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Introduction
This manual is designed to assist small to medium companies and their managers to meet their obligations
under the Health and Safety at Work Act 2015, its regulations and associated legislation.
This publication is a summary of the Health and Safety at Work Act 2015 and may incorporate additional
information that is integral to health and safety but not necessarily covered by the Act.
Oshbox Limited does not accept any responsibility or liability, whether in contract, equity or tort, or under any
other legal principle, for any direct or indirect losses or damage of any kind arising from use of this publication.
Additions, deletions or amendments may be made at any time and this manual should be reviewed for
completeness and currency annually from the date of publication.
Note: The reference ‘we’ or ‘us’ contained in this manual refers to ‘we or us’ as the PCBU

Amendments
Date

Details
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Version (2016.1)

OSHbox System delivered
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Health and Safety

at Work Act 2015

The Health and Safety at Work Act 2015 (HSAW Act) replaces the Health and Safety in Employment Act 1992
(HSE Act). The principal objective of the Act is to provide a balanced framework to secure the health and safety
of Workers and workplaces by—


protecting Workers and other persons against harm to their health, safety, and welfare by eliminating
or minimising risks arising from work or from prescribed high-risk plant; and



providing for fair and effective workplace representation, consultation, co-operation, and resolution of
issues in relation to work health and safety; and



encouraging unions and employer organisations to take a constructive role in promoting improvements
in work health and safety practices, and assisting PCBUs and Workers to achieve a healthier and safer
working environment; and



promoting the provision of advice, information, education, and training in relation to work health and
safety; and



securing compliance with this through effective and appropriate compliance and enforcement measures;
and



ensuring appropriate scrutiny and review of actions taken by persons performing functions or exercising
powers under the Act; and



providing a framework for continuous improvement and progressively higher standards of work health
and safety.

The Health and Safety at Work Act 2015 is supported by regulations, guidelines and codes of practice which
control specific health and safety issues.
The Act does not tell us specifically how to make our workplace safe; rather, it requires that we have done
everything that is reasonably practicable to make work safe. It recognises that all parties involved in our work
and our workplaces (including our Officers, Workers, Contractors and Volunteers) have the best knowledge
about the specific risks arising from our work, and are best placed to provide solutions about how to manage
those risks.
The information in this manual will guide us as a PCBU, our Officers, Workers, Contractors, Volunteers and
Others to better understand and fulfil our roles and responsibilities.

Who is responsible?
The Act clearly defines the duties at each level of our business as follows:

Person Conducting a Business or Undertaking (PCBU)
We as the PCBU have the primary duty of care and are responsible for the Health and Safety of anyone working
for us (including Officers, Contractors, Volunteer Workers and Workers) as well as those within the vicinity of
the work we are carrying out or by using the products and services we provide (including Customers and
Visitors).
Obligations of the PCBU in the workplace; So far as is reasonably practicable:


providing and maintaining a work environment, plant and systems of work that are without risks to
health and safety



ensuring the safe use, handling and storage of plant, structures and substances



providing adequate facilities at work for the welfare of Workers, including ensuring access to those
facilities



providing information, training, instruction or supervision necessary to protect Workers and others from
risks to their health and safety



monitoring the health of Workers and the conditions at the workplace for the purpose of preventing
illness or injury.
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Notes:


PCBUs do not owe a duty to any person who is at the workplace for an unlawful purpose.



Farmers have duties as a PCBU which extend to farm buildings and structures necessary for the
operation of the business or undertaking and the areas immediately surrounding them including any
area where work is being carried out at that time. A farm workplace does not include the family home.

Obligations upstream of the workplace
If we design, engineer, manufacture, supply or install plant, substances or structures, we specifically have a
duty to ensure, so far as is reasonably practicable, that the work we do; and what we provide to the workplace
does not create health and safety risks.
These explicit duties include ensuring the plant, substances, or structures are without risk to people who:


use the plant, substance or structure at a workplace



handle the substance at a workplace



store the plant or substance at a workplace



construct the structure at a workplace



carry out any reasonably foreseeable activity (inspection, cleaning, maintenance or repair) at a
workplace



are at or in the vicinity of a workplace and who are exposed to the plant, substance or structure at the
workplace.

Obligations to other PCBU’s (Shared responsibilities)
As a PCBU, we often work alongside other PCBU’s; or contract to or contract together with other PCBU’s. We
have a duty to everyone affected by our work and workplace, not just those that work for us – therefore we will
consult, co-operate and co-ordinate activities to meet the shared responsibilities between the PCBU’s involved.

Officers
Individuals in our organisation who hold a senior governance role or who exercise significant influence over the
management and decision making in our business are deemed to be ‘Officers’ under the Act, and must exercise
due diligence to ensure that we are complying with our duties.
Examples of Officers (not limited to):


Company Directors



Partners



Board Members



CEO

These Officers must ensure they are taking safety seriously and that they are asking the questions that allow
them to fully understand the hazards and risks within the operations of our company, assessing incidents,
injuries and near misses, ensuring we have the resources and act accordingly. These are all examples of their
due diligence.
These include taking reasonable steps to:


understand work health and safety matters and keep up-to-date on changes



gain an understanding of the operations of the organisation and the hazards and risks generally
associated with those operations



ensure the PCBU has appropriate resources and processes to eliminate or minimise those risks



ensure the PCBU has appropriate processes for receiving information about incidents, hazards and risks,
and for responding to that information



ensure there are processes for complying with any duty, and that these are implemented



verify that these resources and processes are in place and being used.
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Note: Certain officers are exempt from prosecution if they fail in their due diligence duty:


volunteers



elected members of local authorities (councillors) under the Local Electoral Act 2001



members of local or community boards elected or appointed under the Local Electoral Act 2001.



members of school boards of trustees appointed or elected under the Education Act 1989.

Workers
The Health and Safety at Work Act 2015 also takes into consideration Workers and the responsibilities they
have to themselves and others in the workplace. This includes taking reasonable care of their own safety,
ensuring their acts or omissions don’t harm others, complying with instructions and cooperating with the
policies and procedures we have in place.
Examples of Workers:


a Worker; or



a Contractor or subcontractor; or



a Worker of a Contractor or subcontractor; or



a Worker of a labour hire company who has been assigned to work in the business or undertaking; or



an outworker (including a homeworker); or



an apprentice or a trainee; or



a person gaining work experience or undertaking a work trial; or



a volunteer Worker; or



a person of a prescribed class.

Volunteers
Volunteers that work for us regularly, on an ongoing basis and who are integral to our operations are deemed
to be Volunteer Workers. We have the same duties to those Volunteers as we do our Workers. Refer to duties
under Workers.
The act does not cover volunteers that work on a casual basis (Casual Volunteers) who engage in the following
activities:


Participation in a fundraising activity



Assistance with sports or recreation for an educational institute, sports or recreation club



Assistance with activities for an educational institution outside the premises of the educational
institution.



Providing care for another person in the volunteer’s home.

We have the same duties to those Casual Volunteers as we do our Customers or Visitors.
Notes:


A volunteer organisation is an organisation that has no paid Workers (only volunteers). It is not a PCBU;
and therefore the association and the volunteers that work under it are not covered by the bill.



If the volunteer organisation has at least one paid Worker, then the organisation is deemed to be a
PCBU and is subject to the Health and Safety at Work Act 2015.
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WorkSafe New Zealand

Role of
(WorkSafe)

WorkSafe New Zealand, formerly the Department of Labour (DoL often referred to as OSH), administers and
enforces the Act. WorkSafe also provide guidance and education to businesses on the control of risks and
compliance with the Act.

