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1.0  Application and Definitions 

Application 

This document (“Manual”) became operative on 1
st

 November 2012 and describes Opuha 

Water Ltd.’s Health & Safety Management System.  

The Health & Safety Management System applies to all operations of Opuha Water Limited 

(“the Company”), whether conducted on site or otherwise, and is binding on all employees, 

agents, contractors, subcontractors, visitors and other members of the public. 

The master copy of this Manual will be held in the Company office at 875 Arowhenua Road. 

Copies are available on request made to the Company’s authorized Health and Safety 

representatives named in this Manual. All copies must be signed for. 

The Policy, rules and guidelines in this manual shall remain in force unless revoked by 

written notice from the Chief Executive Officer (CEO). 

This Manual may be updated or amended from time to time as the Company sees fit. 

Amendments will be advised to all affected personnel and will be posted on the Company’s 

notice board.  Contractors are responsible for ensuring amendments, updates and changes 

are brought to the attention of their employees, sub-contractors and any other persons the 

contractor might reasonably contemplate will be affected by the changes. 

Definitions 

“The Act” means the Health and Safety in Employment Act 1992 and any regulations 

thereunder. Pertinent sections of the Act not reproduced in the text of this manual are in 

Schedule 2.  

“Accident” means an event that 

a. Causes any person to be harmed; or 

b. In different circumstances, might have caused any person to be harmed: 

“Company” means Opuha Water Limited which is also the “Employer” 

“Contractor” means a person engaged by any company or person (otherwise than as an 

employee) to do any work for gain or reward. 

“Hazard” and “Harm” have the meanings ascribed in the Act, namely,  

Hazard 

“…an activity, arrangement, circumstance, event, occurrence, phenomenon, process, 

situation, or substance (whether arising or caused within or outside a place of work) that is 

an actual or potential cause or source of harm; and includes— 

a. a situation where a person's behaviour may be an actual or potential cause or 

source of harm to the person or another person; and 

b. without limitation, a situation described in subparagraph (i) resulting from physical 

or mental fatigue, drugs, alcohol, traumatic shock, or another temporary condition 

that affects a person's behaviour. 

Harm  

“… illness, injury, or both; and includes physical or mental harm caused by work-related 

stress” 
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“Health and Safety Representative” means the employee of the company or the Contractor 

responsible for overseeing and managing  all matters of Company health and safety, 

including but not limited to employee participation, inductions, contractor health and safety 

management, policy maintenance, health and safety meeting processes, investigations, 

hazard management processes and staff training. The H&S Representative may delegate 

some of these responsibilities but maintains ultimate responsibility for ensuring all health 

and safety matters are capably managed and carried out. 

“Incident” means an event, circumstance, happening, act or omission and includes an 

accident. 

“Job” means a task or series of tasks, activities, movements or other acts and steps taken in 

the course of any contract for services or contract of service and which is or are directed 

towards achieving a desired outcome or result in the course of the Company’s business. 

“Job” also includes any task carried out before, during or at the end of such process.  

“JSA” means Job safety analysis carried out prior to commencement of work on a particular 

job.  

“Place of work” means a place (whether or not within or forming part of a building, 

structure, or vehicle) where any person is to work, is working, for the time being works, or 

customarily works, for gain or reward; and, in relation to an employee, it includes a place, or 

part of a place, under the control of the employer (not being domestic accommodation 

provided for the employee),— 

a. Where the employee comes or may come to eat, rest, or get first-aid or pay; or 

b. Where the employee comes or may come as part of the employee's duties to report 

in or out, get instructions, or deliver goods or vehicles; or 

c. Through which the employee may or must pass to reach a place of work: 

“PPE” means personal protective equipment.  

“Principal” means a person who or that engages any person (otherwise than as an 

employee) to do any work for gain or reward. 

“Regulations” means the Health and Safety in Employment Regulations 1995. 

“Restricted area” means any area so designated by sign or notice, or any area to which entry 

is prohibited by virtue of any job description or direction of the Company.  

“Safe” 

a. In relation to a person, means not exposed to any hazards; and 

b. In every other case, means free from hazards;— 

and “unsafe” and “safety” have corresponding meanings 

“Serious harm” includes, 

a. Any of the following conditions that amounts to or results in permanent loss of 

bodily function, or temporary severe loss of bodily function: 

o  respiratory disease, noise-induced hearing loss, neurological disease, 

cancer, dermatological disease, communicable disease, musculoskeletal 

disease, illness caused by exposure to infected material, decompression 

sickness, poisoning, vision impairment, chemical or hot-metal burn of eye, 

penetrating wound of eye, bone fracture, laceration, crushing. 

b. Amputation of body part. 
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c. Burns requiring referral to a specialist medical practitioner or specialist outpatient 

clinic. 

d. Loss of consciousness from lack of oxygen. 

e. Loss of consciousness, or acute illness requiring treatment by a medical practitioner, 

from absorption, inhalation, or ingestion, of any substance. 

f. Any harm that causes the person harmed to be hospitalised for a period of 48 hours 

or more commencing within 7 days of the harm's occurrence. 

