HANDOVER PROCESS FOR THE POOL 

Once the interior for the pool has been completed, the status would be changed to handover in the construction google sheet as well as poolz. Please make sure you inform the team to invoice the client for handover. Once the client has paid his payment 5 you need to do the following. 

Steps after Payment 5 is received. 
1. Go to Poolz. 
2. Go to reports (it is located on top of modify on the customer details page of poolz)
3. Click on Reports. And then click on construction. 
4. Click on customer details. 
5. It is will show print report like this 


6. Click on screen to get the customer details saved on screen for you.

 

7. Once clicked on screen scroll down and click on print. 


8. Once you click on print you will see all the customer details like this.


9. Take a screenshot and save the customer details. 
10. Once saved you will have to save the handover sheet. 
11. Go to poolz. 
12. Click on Allocations. 
13. Scroll down and you will see handover 
14. Click on modify button on top. 

15. Scroll at the bottom and go to handover. 

16. Once you go to hadover use the scroll down arrow on the right hand side and click on paperwork. 



17. Click on the save button on top next to modify and save. 

18. Save the paperwork.


19. Once saved you would be able to save the handover sheet.
20. Go to Reports on top of modify.
21. Go to construction
22. And then click on handover
23. Once you click on handover this tab will come on your screen


24. Click on screen. 
25. Scroll down and print. 
26. This sheet will be on your screen
27. Use snipping tool or screenshot it and save it in jobs folder. Make sure you check it has all details.


28. Once done then you can send it in the whatsapp group to the handover man you are allocating to. 
29. If eg you are allocating it to glenn. Send the customer details and handover sheet on glenn’s whatsapp wall. 
30. If you are sending it to kyle or Mitchell do the same. 
31. When you send it through make sure you write the full address i.e. street address and suburb for them to book in the handover for the client.
32. Once done glenn will post the pictures on whatsapp after handover is completed. 
33. Check in pools. Go to pool details if they have mineral sanitiser. 
34. Once the handover is completed the client has to be booked for mineral setup for 4-5 weeks after the handover date. 
35. Check with glenn when you are close to mineral setup for the pool and send the customer details sheet again in glenn’s (eg) whatsapp group and let him know to book a mineral setup. 
36. DONOT FORGET to write the street address and suburb at the bottom before sending it through. 

That’s usually it for handover. Once the handover is completed we need the client to be booked in for the Final Inspection for Occupation certificate.

What is Occupation Certificate?
Final occupation certificate is a final certificate required from the private certifier or council (any approval body) to give an authority in the form of a document that the pool is built accurately and they can now use the pool. Unless the pool is not registered THEY CANNOT USE THE POOL. 

There can be two things that you need to know for the final occupation certificate before it is given. 
1. Have we done the approvals for the client?
2. Or did the client do his own approvals?

To check who did the approvals for the client. you have to go to the poolz system. Click on preconstruction and then click on total fees. The certifier’s name is usually written on the total fees to know who did the certification for the pool. 
If in case you cannot find it there go to jobs folder and then digital supervisor file folder. And then go to the stamped plans pdf. Click on that and the stamp should have the certifier’s name. 

The certifiers that we usually work with are AVOCA/ NEMCO, Certicorp, North coast, East coast approvals. 
If they have approved the plans they mostly BHP did the lodgements.
If bhp has done the lodgements we have to do the Final Occupation Certificate for them. 

Steps for Final Occupation Certificate:
1. Once the pool is handed over check the following things with the client. 
· Is the equipment enclosure done. Equipment should be covered. Make sure only pump, filter and sanitiser should be under enclosure and NOT HEATER. Heater can be next to the equipment but it should not be covered.
· Is the fence is up? Is the permanent fence or any complaint fence completed. 
· Is the pool working alright. Incase there is any warranty issue. 

2. If the client says that they have completed all of the above, send them the email as stated below.
Hi xx, 

Hope this email finds you well. I am writing this email in regards to the Final Occupation Certificate. I have attached the list of documents that are required from your end to book a inspection with the certifier. It would be great if you could please fill and send the documents back to me at your earliest. 

Documents for final occupation certificate :-

1. OC Application Form - owners to fill out and sign - (attached in the email) 
1. Glazing Compliance Certificate - if an internal glass fence - by fencing company
1. Electrical Compliance Certificate to AS 3000 Wiring Rules - by Electrician
1. Swimming Pool to be registered on NSW Registry - Link - https://www.swimmingpoolregister.nsw.gov.au

Please contact us if you have any questions. Thanks. Hope you have a good day!

3. Make sure you attach the application form for the  client to fill out. Let the client know that they have to register their pool at the NSW Registry. They will receive a document attached below which they have to send it to you so that you can provide it to the certifier. 

4. Once you have all the documents from the client, you can send it to the certifier who approved the pool plans i.e certified the pool for the client. 
5. Sometimes certifiers also ask for water recirculation certificate. We usually provide that certificate to the client. Attached a screenshot for you. I have also attached the template in the email 
[image: C:\Users\selena.bhp\AppData\Local\Microsoft\Windows\INetCache\Content.Word\water.PNG]

Make sure you ask Remonda before putting in a signature or Remonda will let you know about signature. 
6. Sometimes certifiers also ask for the plumbing certificate. You have to ask adam to sign it for you. 
7. Once you have all the necessary documents that the certifier requires please send it to the certifier to book in an inspection. Ask the certifier for a date as to when he is going to go to the site to do the inspection. 
8. Sometimes the certifier just get photos from the client and approves the pool if he has visited the site during fencing stage. That is fine as well. just make sure you have a Final Occupation Certificate from the certifier. \

What if the certification was done by the client?
1. If the client had lodged the plans  then they will do the certification for the pool. 
2. In these case all you need to do is ask the client when is the inspection booked for?
3. Sometimes the client can ask for water recirculation certificate and plumbing certificate. We can provide that to the client. 