Worksafe’s Health and Safety Inspectors provide information to PCBU’s and ascertain compliance with the Act.
They are able to issue enforcement notices and prosecute under the HSAW Act. Enforcement notices consist of
improvement, prohibition or infringement notices.



Improvement notices are issued when the Inspector reasonably believes a person is breaching or is
likely to breach the Act or Regulations and requires to the workplace to comply within a given
timeframe.



Prohibition notices are issued when the Inspector reasonably believes a workplace activity is
occurring or is likely to occur that involves a serious risk to health and safety. The activity must be
stopped and cannot resume until the Inspector is satisfied that the risk has been remedied.



Infringement notices may be issued for continued non-compliance with the Act and may result in an
infringement notice which requires you to pay an instant fine.

More information is available through WorkSafe New Zealand: http://www.business.govt.nz/worksafe
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Commitment

Policy Statement

Our commitment policy document is a written statement and a brief synopsis of our obligations and objectives
in respect of health and safety in the workplace, and is also displayed to our Workers and the general public.
We are committed to providing a safe and healthy work environment for our Workers, Contractors, Customers
and Visitors. This commitment extends to ensuring that the company's operations do not place members of the
public at risk of injury, illness or property damage.
In fulfilling this commitment, management will:


provide a safe and healthy workplace and systems of work for Workers, Contractors and Visitors



provide information, instruction, training and supervision to Workers, Contractors, Customers and
Visitors to ensure their safety



provide a safe and healthy work environment



provide safe equipment, property and materials



strive to Eliminate and/or Minimise all actual and potential risks and hazards



establish and insist upon, safe methods and safe practices at all times



meet or exceed the requirements of the Health and Safety at Work Act 2015 and its Regulations, Codes
of Practice and Safe Operating Procedures



enable effective Worker engagement practices



ensure prompt and accurate reporting of all injuries, illnesses, incidents and events



investigate injuries, illnesses and incidents thoroughly and strive to implement appropriate remedies to
prevent recurrence



support Workers in their rehabilitation and early return to work following injury



continually improve the health and safety of our operations

Responsibilities
All Officers are accountable for implementing this policy in their area of responsibility. Performance will be
reviewed and measured at least annually as part of the company review process. Safety will take precedence
over shortcuts or expediency at all times.
All Workers have a responsibility to observe safe work practices, rules and instructions relating to their work
and to report all known or observed hazards and risks to their immediate supervisor or manager.
Through efficient management and active Worker engagement, injuries can be prevented. Each of us is
therefore required to make a positive commitment towards achieving this goal.
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Smoke-free

Policy

It is a requirement of the Smoke-free Environments Act 1990 that we have a written policy on smoking in our
workplace.
Our policy meets the requirements of the Smoke-free Environments Act 1990 and the Smoke-free Amendment
Act 2003 and is based on the following principles:


Everyone is entitled to a smoke-free environment in all the areas normally used for work.



Everyone who does not smoke, or who does not wish to smoke in their place of work must, as far as is
reasonably practicable, be protected from tobacco smoke in their place of work.



The implementation a smoke-free policy depends on everyone responding courteously to the desire for
a smoke-free environment.

This policy applies to all company sites; to all Workers, Contractors, Customers, Visitors and others working on
or accessing our company site(s).
We will promote the smoke free policy, whereby:


All buildings and vehicles (including privately owned vehicles whilst on grounds) will be smoke free



All Workers, Contractors, Customers and Visitors will be aware of the smoke free policy



Signage will clearly indicate our Smoke Free status or designated smoking areas

Notes:


Smoke free areas outside buildings will include that area within a 10m radius of doorways, windows,
and any air inlets.



This policy will be reviewed in consultation with our Workers every year
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Workplace

Facilities

We are committed to providing a safe and healthy environment for our Workers, Contractors and Visitors. To
ensure this, we will work to ensure our workplace complies with the following objectives:

General Layout
The layout of our worksites will be:


Well maintained



Have clear entry and exit points for safe evacuation



Clear workspaces



Sufficient Space



Well designed, installed and maintained floors and surfaces



Suitable and sufficient lighting to carry out work, move around and evacuate safely



Suitable and sufficient ventilation



Provisions for extreme temperatures

Facilities
Adequate facilities will be provided and shall be in good working order, clean, safe and accessible:


Toilets



Drinking water



Hand-washing facilities



Eating and break facilities



Facilities to rest if workers become unwell and it is not reasonable to leave the workplace

Other Facilities
When required, we will ensure the following other facilities are available:


if the work is of such a nature that Workers are reasonably likely to need facilities for washing the body,
such facilities will be available



if the work is of such a nature that Workers’ clothing is reasonably likely to become contaminated or
wet, a place in which to change clothes



if the work is of such a nature that it is reasonably likely that Workers will bring to the workplace
clothes that will not be used at work, facilities for keeping such clothes clean and dry will be available



if the work is of such a nature that it is reasonable for Workers to perform it while seated, facilities for
sitting will be available



if the work is of such a nature that it is not reasonable for Workers to perform it while seated, facilities
for sitting that enable Workers to take any reasonable opportunity for rest that may occur in the course
of the work



if the work is of such a nature that it is reasonably likely that any floor will become wet, facilities that
prevent Workers from becoming wet, whether by way of drainage of the floor or otherwise.



If airborne contaminants arise in the workplace, facilities that enable these to be controlled as closely
as possible to their sources, treated or carried off will be provided

These facilities will be provided with assessment to the nature of work, nature of hazards; size, location, and
nature of workplace, number of Workers, and composition of Workers. All will be in good working order, clean,
safe and accessible.
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Facilities for unwell Workers
We will ensure that any Worker who feels unwell may:


rest in facilities provided at the workplace, if we decide that it is the appropriate course of action in the
circumstances; or



leave the workplace, if we decide that it is the appropriate course of action in the circumstances

The rest facilities we will provide will be:


suitable for the purpose for which they are to be used; and



provided in sufficient numbers; and



maintained in good order and condition; and



that all Workers can access any of those facilities in a way that is convenient to them.

Facilities for First Aid
We will ensure the following First Aid facilities will be available in the workplace:


Adequate First Aid Equipment, access to that equipment and facilities to administer



Adequate number of trained First aiders to administer First Aid, access to those First Aiders

These facilities will be provided with assessment to the nature of work, nature of hazards, size and location of
the workplace, number of Workers, and composition of Workers.

Airborne Contaminates
We will ensure that these facilities will be provided in the workplace:


facilities to enable any airborne contaminants to be controlled as closely as possible to their source



facilities for treating or carrying off any airborne contaminants for the purpose of minimising the
likelihood that any airborne contaminants will be a cause or source of harm to any Worker.
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Hazard & Risk

identification and

management
The Act states a duty imposed by or under the Act and requires a person—


to eliminate risks to health and safety, so far as is reasonably practicable; and



if it is not reasonably practicable to eliminate risks to health and safety, to minimise those risks so far
as is reasonably practicable.

Our incident workflow process for identifying and managing hazard/risk:

Identify the Hazard/Risk

Eliminate

OR (if unable to Eliminate)

Minimise

Substitute

Isolate

Prevent Contact

Engineering Controls

AND (if risk still exists)

Administrative Controls

AND (if risk still exists)

Personal Protective Equipment

© OSHbox 2016

12

Hazard/Risk Identification, Reporting and Assessment
Identification of Hazards and/or Risks:


regular physical inspection of the workplace, equipment and work practices



analysis of injuries, illnesses, incidents, and events to determine the cause, and prevent a reoccurrence
of this nature in future



analysis of tasks and how they are carried out in the workplace

Hazard/Risk Control
Once a hazard has been identified it is evaluated and recorded in the Hazard/Risk Register.
A control plan is formulated as follows and documented in the Hazard/Risk Register – (ensure appropriate
advice is sort where applicable):


First consider options in the control plan to eliminate the risk. Hazards can be eliminated by replacing
with less hazardous material or equipment, repairs and maintenance or changing the way a task or
activity is carried out.