“Significant hazard" means a hazard that is an actual or potential cause or source of  

a. Serious harm; or 

b. Harm (being harm that is more than trivial) the severity of whose effects on any 

person depend (entirely or among other things) on the extent of the frequency of 

the person’s exposure to the hazard; or 

c. Harm that does not usually occur, or usually is not easily detectable, until a 

significant time after exposure to the hazard. 

“Site” and “place of work” mean all land, buildings and vehicles operated, temporarily 

occupied, owned or controlled, as the case may be, by the Company, whether directly or 

indirectly, and include the areas shown or listed in Schedule 1. 

“Task” means anything done in the course of a job. 

“Task Analysis” means a written analysis of any task. 

“Tailgate Meetings” means informal meetings held daily or otherwise as required and 

carried out for the purpose of determining start and finish times, equipment requirements, 

general job requirements and organization, review or assessment of previous tasks and 

intended tasks, existing and potential hazards, hazard management, special work, 

notification, required PPE, and any other thing about the job that has the potential to create 

a hazard or cause harm.  

*Further terms defined in the Act are as follows: 

At work      Subcontractor 

Employee     Employer 

Fail       Health and safety committee  

Health and Safety representative   Healthy  

Machinery      Plant  

Substance  
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2.0  Commitment and Policy 

Commitment 

The Company is committed to health and safety and intends operating a safe and healthy 

workplace for the benefit of all persons who experience it. To that end, the Company 

regards maintenance of effective health and safety practices and procedures as a business 

goal of equivalent status to its other goals.  

The Company will comply with its obligations under the Act and Regulations and expects 

employees to do the same. The Act provides a minimum code and sets out the requirements 

of management. The Company intends to meet and where reasonably practicable, exceed 

the minimum code. 

The Company’s commitment means it will ensure management, supervisors and employees 

are all individually committed. That can only be achieved by fostering a company culture 

that both accepts and values health and safety. 

The Company will financially support proper health and safety process and practice and that 

includes ensuring up to date knowledge of current health and safety practice, making key 

health and safety decisions and making health and safety expectations clear. 

This manual will be expanded over time with more detail added to meet the changing needs 

of the Company’s operation and as safety and health issues arise. In that respect, the 

Company places significant emphasis on the need for all employees to set the primary 

example to others on site and to play an active part in giving meaningful effect to this 

manual and policy.  In particular, managers and supervisors are expected to set an example 

to all others by maintaining high standards. 

The maintenance of an effective Health and Safety regime depends upon the willingness of 

the Company and all employees to adopt and maintain a positive, safety-conscious attitude 

so that it becomes uncomfortable and unusual for anyone to act any other way. The 

Company is striving for a strong safety culture.  

Policy 

The Company will prepare and publish a Health & Safety Policy that concisely describes its 

commitment to health and safety and the key measures it will undertake to realise that 

commitment. 

The Policy will be signed by the Chief Executive and will be clearly displayed to provide 

convenient access to all persons within the workplace.  

Duties of Management and Senior Staff  

Management and senior staff of the company will: 

 Set health and safety objectives and performance criteria for all managers and work 

areas. 

 Annually review health and safety objectives and managers’ performance. 

 Encourage accurate and timely reporting and recording of all incidents and injuries. 

 Investigate all reported incidents and injuries to identify all contributing factors and, 

where appropriate, formulate plans for corrective action. 

 Actively encourage the early reporting of any pain or discomfort. 
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 Provide for treatment and rehabilitation plans that ensure a safe, early and durable 

return to work. 

 Identify all existing and new hazards and take all practicable steps to eliminate, 

isolate or minimise the exposure to any significant hazards. 

 Ensure that all employees are made aware of the hazards in their work areas and are 

adequately trained so they can carry out their duties in a safe manner. 

 Encourage and foster employee consultation and participation in all health and 

safety matters. 

 Enable employees to elect health and safety representatives. 

 Ensure that all contractors and subcontractors are actively managing health and 

safety for themselves and their employees. 

