Please note if you set off a fire alarm the Fire 
Brigade invoice will be forward to by Centre Management.
9.
Movement of Materials 


No materials are to be transported through the Centre during the following hours:

Monday


8.00am - 5.30 pm


Tuesday


8.00am - 5.30 pm


Wednesday


8.00am - 5.30 pm


Thursday


8.00am - 9.30 pm


Friday



8.00am - 5.30 pm


Saturday


8.00am - 5.30 pm


Sunday and Public Holidays    10.00am - 4.00 pm

This includes inbound new materials, and outbound rubbish. No materials are to be 
placed in fire passages or near fire exit doors. 

10.

Waste Removal

The Centre bins and compactors located in docks cannot be used for rubbish 
resulting from shop fitout work. The mall rubbish bins are not to be used for building 
rubbish as these are for the use of customers only. Centre Management will allocate 
an area for a rubbish skip in an appropriate dock location upon request. All 
contractors rubbish shall be removed at their own cost.  Wanless Waste Corp are the 
current Waste Contractor authorised to supply bins and will provide them at a 
competitive rate. 


Wanless Waste Corp contact details are: 

  
 Contact Name - Michael Mulvihill      Phone - 5594 0963
11.
Hoarding


Unless approved otherwise shopfronts are to be screened from public assess by 
suitably approved, and safely erected, floor to ceiling hoardings (2.4m may be 
accepted in certain circumstances). 


Hoardings are to be fitted with double access doors to achieve an opening of 1.2m, 
they are to be erected straight and true with no gaps and fitted with skirting to the 
base and architraves to the doorway.  Doors are to be fully lockable. Hoardings are to 
be painted white semi-gloss enamel and are to be of new materials or approved 
equivalent.  Hoardings are not to protrude further than 600mm beyond shop frontage.


Should an erected hoarding be deemed by Centre Management as unsuitable it is to 
be replaced immediately with a suitable hoarding at the Shopfitters cost.


Works are not to commence until the hoarding in place.


Signage is not to be placed on the outside of the hoarding unless previously 
authorised by the Centre Management Marketing Department.


During the course of the shop fitout, it is important that the hoarding access door 
remains closed at all times and locked when unattended.


A copy of the Shopfitter Registration and Work Approval Form must be displayed in 
side the hoarding entry at all times during the shop fitout.

12.

Removal of Hoarding


A hoarding must not be removed either fully or partially without prior approval from 
Centre Management.  Hoarding's will not be cut or altered without the approval of 
Centre Management.  Any damage to the hoarding will be rectified at the      
Shopfitters expense.  Hoarding removals are to be approved through the QIC 
Tenancy Co-ordinator.

13.
Access to Centre


All after hours access should be pre-arranged (min 24 hours notice) with Centre 
Management as security guards are not authorised to let anyone enter or remain 
within the Centre after trading hours without prior authorisation.

14.
Electricity Connection


The electricity should be connected on the Lessee’s account prior to commencement 
of the fitout. In cases where the electricity is already connected on Robina Town 
Centre’ account, a changeover must be affected with the relevant electricity supplier 
prior to any works commencing. 


Centre Management should be contacted to confirm the changeover date. The 
contractor must make arrangements with the tenancy owner to have power turned on 
before start of any work and may not tap from any common area power.

15.
Electrical 


Where 3 phase power is supplied to a tenancy, equal loading should be distributed 
across each phase and correct fault current rating on all circuit breakers should apply, 
as per AS 3000 Standards.


All redundant wiring is to be removed from the switchboard and ceiling space. No 
electrical connection is to be made to the landlord’s power. By law all switchboards 
should now contain an RCD for power circuits.


Electrical tools must be tested and connected to power supply only by means of an 
earth leakage protection device.  Equipment should be tagged in accordance with 
relevant regulations.


Nominated electrical outlets to be used for construction purposes only.  Under no 
circumstances is the Centre’s power and equipment to be used or disconnected.


Radios, cassette players or the like will not be permitted to be used in occupied 
areas.  “Walkman” type players are totally banned due to their safety hazard.

16.

Danger Tags 


Contractors must use a Danger Tag before starting any work on a job where they or 
others could be injured. Contractors must not interfere with or remove someone 
else’s Danger Tag. Strict Rules apply to the removal of another’s Danger Tag; if such 
a removal is necessary you must first contact Centre Managements Operations 
Supervisor.

17.
Alterations to Fire Sprinklers


Lessee Fire Sprinkler alteration and/or addition works are to be carried out by Robina 
Town Centre appointed Contractor*.  This is to maintain integrity and balanced fire 
services control throughout the Centre and to maintain one point of accountability for 
all related fire services systems.  Further, to ensure all Fire Sprinkler components 
comply with BCA & Australian Standards.


Once Design Approval is obtained, the Tenancy Coordinator will source quotation/s  
for De-fit and/or Fitout and forward to the Tenant and/or Shopfitter for approval.


A Certificate will be issued to all relevant parties upon completion of Fire Services 
Works.


A minimum of two appropriate fire extinguishers must be located on the construction 
site during the De-fit and/or Fitout period. 


 Fire Impairments require 48 hours prior notice. 


*Spectrum - telephone Roger Morris on 0413 808 802
18.
Fire Extinguishers


Fire Extinguishers must be supplied and installed as per Australian Standards with 
visible signage and final issue of certification.  Carbon Dioxide (CO2) Extinguishers 
are preferable – min size 2.3kg.   Existing compliant Extinguishers must be serviced 
and tagged every six months, no exceptions.

19.

Air Conditioning



Robina Town Centre will supply conditioned air to the tenancy via a single duct.