If the hazard cannot be eliminated, then consider options to minimise the risk. Hazards can be
minimised by substituting the hazard for a lower risk option, isolating the hazard or preventing contact
with people, and implementing engineering controls such as guarding equipment.



If after taking those steps the risk still remains, administrative controls must be put in place in the form
of policies, safe operating procedures, and job safety analysis.



The last step is to ensure the appropriate personal protective equipment is identified and implemented.
Personal Protective Equipment alone is not an appropriate control.

Hazard/Risk Maintenance
Regular maintenance checks (frequency as documented in the Hazard/Risk Register) are conducted to ensure
controls are:


effective and maintained



fit for purpose



suitable for the nature and duration of the work



installed, set up and used correctly

Hazard/Risk Review and Revision
Regular reviews are conducted at various frequencies as documented in the Hazard/Risk Register, and when:


Maintenance checks show controls aren’t working



A notifiable incident arises



changing the workplace, environment, work, process or procedures



a new hazard or risk is identified



health monitoring shows exposure, illness or recommendations



exposure monitoring reveals a concentration of a substance hazardous to health exceeding standards



Worker engagement suggests a review



requested by a Health and Safety Representative
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Hazard / Risk Documents
Hazard/Risk Register
A Hazard/Risk Register of all workplace hazards that have been identified and recorded is maintained at each
worksite for reference by other PCBU’s, Officers, Workers, Contractors and Visitors alike.
The Hazard/Risk Register documents all hazards/risks covering the work we do, the environments we work in,
as well as the equipment and substances we use. This Register helps us to document the controls we have
implemented and manage the maintenance and review process.
All Workers are familiarised with the contents of the Hazard/Risk Register during training and induction, and
Workers are updated as new entries are made and engaged in the review process.

Safe Operating Procedures (SOP)
Safe Operating Procedures (SOP) are a written summary of policies and procedures for Workers responsible for
operating plant and equipment in the workplace.
Safe Operating Procedures may also be used for induction training and may be issued to a new Worker ahead
of their employment date, allowing a smoother and safer period of initial training. Our Safe Operating
Procedures is the standard against which all training will be measured to ensure consistency in the operation of
the company’s plant and equipment.
All operators must adhere to the Safe Operating Procedures which are designed to prevent harm to operators
and their fellow Workers, and increase machine life. Operators should also use considered judgement and
initiative when appraising and mitigating hazards/risk, and specified personal protection equipment must be
worn.
Job Safety Analysis (JSA)
A Job Safety Analysis (JSA) is a process of systematically evaluating tasks, processes or procedures of a specific
job in the workplace and eliminating or reducing the risks or hazards in order to protect Workers from injury or
illness.
The JSA process is documented to help refine safe work procedures and the JSA document can serve as a
useful tool in training and guiding Workers through safe job performance. Specific job safety analyses are also
living documents that are adjusted as conditions warrant.
Our job safety analysis process begins with identification of the potential hazards or risks associated with a
particular job. Once the hazards are understood, the consequences of those hazards are then identified,
followed by control measures to eliminate or mitigate the hazards. A more detailed job safety analysis can be
performed by breaking the job into steps and identifying specific hazards and control measures for each job
step, providing the Worker with a documented set of safe job procedures.

Specific Hazard/Risk Policies
Personal Protective Equipment (PPE)
We will provide any PPE required as a minimisation control measure for a Hazard/Risk (unless another PCBU
has already provided). If a Worker genuinely and voluntarily chooses to provide their own for comfort or
convenience that would be acceptable as long as we are satisfied the PPE is of the standard set below. Where
this is the case, the Worker may give us reasonable notice if they choose to be provided with the PPE instead.
PPE will be suitable for the nature of the work and hazard, comfortable and a suitable size and fit for the
Worker. The Company will also ensure it is maintained, repaired or replaced to ensure it is:


Clean and Hygienic



In good working order



Used or Worn by the Worker



Compatible with other PPE
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The Company will ensure the Worker is provided with the appropriate information, training and instruction on
proper use, wearing, storage and maintenance.
When provided with PPE (or if the Worker chooses to provide their own), the Worker must use or wear it as
informed, trained and instructed. The Worker must not intentionally misuse or damage the equipment and must
inform us of any damage, defect, need to clean or decontaminate that they become aware of.
We will also ensure the PPE is used or worn by non-Workers as well.
All Personal protective equipment (PPE) and clothing supplied by the company will be recorded in the PPE
Register which will contain details of


PPE and safety clothing that is issued



PPE training that may be required



Date that PPE and safety clothing is issued or replaced

Remote or Isolated Work
Work that is isolated from the assistance of other persons because of location, time or nature of the work is
deemed to be high risk.
We will manage the risks associated with this work, identifying, implementing and reviewing controls as
documented in a JSA or Hazard/Risk Register.
One of the minimisation controls must always be that we will provide a system of work which includes effective
communication at all times with the Worker.

Falling objects
We must manage the risks associated with an object falling on a person if the falling object is reasonably likely
to injure the person.
If it is not reasonably practicable to eliminate the risk, we will minimise the risk by providing adequate
protection and maintaining a safe system of work that includes measures for preventing an object to fall freely.
If that is not reasonably practicable, we will ensure a system to arrest the fall is required before work
commences (i.e. Tool lanyard or safety netting), if that is not reasonably practicable, we will provide an
exclusion zone that persons are prohibited from entering.

Loose but enclosed materials
Where a Worker could become trapped or engulfed by material (solid material in such form or state, or in
pieces or particles so small that it is capable of subsiding or flowing to trap or engulf or that is enclosed in a
structure), we will take all reasonably practicable steps manage the risks to health and safety to those workers.
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Drugs and alcohol in the workplace
Management recognises drug and alcohol abuse as a potential serious hazard/risk and will take a firm approach
to dealing with such abuse. Management and Workers shall all work together to maintain a work environment
that is free from the use and effects of drugs, alcohol and other mood altering substances.
Prescribed drugs or medicine for private use are obviously permitted at all times providing they do not interfere
with the Workers ability to perform their work in a safe manner. Workers who are taking prescribed medication
that may affect their work should notify their manager.
Any Worker or Contractor may be requested to undergo a pre-employment, random, post incident or with
reasonable cause drug or alcohol test at any time. It is a requirement of many workplaces that only those
Workers or Contractors who have passed a drug and alcohol test will be permitted on that site. Accordingly, any
Worker or Contractor who fails or refuses to undergo a test will not be permitted on such a site. All urine drug
tests will be conducted by a qualified collection agent using certified test equipment in accordance with AS/NZS
4308:2008; and alcohol screening will be carried out using a certified breathalyser in accordance with AS3547.
Workers or Contractors working in a safety sensitive areas or whose primary duties consist of driving or
operating company vehicles or machinery are more likely to be tested, as well as those who shows signs of
being affected by drugs or alcohol, or where evidence is found of possible alcohol or other drug use at work or
where the Worker or Contractor has recently been involved in a workplace incident.
If a Worker Contractor or Visitor or contractor arrives at the workplace, and you have reasonable cause to
suspect that they are under the influence of alcohol or drugs, you should report this to your manager who
should immediately remove that person from the work environment. If you have any doubt about whether they
are, or are not impaired, you should err on the side of caution and ask that they be removed from the work
environment. If you believe that a fellow Worker or Manager in a more senior position is in violation of this
policy, you are encouraged to notify their manager.
Unexpected circumstances can arise when an off-duty staff member is requested to work. If you are in this
position and you feel unfit due to the influence of alcohol or other drugs, it is your responsibility to refuse the
request and ask that it be redirected to another person.
Any Contractor who refuses to submit to or co-operate fully with the administration of an alcohol or drug screen
will be requested to vacate the workplace immediately.
Any Worker who refuses to submit to or co-operate fully with the administration of an alcohol or drug screen
will be managed in accordance with the Workers employment contract.
Oral Fluid Screening may be requested at any time and any non-negative result will be followed up using
confirmatory methods such as a blood or urine screen/test. Oral screening will be conducted in accordance with
AS4760.
Any Worker who returns a positive alcohol breath screen or urine screen, or attempts to avoid or falsify any
drug or alcohol test will be stood down pending determination of the test result by a certified laboratory. If the
final result is negative, the Worker shall return to work without deduction of income. However should the
laboratory report a positive result, the Worker shall not be permitted to resume work until such time as they
can return a negative test. The company is entitled to deduct from the worker’s pay, or annual and/or sick
leave entitlements, any period during which the worker was stood down.
Any Worker working in a safety sensitive area or whose primary duties consist of driving or operating company
vehicles or machinery and who returns a positive drug test result or is disqualified from driving will be
subjected to disciplinary procedure; the outcome of which may result in termination of employment.
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Young persons in the workplace
We will ensure so far as reasonably practicable ensure that;
Persons under the age of 15yrs
Shall not be present in any area of the workplace at any time when the following are carried out in the area:


Goods are being prepared or manufactured for trade or sale



Contraction work is in progress



Logging operations or tree-felling is in process



Any work in progress involves the manufacture, use or generation of hazardous substances



Any work is likely to cause harm to the health and safety of the young person

Exceptions:


Public generally has access to the area, or



The young person is under the direct and active supervision of an adult in that area that is appropriate
to the age of the young person and the nature of the risks present in the workplace, or



Is on a guided tour, or



Is in an area used only for selling goods or services

Workers under the age of 15yrs
Must not:


Manufacture or prepare goods for trade or sale



Carry out construction work



Carry out logging operations or tree-felling



Manufacture, use or generate hazardous substances



Carry out any work is likely to cause harm to the health and safety of the young person



be required to lift any weight or to perform any task if lifting the weight or performing the task would
be likely to be injurious to their health



work at or with any machinery or assist with work at or with machinery at the workplace (including an
engine, motor, or other appliance that provides mechanical energy derived from compressed air, the
combustion of fuel, electricity, gas, gaseous products, steam, water, wind, or any other source and
includes any plant by or to which the motion of any machinery is transmitted and a lifting machine, a
lifting vehicle, a machine whose motive power is wholly or partly generated by the human body and a
tractor)



drive a vehicle (tractor and any self-propelled mobile mechanical plant, other than a care, a truck, a
motorcycle, or machinery that has a mass of 700kg or less), ride upon a vehicle while it is drawing an
implement, while implement is attached, or ride upon an implement (other than a sled or trailer
designed or adapted for the carriage of passengers or goods) drawn by or attached to a vehicle

Exceptions


if the young person is aged 12yrs or over, has been fully trained in the safe operation of the tractor and
the safe use of any implement that is being drawn by or is attached to the tractor; or is being trained in
the safe operation of the tractor and the safe use of any implement that is being drawn by or is
attached to



This does not apply in relation to Workers under 15yrs who are carrying out administrative or retail
work in a workplace that does the work of a type specified in the above areas.
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Workers under the age of 16yrs
Must not work between 10pm and 6am (unless in accordance with Approved Code of Practice related to
Workers under the age of 16yrs working in those hours relating to the kind of work they undertake).

Stress in the workplace
Every day, individuals are confronted with a variety of demands or ‘stressors’. These may arise from either
personal sources e.g. ill-health, marital discord, family problems, financial uncertainty, or from institutional
sources e.g. work overload or under load, role conflict, lack of control, physical environment. Stressors produce
a biochemical response in the body which prepare the body to do what is essential during a stressful situation
(in preparation for fight or flight).
The stress response is highly functional and can lead to elevated performance through constructive and creative
responses, increased and well-directed energy, improved morale and motivation and increased efficiency and
effectiveness. Where an individual is exposed to demands that are too intense, frequent or chronic, the stress
response can create unhealthy, destructive outcomes e.g. cardiovascular disease or depression.
There are wide individual differences in the way we each respond to stressors, and therefore the optimum
stress load that maximises performance varies by individual and by task.
Some common signs of stress in individuals are:


headaches, feeling tired or having difficulty sleeping



worrying a lot, feeling anxious and tense for no explained reason



having difficulty concentrating, finding it hard to make decisions



lower level of confidence, making mistakes, forgetting things



feeling impatient and irritable, drinking more alcohol, smoking more

Stressors can be grouped into four categories:


Physical – the physical environment in which one works e.g. temperature, office design, noise, lighting
etc.



Task – the nature of the work itself, the specific activities assigned to the Worker e.g. reception,
budget Management.



Role – the expectations that others have of one’s role and its function within the company e.g.
conflicting or ambiguous expectations.



Interpersonal – the social, personal and working relationships that exist.

Whilst Management have no control over an Worker’s personal life and external factors that may impact on a
person’s ability to cope at work, we are still able to provide simple and practicable steps to help an Worker deal
with personal issues (if you know about them). Some examples of the kind of support we could provide in this
situation are flexible work arrangements, reduced workload, paid leave or support to attend counselling.
More information is available through the Accident Compensation Corporation: www.acc.co.nz
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Hazardous Substances
We will ensure that hazardous substances that are stored or handled on site are clearly labelled, have an SDS
(Substances Data Sheet) for each product and will record these in the company Hazardous Substances Register.
Hazardous Substances may cause long term effects and significant risks to Workers if not stored and handled
correctly. We will ensure all Workers who may be exposed to any hazardous substance during any work activity
are provided with appropriate personal protective equipment, information and training on the nature of the
hazard and the means of reducing or controlling any exposure to the hazardous substance.
Under HSNO legislation, certain substances and/or volume quantities must be under the control of an ‘Approved
Handler’. We will ensure trained Approved Handlers will be on site if required.
Some flammable or oxidising substances at on our workplace may also require a Location Test Certificate. We
will ensure trained Location Test Certificates are achieved and current if required.
All hazardous substances and containers must be disposed in accordance with legislation or the manufacturer’s
instructions or technical support documents.
More information is available through the Environmental Protection Authority at http://www.epa.govt.nz and
Codes of Practice are available from Worksafe at www.worksafe.govt.nz

Hazardous Atmospheres
In atmospheres where there is no safe oxygen level, or the concentration increases the fire risk, the
concentration of flammable gas, vapour, mist or fumes exceeds 50% of the lower explosive limit for the gas,
vapour, mist or fumes, or combustible dust is present in a quality or form that would result in a hazardous area;
we will identify, implement controls and review controls including the risk associated with an ignition source
(unless that is part of a deliberate process or activity in our workplace)

Containers of liquids
We will ensure that where any container that contains liquids in our workplace presents a risk of drowning, that
we will ensure it is:


Securely covered, or



Enclosed by a secure fence which;
o

Extends at least 1m above the adjoining floor, ground or platform

o

Is in a position that will provide adequate protection for any person near the container

‘Containers of liquids’ means any enclosure, fixed vessel, pit, structure, sump, vat or other container that
contains any liquid and the edge of which is less than 1m above the floor, ground or platform. This does not
include animal drinking troughs or systems of water collection, disposal, distribution or storage.
Exposure Monitoring
We will ensure:


No person is exposed to a substance in a concentration that exceeds exposure standards



Where we are not certain whether the concentration exceeds the exposure standard, we will ensure
that exposure monitoring is carried out to determine the concentration



Health monitoring is provided to the Worker if the Worker is carrying out ongoing work involving the
substance hazardous to health that is specified in a safe work instrument as requiring health monitoring
and there is a serious risk to the worker’s health because of exposure to that substance



Monitoring of exposure to Workers to any substance hazardous to health that diseases or health effects
are identified, at appropriate intervals, after significant changes at the workplace and by or under the
supervision of a competent person who has sufficient knowledge, skills, and experience in the
appropriate techniques and procedures, including the interpretation of results



Record and keep monitoring records 40yrs after the record is made for asbestos, and for 30yrs after
any other case. Those records will be readily accessible (without disclosing personal details)
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Health Monitoring
We will ensure that health monitoring (as recommended by an Occupational Health Professional) will be
provided for any Worker who is exposed to a hazardous substance which:


Exposure could relate to a disease or health effect already identified



There is reasonable likelihood they may occur under particular conditions



There are valid techniques for detection

Health monitoring will be paid for by us or shared between our Company and other PCBU’s. All health
monitoring will be carried out by or under supervision by an Occupational Health Professional who is
experienced in health monitoring.
Before Health monitoring takes place, information will be given to a person who is likely to carry out work that
involves a health hazard and any Worker before the Worker commences work that involves a health hazard.
That information will include:


The duty to monitor health



The health hazard that triggered the requirements for health monitoring



The nature of the monitoring and how it will be carried out



What information will be given to the health practitioner



o

The Company (PCBU) contact details

o

Name and Date of Birth of the Worker

o

Details of the work that triggered

o

If the Worker has started that work, how long the worker has been carrying out that work

The duty of us to obtain a health monitoring report from the practitioner and the content (this report
will be provided to the Worker and any relevant PCBU’s and WorkSafe as soon as practicable after
obtaining the report):
o

The Company (PCBU) contact details

o

Name and Date of Birth of the Worker

o

Name of Occupational Health Professional

o

Date of Monitoring

o

Test results, advice and recommendations



The duty to notify WorkSafe (if the results show) and other PCBU’s



The retaining, storage and sharing of reports



The purposes of monitoring
o

For us to reduce the risk of exposure

o

Enable us to take remedial action

o

Facilitate treatment and protection of Workers

o

Inform WorkSafe

The Worker will also be consulted on the selection of the Occupational Health Professional. All Health Monitoring
records will be recorded and kept for 40yrs after the record is made for asbestos, and for 30yrs after any other
case.
Those records will be readily accessible (without disclosing personal details) and a copy will be provided when
the Worker leaves or business closes. Monitoring reports will not be provided to another person without the
Worker’s written consent.
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Incident, Injury & Illness
Management
Management and Control
We aim to foster a safe and healthy work environment where all workplace personnel combine their efforts and
share the responsibility for work-related personal injury prevention and effective Incident, Injury and Illness
Management.
All Incidents (including Near Misses), Injuries and Illnesses must be recorded in the company’s Incident
Notification Report which will be kept in a central location in the office. Any Notifiable Events must be
investigated using the Incident Investigation Report Form also kept in a central location in the office. These are
essential as it will enable the Officers to establish patterns, or determine actual causes of an
Incident/Injury/Illness and to put in place procedures and/or controls to minimise the chances of a recurrence.
All personnel onsite must know how to manage an incident and should familiarise themselves with the following
steps in the event they become involved in any way.
Refer to the Incident Workflow for more guidance.
Step 1: Control and Preserve Incident Site


Make sure anyone injured or ill or suspected of injury or illness has received medical attention and
notify emergency services if necessary.



Ensure site is safe for emergency services and personnel are situated to meet services onsite. If an
obvious hazard poses an immediate risk to others, the plant or activity involved should be shut down



Preserve (secure and control) the site excepting to save life or major disruption to essential services.
Do not interfere with the incident site without the permission of a WorkSafe Inspector.

Step 2: Communicate


Ensure Management has been advised immediately of the Notifiable Event



Ensure someone in authority notifies the nearest office of WorkSafe New Zealand as soon as possible. If
contact is made by phone, a notification in writing is required within 48hrs of the incident.

Step 3: Collect all relevant information about the incident in the Incident Notification Report:


Who was involved?



What appears to have happened?



Who should be interviewed (e.g. witnesses)



What machinery and equipment was used?



What may have failed?



Take photographs as evidence

Step 4: For notifiable events:


Management to initiate an investigation within 12 hours of the event concerned



Complete the Incident Investigation Report. The purpose of the investigation procedure is to determine
actual causes of an incident and to put in place procedures or controls to minimise the chances of a
recurrence



Analyse facts and consider all possible causes and contributing factors



Update the Hazard/Risk Register with contributing factors and take steps to eliminate or minimise any
identified hazards and risks



Update health and safety policy and procedures if required.
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Step 5: After the event


The Act requires the company to keep a record of all Notifiable Events for 5yrs from the date Worksafe
is notified, therefore a file must be collated for and must include all information relating to the
investigation together with the conclusions drawn and a copy of the final report.

Meaning of Notifiable Event
In this Act, unless the context otherwise requires, a notifiable event means any of the following events that
arise from work:


the death of a person; or



a notifiable injury or illness; or



a notifiable incident.

Meaning of Notifiable Injury or Illness
Any of the following injuries or illnesses that require the person to have immediate treatment (other than first
aid):


the amputation of any part of his or her body



a serious head injury



a serious eye injury



a serious burn



the separation of his or her skin from an underlying tissue (such as de-gloving or scalping)



a spinal injury



the loss of a bodily function



serious lacerations



an injury or illness that requires, or would usually require, the person to be admitted to a hospital for
immediate treatment



An injury or illness that requires, or would usually require, the person to have medical treatment within
48 hours of exposure to a substance



Any serious infection (including occupational zoonosis) to which the carrying out of work is a significant
contributing factor, including any infection that is attributable to carrying out work—



with micro-organisms; or



that involves providing treatment or care to a person; or



that involves contact with human blood or bodily substances; or



that involves handling or contact with animals, animal hides, animal skins, animal wool or hair, animal
carcasses, or animal waste products; or



that involves handling or contact with fish or marine mammals:

Any other injury or illness declared by regulations to be a notifiable injury or illness for the purposes of this
section.
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Meaning of notifiable incident
In this Act, unless the context otherwise requires, a notifiable incident means an unplanned or uncontrolled
incident in relation to a workplace that exposes a Worker or any other person to a serious risk to that person’s
health or safety arising from an immediate or imminent exposure to—


an escape, a spillage, or a leakage of a substance; or



an implosion, explosion, or fire; or



an escape of gas or steam; or



an escape of a pressurised substance; or



an electric shock; or



the fall or release from a height of any plant, substance, or thing; or



the collapse, overturning, failure, or malfunction of, or damage to, any plant that is required to be
authorised for use in accordance with regulations; or



the collapse or partial collapse of a structure; or



the collapse or failure of an excavation or any shoring supporting an excavation; or



the inrush of water, mud, or gas in workings in an underground excavation or tunnel; or



the interruption of the main system of ventilation in an underground excavation or tunnel; or



a collision between 2 vessels, a vessel capsize, or the inrush of water into a vessel; or



any other incident declared by regulations to be a notifiable incident for the purposes of this section.