 Promote a system of continuous improvement, including annual reviews of policies 

and procedures. 

 Meet our obligations under the Health and Safety in Employment Act 1992, the 

Regulations, codes of practice and any relevant standards or guidelines. 

Every employee is expected to share in the commitment to health and safety. 

 Every manager, supervisor, foreperson or charge-hand is accountable to the 

Company for the health and safety of employees working under their direction. 

 Each employee is expected to help maintain a safe and healthy workplace through: 

i. Following all safe work procedures, rules and instructions. 

ii. Properly using all safety equipment and clothing provided. 

iii. Reporting early any pain or discomfort. 

iv. Taking an active role in the Company’s treatment and rehabilitation plan for 

their early and durable return to work. 

v. Reporting all incidents, injuries and hazards to the appropriate person. 

Employer’s Legal Obligations 

As an employer and person in control of a place of work, the Company acknowledges it has a 

wide range of duties and responsibilities under the Act. Examples of the statutory duties are 

listed here. The company acknowledges that it cannot, and does not seek to, contract out or 

otherwise minimize its obligations under the Act. 

The primary employer responsibility is contained in section 6 of the Act 

Employers to ensure safety of employees—  

Every employer shall take all practicable steps to ensure the safety of employees while at 

work; and in particular shall take all practicable steps to—   

a. Provide and maintain a safe working environment for employees; and   

b. Provide and maintain facilities for employees’ safety and health while they are at 

work; and   

c. Ensure that plant used by any employee at work is arranged, designed, made, and 

maintained so that it is safe for the employee to use; and   

d. Ensure that employees are not exposed while at work to hazards arising out of the 

arrangement, disposal, manipulation, organisation, processing, storage, transport, 

working, or use of things—   
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i. In their place of work; or   

ii. Near their place of work and under the employer's control; and   

e. Develop procedures for dealing with emergencies that may arise while employees 

are at work.   

Other duties are summarised below and relevant sections of the Act are reproduced in 

Schedule 2. 

Identification of hazards (s7, 8, 9, 10)  

The employer must have in place a system for ensuring existing and potential hazards are 

systematically identified and eliminated or otherwise dealt with. 

Information (s12) 

The employer must provide information about work, plant or substances of any particular 

kind and the employer must provide information in relation to safe operation, emergency 

procedures, protective clothing and equipment, actual and potential hazards. In addition, 

the employer must provide information from its monitoring of any employee and his or her 

place of work 

Training and Supervision (s13) 

Employers are obliged to ensure employees are properly supervised where necessary and 

adequately trained in the safe use of all plant, objects, substances, and protective clothing 

and equipment that they are or may be required to use or handle. 

Other Duties (s15) 

The employer has a duty to people who are not employees and this also places some 

responsibility on employees. To that extent, and in a more general sense, employees must 

be aware that the employer’s ability to comply with the Act depends upon each employee’s 

awareness of the employer’s health and safety policy and in particular, duties imposed by 

law. Unless each employee takes responsibility for being ‘safety aware’ then the potential 

for harm to others increases.  

 

 

 

Employee Duties  

Employees have duties under section 19 of the Act, as follows, 

Duties of employees—  

Every employee shall take all practicable steps to ensure—   

a. The employee's safety while at work (including by using suitable protective clothing 

and suitable protective equipment provided by the employer or, if section 10(4) 

applies, suitable protective clothing provided by the employee himself or herself); 

and   

The single most significant factor that each employee must keep in mind 

at all times is to ask, prior to doing anything, Will this be safe for me and 

other people? Where the answer is “no”, or you are not sure, you must 

ask for help and guidance. 
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b. That no action or inaction of the employee while at work causes harm to any other 

person.  

The duty under section 19 includes the employee’s duty to identify hazards and potential 

hazards, to immediately warn others, take preventative action and to bring the same to the 

attention of the Company.  

No employee shall either permanently or temporarily rectify such hazards unless qualified or 

capable of competently doing so in a safe manner, and unless immediately bringing the 

hazard and nature of the repair to the notice of the Company. 

 

 

 

Any employee or other person not using protective equipment in circumstances where they 

are directed to do so by signage, supervisor or health and safety representative, or where 

they should, in the opinion of the Company, be using such protection, shall cease work and 

leave the site until such protection is available, or if available, until they agree to use it. This 

provision shall apply to all areas of the site, whether fenced off or otherwise, designated for 

any particular purpose or function, or under the control of any contractor or subcontractor. 

Employee Rights 

Employees have the right under section 28A of the Act to refuse to perform work likely to 

cause serious harm. While this is expressed as a right, you need to also regard it as an 

obligation.  