Lessee Air Conditioning Works are to be carried out by Robina Town Centre 
appointed Contractor*.  This is to maintain integrity and balanced mechanical 
services control throughout the Centre and to maintain one point of accountability for 
all related mechanical service systems.  Further, to ensure all Mechanical 
components including registers comply with BCA & Australian Standards.


Once Design Approval is obtained, the Tenancy Coordinator will source quotation/s 
for De-fit and/or Fitout and forward to the Tenant and/or Shopfitter for approval.


A Certificate will be issued to all relevant parties upon completion of Mechanical 
Works.



*Dalkia (formally Trane) telephone Andy Greenland on 07 3376 7711
20.

Emergency Lights and Exist Signs



Emergency Lighting in all tenancies must comply with Australian Standard (AS2293). 

21.

Lighting


To enable air conditioning to be effective, lighting levels should not exceed 55 watts 
per m2.  Heat loads exceeding this level will result in air conditioning functioning 
insufficiently to cool tenancy and supplementary air conditioning may need to be 
installed at the Lessee’s cost.  Any power upgrades to the tenancy as a result of 
supplementary unit installation will also be at the Lessee’s cost.

22.

Neon Lights


Signs (neon) are to be fitted with isolation switch, method of installation and materials 
to comply in all respects, with AS3000. The electrician who connects the sign to the 
electrical supply must submit “ready for tests” with relevant authorities. All exposed 
neon signs not to be fitted with ‘bend backs’.  Each letter or numeral to be separated 
not joined to other letters.  Block out paint to be kept to minimum and painted over to 
match background material colours.  Australian Standards now requires the 
installation of Open Circuit Protection to every sign.
23.

Ceiling Access Panels


Access panels must be provided in all solid ceilings at the location of every air-
balancing damper, to allow for balancing of air conditioning.


Access must be provided in food retailers to allow access for cooking exhaust duct 
cleaning and sprinkler replacement.

24.
Inspection of Ceiling by Robina Town Centre

The air conditioning ductwork and sprinkler pipe work must be inspected by Robina 
Town Centre before they are boxed in or concealed by ceilings. One day’s notice is to 
be given to the Operation Manager/Supervisor that work will be ready to inspect or 
that the ceiling is to be closed up.

25.
Parking


Vehicles are permitted into the service areas of RTC at any time.  Loading docks are 
to be used for loading and unloading only.  

Vehicles are not permitted into the trading areas of RTC at any time without prior 
approval from Centre Management. Approval will not be given for vehicle access to 
trading areas during business hours though approval may be provided for escorted 
drop off and pick up outside trading hours in extreme circumstances and upon 
payment by the principal contractor of a non refundable $100 (+ GST) per vehicle for 
additional cleaning works and paver rectification. Cleaning of oil staining will incur an 
additional $100 (+ GST) charge.
26.

Materials and Tools in the Mall areas


No materials or tools will be left in the malls outside the tenancy. Extension leads or 
hoses cannot be laid across malls, with no exceptions as the Centre can never being 
fully locked. Cords must be taped down at all times.

Delivery carts used in the Centre shall be equipped with soft rubber tyres. Carts with 
steel or plastic wheels are not permitted. Escalators and passenger lifts are not 
designed to transport boxes, ladders, carts or other construction materials.

The Shopfitter is to ensure that any dirt, litter, tyre tracks and footprints left from 
deliveries is promptly removed.


Shopping Trolleys are not permitted to be used for the transport of tools, materials or 
waste.

If clean up is not performed within a reasonable time, Robina Town Centre 
Shopping Centre cleaners will perform the work at the Contractor’s cost.

Do not obstruct Fire Exits with material, rubbish or fittings, of any kind. These areas 
must be kept clear at all times.

27.

Centre Damage


Any damage caused to the shopping centre by the shopfitter will be made good.

This includes but is not limited to all floor finishes, service lifts, water damage, walls 
and ceilings adjoining shop fitout etc.

Any statutory charges,  e.g. QFRS call out, incurred as a result of shop fitout work will 
be charged to the offending Contractor.

28.

Extra Loading


Extra loading on centre concrete slabs ie: safes. Structural Engineer must approve 
and certify all proposed slab loads exceeding 5Kpa per 1m2.

All engineering proposals are to be issued to the Operations and Fitout Managers.

29.

Compliance Documentation


Upon completion of tenancy fitout, the shop fitter will issue the following applicable 
documents to the Tenancy Coordinator prior to trade:

1. Designers Certification stating that the fitout has been completed in 
accordance with the approved drawings.

2. Gold Coast City Council Construction Certificate and Occupation Certificate

3. Hydraulics Certificate 

4. Mechanical Certificate 

5. Fire Sprinklers Certificate 

6. Fire Extinguisher Certificate

7. Gas Certificate

8. Emergency Lights and Exit Sign

9. Electrical Certificate of compliance for all works including signage.

10. Certificate of compliance from the glazier that the installation and thickness of all glass is in accordance with the current codes. Where exiting glass is detailed to remain from a previous shopfront the certificate must cover the compliance of the existing glass.

11. Waterproofing Certificate 

12. Roller Shutter installation  Certificate 

13. Structural Engineer’s Certificate/s - certifying all openings, overhead structures etc., are adequately supported from the building structure, including but not limited to shopfront bulkheads, roller grilles, new ceilings, dropped bulkheads, signage (including wall mounted type signs) roof mounted plant etc. This certification is to include confirmation that the working load of the existing floor has not been compromised.

14. Flooring Compliance Certificate

15. Certificates of compliance from all relevant health authorities. 

16. Certificates from an electrical engineer that the electrical loading of the existing transformer is within limits. (Only major tenancy)



* Please note that no shop will be permitted to open without these documents.