Rehabilitation
Worker return to work policy
Any Worker who has experienced a work-related personal injury and who has taken time off to recover will be
supported in a return to work as early as possible and in accordance with medical advice. This involves a
partnership between ACC, the Worker and us, medical treatment providers and others as appropriate in the
circumstances. An early return to work may involve a modification of the Workers working environment,
alternative duties for a temporary period, and/or changes to the normal hours of work.

Medical information
The Worker must provide us with a copy of their completed ACC forms and/or medical certificate, from the
treatment provider.
The medical certificate will state the Worker’s capacity or incapacity for work and specify a date for review
(second visit) by the treatment provider. Selected or restricted activities may also be specified for a certain
period of time. If the injured Worker is off work for more than seven consecutive days they must provide us
with a medical certificate confirming they are ‘fit for work’.

Capacity to work and the provision of alternative duties
The provision of suitable alternative duties is an essential part of rehabilitation. Alternative duties are aimed at
providing appropriate and productive work while a Worker rehabilitates to their former role. This is a proactive
approach to enable the Worker to return to work as quickly as possible and maximise the chances of full
recovery.

Alternative placement or permanent disablement
Where at any point it becomes clear that the Worker will be unable or is unlikely to return to former duties as a
result of work-related personal injury, our Management will explore the possibility of suitable alternatives with
the Worker.
When the Worker’s personal injury is so severe as to prevent them returning to their former position and all
available options have been fully explored, then termination of employment will be considered in accordance
with the relevant employment contract.
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Worker training,

supervision and

participation
Employment
All Workers will be required to complete an Employment Application form to ensure we have all important
Worker information in the event of an incident or emergency.
The Employment Application also contains a number of disclosures which Workers are required to acknowledge
and agree to as an important part of their commitment to health and safety in the workplace.

Induction
Every Worker will receive an induction to the company and its health and safety program before commencing
work. The induction will include an introduction to:


Other Workers, First Aiders and Health and Safety Representatives



The workplace including emergency exits and evacuation assembly points, Worker facilities (staff room,
toilets)



Hazard/Risk Identification and Reporting process and the Hazard/Risk Register



Incident, Injury and Illness Reporting process



No Smoking policy



Drug and Alcohol Policy



Health and Safety (Toolbox) meetings



Emergency Procedures including location of first aid facilities and fire extinguishers



Personal Protective Equipment



Hazardous substances and Health Monitoring



Safe Operating Procedures (SOP)



Job Safety Analysis (JSA)

Training, Supervision and Instruction
We are committed to doing everything possible to ensure that Workers have adequate knowledge, experience,
supervision and training to do their work safely.
We will so far as is reasonably practicable, ensure that every Worker who does work of any kind, uses plant of
any kind or deals with a substance of any kind that is capable of causing a risk in a workplace— either


has such adequate knowledge and experience of similar places, and work, plant, or substances of that
kind, as to ensure that the Worker doing the work, using the plant, or dealing with the substance is not
likely to cause harm to the Worker or other people; or



is adequately supervised by a person who has that knowledge and experience; and



is adequately trained in the safe use of
o

all plant, objects, substances, or equipment that the Worker is or may be required to use or
handle; and

o

all PPE that the Worker is or may be required to wear or use

We will ensure that the supervision and training provided to a Worker are suitable and adequate, having regard
to


the nature of the work carried out by the Worker; and



the nature of the risks associated with the work at the time the supervision or training is provided; and;



the control measures implemented in relation to the work that the Worker is undertaking.

The training provided will also be readily understandable by any person to whom it is provided.
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Worker Engagement, Participation and Representation
Workers are encouraged to contribute to health and safety within our workplace. We are committed to keeping
an open dialogue with our Workers around Health and Safety and encourage our Workers to express their views,
raise Health and Safety issues and participate in our decision making process.
In particular, we will engage Workers:


when identifying hazards and assessing risks to work health and safety arising from the work carried
out or to be carried out as part of the conduct of the business or undertaking



when making decisions about ways to eliminate or minimise those risks



when making decisions about the adequacy of facilities for the welfare of Workers



when proposing changes that may affect the health or safety of Workers



when making decisions about the procedures for the following:
o

engaging with Workers

o

monitoring the health of Workers

o

monitoring the conditions at any workplace under the management or control of the PCBU

o

providing information and training for Workers



when making decisions about the procedures (if any) for resolving work health or safety issues at the
workplace



when developing Worker participation practices, including when determining work groups

All businesses with 20 or more workers, or within the ‘high risk’ categories, must:


arrange the election of Health and Safety Reps if requested by a worker, and



consider whether existing worker participation practices are sufficiently effective and whether to set up
an Health and Safety Committee if one is requested by a Rep or five or more workers.

Our policy for Worker Participation (if required) is to elect one Health and Safety Representative for every 19
Workers taking into consideration our different work groups, sites, locations and nature of work to ensure the
representation from all aspects of the business. If we are notified of the request for Representatives, an
election will be held within 2 months of the date of notification. If we are notified of the request for Committees,
written notice of our decision will be given within 14 days of the decision.

Health and Safety Representatives
Worker representatives can work either individually to promote health and safety in the workplace or as part of
a health and safety committee. Either way their objectives will be the same and may include things such as:


to represent the Workers in the work group in matters relating to health and safety



to investigate complaints from Workers in the work group regarding health and safety



if requested by a Worker in the work group, to represent the Worker in relation to a matter relating to
health and safety (including a complaint)



to monitor the measures taken by us, that are relevant to health and safety



to inquire into anything that appears to be a risk to the health or safety of Workers in the work group
arising from the conduct of the business or undertaking



to make recommendations relating to work health and safety



to provide feedback to us about whether the requirements of the Act or regulations are being complied
with



to promote the interests of Workers in the work group who have been harmed at work, including in
relation to arrangements for rehabilitation and return to work.

To be effective in their role, Health and Safety Representatives must understand health and safety matters. To
facilitate this, please see below for our training provisions.
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Election of Health and Safety Representatives
Nominations – a person is eligible to be nominated IF they are a ‘Worker’ of the workgroup, willing to take on
the role, and they work sufficiently regularly (e.g. not casual staff)


Any Worker can nominate another Worker for the Rep position



Workers can nominate themselves

Voting


A person is eligible to vote IF they are a ‘Worker’ in the work group that would be represented

Elections


We must give a reasonable time frame to collect nominations



The election must be conducted by any person, except a candidate for election. That person must call
for nominations, specifying a reasonable timeframe, and based on the number of nominations received,
determine whether an election needs to be held and notify workers and us of that decision



We will inform the Workers of the business of the work group they are in and the number of Reps to be
elected



The election process can be undertaken in any form (unless a secret ballot has been requested, in
which case a secret ballot will be held)



However, if the number of nominations is equal or less to the number of positions, there is no election
necessary – those nominated will be elected.



We will provide the resources, facilities, assistance and payment of any costs associated with the
election process



No person may unreasonably delay the progress of an election nor interfere with or influence any
Worker who votes

Once elected


The Rep holds the office for no longer than 3 yrs. (unless we agree on a lesser period)



That Rep can be re-elected after 3yrs



They may resign from office at any time by giving us notice



We will display a list of the names and contact details of the Health and Safety Reps in a prominent
place in the workplace that is readily accessible to the Workers, and WorkSafe, and kept up to date

Training


We will allow each Health and Safety Rep paid leave each year to attend Health and Safety Training.
This will begin with initial training which at completion will mean the Worker has been assessed as
having achieved NZQA Unit Standard 29315. From there, the Rep may use their training entitlement to
attend additional training or transitional training – in consultation with us about the time, location and
costs relating to the training (we will make a decision on training requests within 3mths of receiving the
request).