28A. Employees may refuse to perform work likely to cause serious harm—  

1. An employee may refuse to do work if the employee believes that the work that 

the employee is required to perform is likely to cause serious harm to him or 

her.   

2. An employee who, under subsection (1), is refusing to do work may continue to 

refuse to do the work if—   

a. the employee attempts to resolve the matter with the employer as soon as 

practicable after first refusing to do the work; and    

b. the matter is not resolved; and   

c. the employee believes on reasonable grounds that the work is likely to 

cause serious harm to him or her.   

3. Without limiting subsection (2)(c), reasonable grounds exist for the purpose of 

that paragraph if a health and safety representative has advised the employee 

that the work that the employee is required to perform is likely to cause serious 

harm to the employee.   

4. A health and safety representative must not give advice under subsection (3) 

unless he or she has reasonable grounds for believing that the work that the 

employee is required to perform is likely to cause serious harm to the employee.    

In no case is it permissible to remove any form of protection, guard, hazard warning or 

similar device either temporarily or permanently, unless qualified and trained to do so, 

and with the express authority of the General Manager. 
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5. An employee may not refuse to do work that, because of its nature, inherently 

or usually carries an understood risk of serious harm unless the risk has 

materially increased beyond the understood risk.    

6. An employee who refuses to do work must do any other work within the scope 

of the employee's employment agreement that the employer reasonably 

requests.    

7. This section does not limit an employee's right to refuse to do work under 

another enactment or the general law.   

8. To avoid doubt—   

a. in situations to which this section applies, the employer, employee, and 

health and safety representative must deal with each other in good faith; 

and   

b. a question about the application of this section to a particular situation is an 

employment relationship problem for the purposes of the Employment 

Relations Act 2000.    

9. Subsection (8)(b) does not apply to members of the Armed Forces.]  

The Company recognizes that the inherent nature of the employment relationship can mean 

that at times, employees may perceive there is pressure or an obligation to carry out work 

they may not be comfortable doing, because they regard it as unsafe, potentially harmful to 

others or is work for which they are not trained or competent in performing. It is important 

to realize that the Company places no such pressure or obligation on any employees and 

that you are both encouraged and expected to exercise your right under section 28A at any 

time you consider it appropriate. To put it another way, if you believe you ought to refuse 

work under s28A but choose not to so refuse, and if you do not ask a health and safety 

representative or the employer for assistance but just do the work anyway, you will be 

regarded as having breached this policy and neglected your duty under s19 of the Act by 

putting yourself and possibly others at risk.  

Our Minimum Safety Code 

The Company’s minimum safety standards are as follows. 

• Except for the designated smoking area, smoking is not permitted anywhere, 

including in vehicles owned or controlled by the Company. 

• Industry approved safety boots with steel caps must be worn at all times.  

• Head, ear, eye, hand or other protection, including guards, screens and other 

protective devices must be used where directed by signs, supervisors, Health and 

Safety representatives, or where the employee might reasonably apprehend 

wearing or using protection is a sensible precaution against injury or damage. 

In particular, the following protection shall be used as follows. 

Head Protection In any place reasonably carrying the risk of head high injury or 

where a health and safety representative considers it is necessary and so directs. 

Eye Protection When working with outside equipment eg brush catchers or during grinding, 

drilling, welding, lathe work, cutting, filling and any other work where there is a reasonably 

appreciable risk of eye injury through particles, dust, shards, chips, flecks, sparks, flashbacks, 

brightness or other type of occurrence likely to cause eye irritation, damage or injury. 
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Ear Protection In construction, demolition, engineering, storage, processing or production 

areas, or when operating machinery, or in any other area, where the noise level exceeds or 

is likely to exceed a moderate or comfortable level, such level being expressed in decibels, 

by comparison to other noises, or simply by the employee  choosing to use hearing 

protection. 

Hand Protection Appropriate gloves must be worn for hazardous substance handling 

or any task that has the potential to cause short, medium or long-term skin or other hand 

irritation or damage. 

Clothing High visibility garments are provided by the Company and are to be worn 

during all work operations outside of the office and depot environment.  

Other Protection All guards, screens or other protective devices or clothing not 

already referred to must be used in areas designated for the same or at the direction of a 

health and safety representative.  

Other rules relating to Health and Safety 

1. All posted hazard warning signs and Health and Safety Policies and Procedures must 

be adhered to by all persons on site. 

2. All posted hygiene standards, product safety practices and policies must be adhered 

to. 