Documents that are required for final oc. And  why they are required?
The documents like Glazing certificate, Nsw Registry, Plumbing certificate, Pool enclosure certificate etc are required by the council. Reasons listed below.

1. Glazing Certificate – to check if the fence is done as per the Australian standards by the fencing company. Client usually gets the certificate from the fencing company. 
2. Electrical Certificate – to check if the electrical works are done as per Australian Standards. Client usually gets this from the electrician.
3. Enclosure certificate – client has to do their own certificate for this.
4. Plumbing certificate – by blue haven team. To check if the plumbing is as per Australian standards. BHP does this. Template attached in the email. 

Usually that’s what the certifier asks for to provide the Final Occupation certificate. 

[bookmark: _GoBack]
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BLUE HAVEN POOLS & SPAS:vin

HIEAD OFFICE - 55 HUME HIGHWAY LANSY ALE BH: (02) 725 0444 FAT: (02) 9725 0455 ABN: 22050 089 183 BUILDLIC X0, 5357C

HANDOVER, COMMISSIONING & COMPLETION FORM

Repor Printed: 201092022

Tobe completed by the Construction Coordinator: .
1. Have you contacted customer to organise handover & final payment ? T
Indicate date and approximate ime (AM/PM) customer was contacted. Date / Time (AM/EAD)
2. Are there any matters which would prevent handover & final payment 7
3IFYES, ensure matters are rectified before handover sheet is given to person responsible for handover. I —
Record all matters to be done on computer database.
4. All items are now rectified and handover & final nt to proceed with customer.
Fm— [l —

PAPERWORK RAISED
e 1OSPASSTL  rebsame 19 coMPLETE Sopmir_SPADEPARTMENT
Name: MR & MRS CARTER ‘Phone Numbess : Home:
. e

MascorNs 200 e—
Pool Details Spa & Blower:SPA CARE KIT

Pool Size: VANTAGE CUR Cleaner/Cleaning System:

This Section to be Completed i the Castomer

Has the following been explained to you ?

YES NO YES NO

1. Vacuuming of Poot / Spa 8. Usage of the Test Kit

2. Usage of the Filtration System 9. Usage of the Blower Gragpiica

3. Usage of the Spa 10. Usage of the Underwater Light e sppica

4. Usage of the Heater 11. Have you received the maintenance guide ?

5. Usage of the Pool Cleaner G sppticssis)]

0.00

6. Usage of the Solar Heating e sppica Final Payment Required:

7. Usage of the Chlorinator i sppicetie)

Amount Received: §

SWIMMING POOL WORK AND HANDOVER COMPLETED - DATE:

Customer's Siemature. Sienature for and on behalf of Blue Haven Poolks & Spas Pty Ltd





image11.png
GOVERNMENT

NSW SWIMMING POOL REGISTER

Certificate of Registration

Section 30C - Swimming Pools Act 1992

Pool No: 1f42dbda
Property Address: 7 CRUSADE PLACE WOOLOOWARE
Date of Registration: 16 September 2022
X An outdoor pool that is not portable or
LpociiEzn inflatable
Description of Pool: In ground

The swimming pool at the above premises has been registered in accordance with
Section 30B of the Swimming Pools Act 1992.

The issue of this certificate does not negate the need for regular maintenance of the
pool.

Please remember:
« Children should be supervised by an adult at all times when using your pool

« Regular pool barrier maintenance

Pool gates must be closed at all times

Don't place climbable articles against your pool barrier
+ Remove toys from the pool area after use

You may be required to obtain a Pool Compliance Certificate before you lease or sell
your property. Contact your council for further information.

This is NOT a Certificate of Compliance
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SWIMMING POOL/SPA WATER RECIRCULATION AND FILTRATION

I R Martinez Of Blue Haven Pools being the principal contractor for the
development at 7 CRUSADE PLACE WOOLOOWARE NSW 2230; hereby
certify that the swimming pool/spa water recirculation and filtration system
has been installed in accordance with, and comply with Part 3.10.1
“Swimming Pools” of the Building Code of Australia - Volume Two, Australian
Standard 1926.3-2010 ‘Water recirculation and filtration systems and the
relevant conditions of Development Consent.

Further, | am appropriately qualified and experienced to provide the
certification for this component of the project.

License Number 237620c

v o
P
Signature: é‘

Date: 16/09/22
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Job Number: 10SPA3S71

Report Printed: 200092022

BA

Job Status: 19 COMPLETE

Name: CARTER

Site Address 145 KING ST

MASCOT NSW 2020

Supervisor:

Phone Numbers Home:

Work:
Mobite: 0408219724

NO COUNCIL REQUIRED

Date/ Salesman: 14-November-2010/LAURA

Poot Size VANTAGE CURVE

Skimmer

Rewms:

U Light
OLighe

Pebble Colour:

STERLING MARBLE/RAW CEDAR
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Walkway:
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HANDOVER PROCESS FOR THE POOL 


 


 


Once


 


the interior for the pool has been completed, the status would be changed to handover in the 


construction google sheet as well as poolz. 


Please make sure you inform the team to invoice the 


client for handover. Once the client has paid his payment 5 you need to do the following. 


 


 


Steps after Payment 5 is 


received
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1.


 


Go to Poolz. 


 


2.


 


Go to reports (it is located on top of modify on 


the customer details page of poolz)


 


3.


 


Click on Reports. 


A


nd 


then click on construction. 
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Click on customer details. 


 


5.


 


It is will show print report like this 


 


 


 


6.


 


Click on screen to get the customer details saved on screen for you.
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