We will pay the training fees



We will pay (in advance) reasonable expenses that they may incur (e.g. Travel and accommodation)
and reimburse for any other reasonable expenses incurred by attending



The maximum total number of day’s paid leave for training (across all Reps) is based on the number of
workers we have as at the 1st of April each year:
Workers as at 1st of April each year

Maximum total number of paid leave training days

1-5

2

6-50

6

51-280

1 day for every 8 workers or part of that number
35 days plus 5 days for every 100 workers or part of that
number

281+

Note, if we have less than 20 Workers or don’t fall under the High Hazard Sectors or Industries, we may choose
not to have a rep but will provide written notice of our decision to all Workers and will ensure adequate
engagement processes are in place.
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Our commitment to Health and Safety Representatives
We will:


consult, so far as is reasonably practicable, about health and safety matters with any Health and Safety
Representative for a work group of Workers carrying out work as part of the conduct of the business or
undertaking; and



confer with a Health and Safety Representative for a work group, whenever reasonably requested by
the representative, for the purpose of ensuring the health and safety of the Workers in the work group;
and



allow a Health and Safety Representative to spend as much time as is reasonably necessary to perform
his or her functions or exercise his or her powers under the Act; and



provide any Health and Safety Representative for a work group with any information necessary to
enable the Health and Safety Representative to perform his or her functions or exercise his or her
powers, including information relating to—





o

hazards (including associated risks) at the workplace affecting Workers in a work group; and

o

the health and safety of the Workers in a work group; and

allow the Health and Safety Representative to be present at an interview relating to health and safety
between a Worker and
o

an inspector; or

o

any PCBU at that workplace or the PCBU’s representative; and

allow the Health and Safety Representative to be present at an interview concerning health and safety
between a group of Workers and
o

an inspector; or

o

any PCBU at that workplace or the PCBU’s representative; and



provide to a Health and Safety Representative for the work group, any resources, facilities, and
assistance that are reasonably necessary or prescribed by regulations to enable the representative to
perform his or her functions and exercise his or her powers under the Act; and



allow a person assisting a Health and Safety Representative for the work group to have access to the
workplace if that is necessary to enable the assistance to be provided; and



permit a Health and Safety Representative for the work group to accompany an inspector during an
inspection of any part of the workplace where a Worker in the work group works.



If a Health and Safety Representative makes a recommendation regarding work health and safety,
within a reasonable time,—



o

adopt the recommendation; or

o

provide a written statement to the Health and Safety Representative setting out the reasons for
not adopting the recommendation.

Any time that a Health and Safety Representative spends for the purposes of performing or exercising
his or her functions or powers under this Act must be with the pay that he or she would otherwise be
entitled to receive for performing his or her normal duties during that period.

Committees
Alongside the Workers or Reps, we will agree on who sits on the committee, but it must include:


One member appointed by the us, as the PCBU to act on our behalf



At least half the members must be Workers and not nominated by us



And any Reps who consent to be a member

Committees must meet regularly as agreed by the members, but at least once every 3 months or at any other
reasonable time on the request of a simple majority of members of the committee.
Note, if we have less than 20 Workers or don’t fall under the High Hazard Sectors or Industries, we may choose
not to have a committee but will provide written notice of our decision to all Workers within 14 days of the
decision.
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Health and Safety meetings
Health and Safety meetings, commonly referred to as “Toolbox Meetings” will be held on a regular basis, the
timing of which is determined by Management and will depend largely on the type of work being performed and
the risks associated with that work.

Toolbox meetings are typically 15 to 30 minutes in duration and minutes will be taken that record those
Workers in attendance and the discussions that take place. Toolbox meetings are an effective tool we use for
updating Workers on health and safety and other workplace matters.
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Contractors

and Visitors

Contractors and Visitors can be protected against hazards by a combination of signage, restricted access,
supervision and security, however it is an essential requirement of the company’s health and safety programme
that Contractor and Visitor access is controlled and that everyone is made aware of, and acknowledges, our
basic workplace safety rules.
All first time Contractors and Visitors must sign the Visitor Register and be inducted into the workplace using
the company’s standard induction procedure. They must also disclose:


details of any hazards that they may bring on-site or any hazards they may create as a result of the
nature of work being undertaken together with how these hazards may be mitigated



what practicable steps they will take to ensure their own safety and that of others (this includes
advising us of any special assistance that may be required in case of an emergency requiring
evacuation)

When the company engages Contractors to provide services; the Contractor shall submit an acceptable
Contractor Application and shall be inducted and bound by our health and safety policy.
Notes:


If the Contractor fails to comply with our health and safety policy we may require the Contractor to
cease work and leave the site.



The Contractor shall leave the site clean after completing work.

Contractors and Visitors will be defined by one of three categories:


Contractors and Visitors who have previously visited the workplace and been inducted within the past
12 months need only report to the office or Health and Safety Representative and sign the Visitor
Register, before proceeding into the workplace.



Contractors and visitors who have never been inducted into the workplace and who are required to
enter the workplace must sign the Visitor Register and undergo a workplace Induction before
proceeding into the workplace



Nonintrusive contractors and visitors who have no reason to enter the workplace proper or a hazard
area must report to the office, sign the Visitor Register and remain in close proximity to the office or
administration area where they are visiting.

All Contractors and Visitors who sign in (after acknowledging the workplace hazards) are required to sign out
when leaving the premises or workplace.
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Emergency

Management

Emergency Plan
The purpose of an emergency plan is to provide a system to handle emergencies that may occur at the
workplace. These include medical, incident, fire, flood, earthquake and other such events that may require the
assistance of emergency services.
We have ensured an Emergency Plan is prepared and includes:


Effective response to an emergency



Evacuation procedures



Procedure for notifying emergency services at the earliest moment



Medical treatment and assistance procedures



Communication procedures between emergency our Emergency Response Co-Ordinator, Workers and
Others in the workplace



Regular testing of emergency procedures (including frequency)



Information, training and instructions for Workers on these procedures



Maintenance and reviews of these procedures

This plan will be relative to the nature of our work, nature of hazards in the workplace, size and location of the
workplace, number of Workers and composition of Workers.
The emergency plan will be implemented in the event of an emergency.
Workers, Contractors and Visitors should note the following information which should be read in conjunction
with other notices displayed throughout the workplace.

Emergency Procedures
These will be displayed throughout the workplace and will provide procedures and contact details that may be
required in an emergency.

Emergency Evacuation
Emergency evacuation areas will be displayed together with the emergency procedures displayed throughout
the workplace. This information will be included in every induction and will cover Contractors and Visitors:
If instructed to evacuate you are to:


cease all work



extinguish naked flames



shut down and make equipment safe (if able to do so safely)



move quickly from the site by nearest exit



proceed to evacuation assembly area



do not return to work until instructed

All Workers must ensure they are familiar with the building evacuation scheme and/or evacuation procedure.