3. All safety equipment must be used properly and for its intended purpose. 

4. All safety equipment shall be maintained at all times. 

5.  Use of fire equipment in the absence of a fire or fire-drill is prohibited. 

6. Acts or omissions that may or do result in danger or injury to any person are 

prohibited and constitute serious misconduct. 

7. No persons who are on site may possess, consume or be under the influence of 

alcohol, illegal drugs or legal drugs that have the effect of reducing their awareness 

or usual level of perception. 

8.  Where prescription medication is being taken by any person entering the site and 

that medication is supplied with warnings relating to eyesight, hearing, balance or 

machinery operation, including vehicles, the name of the medication and warnings 

must be disclosed to the Company prior to entry. The Company may refuse entry or 

allow conditional entry and reasons do not need to be given. 

9. Any person with a medical condition relating to eyesight, hearing, balance or 

machinery operation, including vehicles, or any other condition that has the 

potential to affect the safety of any person, must disclose the condition to the 

Company prior to entering the site. The Company may refuse entry or allow 

conditional entry and reasons do not need to be given. 

10. Entry to any restricted area without express authority is prohibited. Examples of 

restricted areas are workshops, control rooms, electrical rooms, coolstores,  heights, 

permanent ladder ways, confined spaces, boiler house, offices etc. 

11. Food and drink may only be consumed in designated cafeteria areas. 

12. Do not engage in horseplay, practical jokes or anything else that might ordinarily be 

regarded as fooling about or informal behaviour that might lead to an accident or 

near miss.  
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13. Only authorized first aid officers may use or issue first aid equipment and supplies. 

14. Only authorized, properly licensed and trained staff may operate company vehicles, 

machinery, plant and equipment. 

15. Employ safe lifting techniques when lifting or moving items that do not require 

lifting machinery. Do not exceed your personal capabilities and if in doubt, consult a 

supervisor. 

16. Always use the right tool or equipment for the job and only where you qualified or 

have been properly trained. 

17. Passengers are not permitted on forklifts, loaders, diggers or any other machinery 

not equipped to carry passengers. 

18. Maintain a tidy and orderly workplace at all times. The Company adopts a ‘clean as 

you go’ policy and whether it be production, vehicle use, storage or any other task, 

please ensure efficient, tidy, clean and orderly conduct, operation and arrangement.  

19. Vehicles or machinery must be driven or operated in accordance with the 

conditions, and must not in any event exceed 15 km per hour when traveling on 

Company owned or controlled areas. 

20. Subject to designated pedestrian crossings or marked areas, vehicles traveling on 

site and in accordance with the speed indications in the clause above this have the 

right of way over pedestrians unless the speed is excessive for the circumstances or 

where the driver has failed to use horns, lights or other devices fitted and designed 

or able to be used to warn pedestrians. 

21. Pedestrians must not run, must walk in areas designated for pedestrians where 

available and at all times be mindful of operating machinery or the potential for 

vehicles to appear suddenly. 

22. Nothing in this policy or any Company rule or guideline shall be read as authority for 

vehicles to fail to stop or fail to take evasive action in circumstances where an 

accident is likely or can be reasonably foreseen. 

 

Failure to comply with the health and safety rules is misconduct and can result in 

termination of your employment 

 

Hazardous Substances 

From time to time there will be hazardous substances on site and your job will involve 

working with chemicals. You need to be aware that if these chemicals are used improperly, 

they can cause serious harm to you and others as well as fire, explosion or property damage. 

Unless you are properly trained and authorized to handle such substances, you are not 

permitted to use them. 

The Company will maintain all Safety Data Sheets (“SD Sheets”) and staff working with 

chemicals in the relevant areas will be supplied with copies.  

Safety Data Sheets indicate the following 

 Name of chemical 

 Type and degree of hazard involved 
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 Precautions to be taken 

 What to do in an emergency 

 Safe storage of the chemical. 

You are required to follow the following basic process before using any chemicals: 

 Read the instructions on the substance packaging carefully. 

 Follow manufacturer’s instructions for use. 

 Know where the SD Sheet for the chemical you are using is stored. 

 Read and follow the SD Sheet instructions and safety rules. 

 Be familiar with the SD Sheet instructions. 

Any spillage or other incident involving chemicals must be reported to your supervisor 

immediately. 

Note: Chemicals must be strictly managed at all times. That includes proper storage, 

maintenance of container labeling, adequate lighting, SD Sheet availability and access to 

chemicals restricted to trained personnel. 

WARNING: Under no circumstances are chemicals to be stored in containers other than the 

correctly labeled containers they came in. 
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3.0 Health and Safety Management Systems - Review, Plan 

and Action 

Review 

The Company’s health and safety performance will be reviewed regularly, at least annually. 

More frequent reviews may take place depending on: 

 Planned milestones.  

 How long it took to reach milestones – and the lessons for the future.  

 How long it takes to change from one state to another.  

 Whether feedback shows controls are not meeting requirements.  

 Whether there is a clear failure of controls. 

Review of health and safety performance will be carried out by senior staff and focus on all 

levels, starting from the top. Senior staff will check regularly that health and safety controls 

are: 

 In place, 

 Being followed, 

 Working effectively. 

Measurement information will be gathered through: 

 Observing activities and people’s behaviour, 

 Talking with people about their experiences and views, 

 Reading written reports, records and documents. 

 Using the ‘four Ps’ as a basic checklist, to which will be added other elements as 

required: 

 Premises 

 – Access/escape 

 – Housekeeping 

 – Working environment. 

 Plant and substances 

 – Machine guarding 

 – Local exhaust ventilation/Air conditioning 

 – Use/storage/separation of materials/chemicals. 

 Procedures 

 – Permits to work 

 – Use of personal protective equipment (PPE) 

 – Procedures followed 

 – Emergency plans. 

 People 

 – Health surveillance 

 – People’s behaviour 

 – Appropriate authorised person/s. 

Also, the following will assist: 
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Identifying and analysing  

 key processes,  

 risk control systems,  

 workplace precautions, 

 critical measures for each process and risk control system, 

  emphasis on 

  – What result do we want? 

  – When do we want it? 

  – How will we know if we have achieved it? 

  – What do we expect people to do? 

  – When should they do it? 

  – What result(s) should their actions produce? 

  – How do we know people are doing what they should? 

Performance measures will be measures that are: 

 accepted by and meaningful to the people involved in the activities being measured 

and by those using the measures, 

 simple, understandable, repeatable and objective, 

 able to show trends, 

 clearly and specifically defined, 

 cost-effective, 

 timely, 

 able to record positive as well as negative activities. 

Plan and Action 

The following Step-by-step strategic planning process can be used and will be adapted as 

required. The key element is that some process is available to guide all staff in making health 

and safety related plans and ensuring those plans are acted upon. 

1. Build trust. People will accept change more readily if they trust those in charge 

and what they are working to achieve. Gaining trust for the bigger picture helps to 

overcome a lot of anguish over small details. 

2. Set baselines/ lower parameters. Use of self-audit tools to measure strengths and 

weaknesses of workplace health and safety culture, and any differences in 

employees’ and managers’ perceptions of issues. Look at individual failures in order 

to identify the bigger system failures behind them, i.e. avoid simply blaming workers 

for the failures. 

3. Training managers and supervisors, health and safety committee and employees in 

health and safety and hazard recognition, and also in management, team-building 

and communication skills.  

4. Setting up a steering group of managers, employees, and health and safety staff. 

The group’s purpose is to guide, support and direct the change processes.  
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5. Developing a vision and key policies, goals, measures, and strategic and operational 

plans. 

6. Setting examples and establishing a shared vision of health and safety goals and 

objectives versus core business activities e.g. production. Senior staff must support 

this by providing resources (e.g. time) and holding others accountable for doing the 

same.  

7. Setting specific health and safety responsibilities at all levels of the organisation. 

Everyone must see health and safety as their own responsibility. 

8. Spelling out how to deal with competing pressures and priorities, especially 

production versus health and safety. 

9. Setting accountabilities for all levels within the workplace. The same rules must 

apply to everyone. 

10. Establishing measurement and feedback systems. Note: Focusing on bottom-line 

measures can encourage under-reporting so inclusion of measures that encourage 

positive change will be encouraged, such as the number of hazards reported or 

corrected, the number of inspections and the number of equipment checks. 

11. Communicating progress and celebrating successes: keeping everyone updated.  

12. Continuing to encourage employees’ contributions and participation.  

13. Providing ongoing support and ensure continuous improvement by providing 

reinforcement and ongoing training, seeking feedback, regularly assessing how 

results and making any needed mid-course corrections. 

 

When setting the goals for a plan the SMART planning tool will be used: 

 Specific – set objectives (action or events) that have observable outcomes. 

 Measurable –have the means to track progress and measure whether the 

outcome is achieved. 

 Achievable –goals should offer a challenge to meet but not be so much of a 

challenge that there is little chance of achieving them. 