Fire
The Building Act 1991 requires evacuation schemes for public safety where any building is used as a place
where facilities for employment are provided for more than 10 people (whether self-employed or employed by
one or more employers). An evacuation scheme is an enhanced evacuation procedure that must be approved
by the Fire Service. If an evacuation scheme is required, it is the responsibility of the building owner to ensure
there is an approved and maintained evacuation scheme.
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An evacuation procedure is required where facilities for employment are provided for fewer than 10 people.
The evacuation procedure is put in place by the owner of any building to ensure the safety of all occupants
when evacuating in the event of a fire. It must detail:


what to do if a fire is discovered



what to do if the fire alarms sound or you are warned of a fire



how to get out of the building in an emergency



what the fire alarm signal is

In all cases the building owner is responsible for providing an evacuation scheme or procedure. Further
information on fire evacuation schemes, procedures and forms can be found at www.fire.org.nz

Earthquake
Keep calm


move away from windows, equipment and shelves that may fall



take cover under solid furniture such as tables and desks



do not try to evacuate until the shaking has stopped



be prepared for aftershocks

When the shaking stops:


keep calm and help those who need assistance



check for hazards and extinguish any fires if safe to do so



evacuate if instructed to do so



listen to the radio for civil defence instructions

If you need to evacuate or where the fire alarm sounds:


meet at the assembly area

Electrical Safety
Electrical products should only be used for the purpose for which they were designed and tested. They need to
be operated and maintained in accordance with their operating instructions to remain safe in normal use.
Electrical products must not be used in damp or wet situations, unless it they are specifically designed and
tested to be able to do so safely
Specific requirements for Operational Safety of electrical products used by industry should be covered by
adequate industry processes and procedures. The Electricity regulations recognise that equipment that is in use
or available for use is deemed safe if tested and tagged in accordance with AS/NZS 3760 “In-service safety
inspection and testing of electrical equipment” standard cited in regulations. This is mandatory on construction
and demolition sites.
The following simple points should be observed and reported on with each use:


Outer insulation on wires and cords must be undamaged and complete.



Plugs, sockets, etc. must be undamaged.



Switchboards must be enclosed and unobstructed.



Multiple multi-plugs must not be used.



Dust accumulations around or inside switchboards and distribution boards must be removed.



Flexible cords for power tools must be fed from isolating transformers or approved earth linkage
protection devices.

More information is available at: http://www.med.govt.nz/energysafety
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Earthquake
A large, damaging earthquake could occur at any time, and can be followed by aftershocks that continue for
days or weeks.
Most earthquake-related injuries and deaths result from falling debris, flying glass and collapsing structures
such as buildings and bridges. Earthquakes can also trigger landslides, avalanches, flash floods, fires and
tsunami.
BEFORE AN EARTHQUAKE
Getting ready before an earthquake strikes will help reduce damage to your business and help you survive.
Develop an Emergency Plan. Assemble and maintain your emergency survival Items for your workplace, as well
as a portable getaway kit.
Practice Drop, Cover and Hold.
Identify safe places within your workplace.
Secure heavy items of furniture to the floor or wall.
Visit www.eqc.govt.nz for more information.
DURING AN EARTHQUAKE
If you are inside a building, move no more than a few steps, drop, cover and hold. Stay indoors till the shaking
stops and you are sure it is safe to exit. In most buildings it is safer if you stay where you are until the shaking
stops.
If you are in an elevator, drop, cover and hold. When the shaking stops, try and get out at the nearest floor if
you can safely do so.
If you are outdoors when the shaking starts, move no more than a few steps away from buildings, trees,
streetlights, and power lines, then Drop, Cover and Hold.
If you are driving, pull over to a clear location, stop and stay there with your seatbelt fastened until the shaking
stops. Once the shaking stops proceed with caution and avoid bridges or ramps that might have been damaged.
If you are in a mountainous area or near unstable slopes or cliffs, be alert for falling debris or landslides.
AFTER AN EARTHQUAKE
Listen to your local radio stations as emergency management officials will be broadcasting the most appropriate
advice for your community and situation.
Expect to feel aftershocks.
Get first aid if necessary. Help others if you can.
Be aware that electricity supply could be cut, and fire alarms and sprinkler systems can go off in buildings
during an earthquake even if there is no fire. Check for, and extinguish, small fires.
If you are in a damaged building, try to get outside and find a safe, open place. Use the stairs, not the
elevators.
Watch out for fallen power lines or broken gas lines, and stay out of damaged areas.
Only use the phone for short essential calls to keep the lines clear for emergency calls.
If you smell gas or hear a blowing or hissing noise, open a window, get everyone out quickly and turn off the
gas if you can. If you see sparks, broken wires or evidence of electrical system damage, turn off the electricity
at the main fuse box if it is safe to do so.
If your property is damaged, take notes and photographs for insurance purposes. If you rent your property,
contact your landlord and your contents insurance company as soon as possible.
Before returning to work, exercise care and good judgement. Make a careful external visual inspection of your
premises. If you see the slightest cracks or have the slightest doubt about the integrity of the building, get an
expert report before you go in. If it is safe to enter, be extra vigilant as the contents of the building may have
shifted; material may have fallen; there could be hazards you would not normally expect like spilled liquids or
damaged racking for stored goods
More information is available through your local city council; a link to your local city council is available at
www.civildefence.govt.nz
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Tsunami
Having a business continuity plan before a tsunami strikes will help reduce damage to your business and help
you survive.
Develop an Emergency Plan and have a Getaway Kit ready.
Make all staff aware of your areas tsunami evacuation point and plan how you will reach it. Aim to get as high
up or as far inland as you can. Plan your escape route for when you are at work.
DURING A TSUNAMI
Take your getaway kit with you if possible. Do not travel into the areas at risk to get your kit or belongings.
Move immediately to the nearest higher ground, or as far inland as you can. If evacuation maps are present,
follow the routes shown.
Walk or bike if possible and drive only if essential. If driving, keep going once you are well outside the
evacuation zone to allow room for others behind you.
If you cannot escape the tsunami, go to an upper storey of a sturdy building or climb onto a roof, up a tree, or
grab a floating object and hang on until help arrives.
Never go to the shore to watch for a tsunami. Stay away from at-risk areas until the official all-clear is given.
Listen to your local radio stations as emergency management officials will be broadcasting the most appropriate
advice for your community and situation.
More information is available through your local city council; a link to your local city council is available at
www.civildefence.govt.nz
AFTER A TSUNAMI
Continue to listen to the radio for civil defence advice and do not return to the evacuated zones until authorities
have given the all-clear.
Be aware that there may be more than one wave and it may not be safe for up to 24 hours, or longer. The
waves that follow the first one may also be bigger.
Check yourself for injuries and get first aid if needed. Help others if you can.
Do not go sightseeing.
When re-entering homes or buildings, use extreme caution as floodwaters may have damaged buildings. Look
for, and report broken utility lines to appropriate authorities.
If your property is damaged, take notes and photographs for insurance purposes. If you rent your property,
contact your landlord and your contents insurance company as soon as possible.
Flooding (in building, e.g. sprinklers)


Shut off the power and water and turn off electrical appliances if there is no personal danger to you or
anyone else.



Try to identify the source of the flooding if safe to do so.



Contact the building manager.



Prepare to evacuate.

Flood (Natural Disaster)


Shut off the power and water and turn off electrical appliances if there is no personal danger to you or
anyone else.



Move vital records to highest accessible point if safe to do so.



Notify emergency services.



Prepare to evacuate.

© OSHbox 2016

33

Unwanted Visitor
If a person is displaying unusual behaviour:


keep calm, make no sudden movements



do what the offender asks



try to memorise as many details about the offender as possible



notify police as soon as it is safe to do so. Leave the phone line open until police arrive

Emergency Management summary
Four components (4 R’s) are common to the approach taken in emergency Management:

R

Reduction

Reduce the risk of emergency events occurring and their potential
impact (hazard Management process)

R

Readiness

Plan the response to an emergency event (policies and procedures
are developed and known to all staff)

R

Response

What to do when an emergency event occurs (staff implement
emergency Management policies and procedures)

R

Recovery

Review emergency response after the event – debrief staff and
recommend changes to the emergency Management policies and
procedures if required

Civil Defence
We will ensure there are adequate civil defence supplies held in our workplace. There will be enough supplies
such as food, water and blankets for all Workers for three days.
More information is available through your local city council; a link to your local city council is available at
www.civildefence.govt.nz
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