 Realistic – similar to being ‘achievable’, goals needs to be something real in the 

business. For example, having all employees trained in first aid is an achievable 

goal, but achieving this within three months may not be realistic. 

 Timelined – have a time-frame for achieving the goal. Tasks without deadlines 

do not get done. 
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4.0 Hazard Management 

Definitions 

It is worth repeating the relevant definitions: 

A hazard is… 

An activity, arrangement, circumstance, event, occurrence, phenomenon, process, situation, 

or substance (whether arising or caused within or outside a place of work) that is an actual 

or potential cause or source of harm; and includes— 

i. a situation where a person's behaviour may be an actual or potential cause or 

source of harm to the person or another person; and 

ii. without limitation, a situation described in subparagraph (i) resulting from physical 

or mental fatigue, drugs, alcohol, traumatic shock, or another temporary condition 

that affects a person's behaviour 

A Significant hazard is… 

A hazard that is an actual or potential cause or source of— 

a. Serious harm*; or 

b. Harm (being harm that is more than trivial) the severity of whose effects on any 

person depend (entirely or among other things) on the extent or frequency of the 

person's exposure to the hazard; or 

c. Harm that does not usually occur, or usually is not easily detectable, until a 

significant time after exposure to the hazard: 

General Approach 

The basic steps are: 

Identifying hazards – identifying the things that may cause injury or harm to health, such as 

flammable materials and unguarded machinery. 

Assessing the hazards – evaluating whether hazards are significant, and how likely and 

serious the injuries or harms would be if workers were exposed to the hazards. 

Controlling the hazards – taking all practicable steps to eliminate, isolate or minimize 

significant hazards. 

Monitoring hazards and any exposure to a hazard that has been minimised. 

Legislation  

Identification of hazards (H&SE Act s7, 8, 9, 10) 

In all cases, the Company must take the following steps in relation to hazards: 

a. Identify all actual, new and potential hazards, 

Take all practicable steps to eliminate significant hazards, 

Where 2. is not possible or the steps taken have not eliminated the significant hazard, take 

all practicable steps to isolate significant hazards, 

Where 3 is not possible the Company will: 

http://www.legislation.govt.nz/act/public/1992/0096/latest/link.aspx?id=DLM278888#DLM278888
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a. Take all practicable steps to minimise the likelihood that the hazard will be a cause 

or source of harm to the employees; and 

b. Provide, make accessible to, and ensure the use by the employees of suitable 

clothing and equipment to protect them from any harm that may be caused by or 

may arise out of the hazard; and 

c. Monitor the employees' exposure to the hazard; and 

d. Take all practicable steps to obtain the employees' consent to the monitoring of 

their health in relation to the hazard; and 

e. With their informed consent, monitor the employees' health in relation to exposure 

to the hazard. 

The Company has in place systems and processes for identifying existing and new hazards as 

well as identifying whether a hazard is significant, namely one or more of the following; 

Specific Systems and Processes 

 Existing Hazard register/Hazard Notice Board 

 JSA 

 Task analysis 

 Toolbox meetings 

 Employee vigilance to the possibility of hazards  

 Isolation of the hazard or where it can safely be removed, elimination of the hazard. 

 Familiarity with and access to the written hazard reporting system 

 Completion of a hazard identification form (Schedule 4). 

 Report of hazards to a supervisor, 

 Regular and planned health and safety inspections 

 Classification of the hazard 

 Management of the hazard, including monitoring hazard controls.  

General Systems and Processes 

 This Policy and Manual 

 Company induction 

 Monitoring by health and safety representatives, 

 Health and safety meetings 

 General experience 

 Hazard analysis and training 

 Brainstorming 

 Suggestion system 

 Review, plan, action system. 

 

The Company intends that the combination of both general and specific above will result 

in an approach where all personnel are trained, aware and proactive about hazard 

identification. 
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Hazard Analysis 

In a general sense, hazards can be physical, biological or mental. Some arise from work 

processes such as mechanical hazards, noise or toxic substances, while others result from 

equipment or machine failures or misuse, control or power system failures, chemical spills or 

structural failures. One approach to hazard analysis is to look at them as either ‘agents of 

harm’ or ‘mechanisms of harm’. The following two tables set out a range of hazards that can 

be used to start the identification process. 

‘Agents of harm’ categories 

Group 1: Machinery and (mainly) fixed plant 

 Cutting, slicing, sawing machinery 

 Crushing, pressing, rolling machinery 

 Heating, cooking, baking equipment  

 Cooling, refrigeration plant and 

equipment 

 

 Electrical installation  

 Radiation-based equipment 

 Filling and bottling/packaging plant 

 Other plant and equipment  

 Conveyors and lifting plant 

Group 2: Mobile plant and transport 

 Self-propelled plant 

 Semi-portable plant 

 Other mobile plant  

 Road transport 

 

 Rail transport 

 Air transport 

 Water transport 

 Other transport 

Group 3: Powered equipment, tools and appliances 

 Workshop and worksite tools and 

equipment. 

 Office and electronic equipment 

 Pressure-based equipment not 

elsewhere classified 

 Garden and outdoor powered 

equipment 

 Kitchen and domestic equipment 

 Other powered equipment, tools and 

appliances 

 

Group 4: Non-powered hand tools, appliances and equipment 

 Hand tools, non-powered edge 

  Other hand tools 

 Fastening, packing and packaging 

equipment 

 

 Furniture and fittings  

 Other utensils 

 Other non-powered equipment 

 

Group 5: Chemicals and chemical products 

 Nominated chemicals 

 Other basic chemicals 

 

 Chemical products 
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Group 6: Materials and substances 

 Non-metallic minerals and substances 

 

 Other substances 

 Other materials and objects 

Group 7: Environment 

 Outdoor environment 

 Indoor environment 

 Underground environment 

 Water 

 

Group 8: Animal, human and biological agencies 

 Live four-legged animals 

 Other live animals 

  

 Human agencies 

 Biological agencies 

 Non-living animals 

Group 9: Other and unspecified agencies 

 Non-physical agencies  Other and unspecified agencies 

 

Mechanisms of harm’ categories 

Group 10: Falls, slips and trips of a person 

 

 Falls from a height 

 

 Stepping, kneeling or sitting on objects 

 Falls on the same level 

Group 11: Hitting objects with a part of the body 

 Hitting stationary objects  Hitting moving objects 

 Rubbing and chafing   

Group 12: Being hit by moving objects 

 Being hit by falling objects 

 Being bitten by an animal 

 Being hit by an animal 

 Being hit by a person 

 

 Being trapped by moving machinery 

 Exposure to mechanical vibration 

 Being hit by moving objects 

 Being trapped between stationary and 

moving objects 

Group 13: Sound and pressure 

 Exposure to single, sudden sound 

 

 Other variations in pressure 

 Long-term exposure to sounds 

Group 14: Body stressing 

 Muscular stress with no objects being 

handled 

 Repetitive movement, low muscle 

loading 

 

 Muscular stress while lifting, carrying 

or putting down objects 

 Muscular stress while handling objects 

other than lifting, carrying or putting 

down 
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Group 15: Heat, radiation and electricity 

 Contact with hot objects 

 Contact with cold objects 

 Exposure to environment heat – sun 

 

 Exposure to non-ionising radiation? 

 Exposure to ionising radiation 

 Contact with electricity 

 Exposure to environmental cold 

Group 16: Chemicals and other substances 

 Single contact with chemical or 

substance 

 Insect and spider bites and stings 

 

 Long-term contact with chemicals or 

substances  

 Other unspecified contact with 

chemical or substance  

Group 17: Biological factors 

 Contact with, or exposure to, biological factors 

 

Group 18: Mental stress 

 Exposure to mental stress factors 

 

 

Group 19: Other and unspecified mechanisms of injury 

 Slide or cave-in  

 Vehicle 

 

 Other and multiple mechanisms of 

injury 

 Unspecified mechanisms of injury 

 

Hazard Control Process 

A typical Hazard control process is as follows: 

If elimination of a hazard is not practicable seek to control it through isolation or 

minimisation. The decisions needed for each significant hazard we might identify is as 

follows: 

1. Can you eliminate the hazard? 

Yes:  List the steps to achieve elimination. 

No:  Why not? 

Test your reasons for not eliminating the hazard against the requirement for you to take 

all practicable steps. 

If the answer is still ‘No’… 

2. Can the hazard be isolated from employees? 

Yes:  What steps are needed? 

No:  Why not? 

Test your reasons for not isolating the hazard against the requirement for you to take all 

practicable steps. 

If the answer is still ‘No’… 

3. Can the hazard be minimised? 
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Yes: How will you minimise the likelihood of harm from the hazard? 

What equipment and clothing are needed? 

How will you monitor employees’ exposure to the hazard? 

List your answers, then… 

Test your reasons for not minimising the hazard against the requirement for you to take 

all practicable steps. 

Following this process ensures full consideration the effectiveness of all options.  

Note: For hazards that are not significant it is not necessary to follow the same decision 

process. However, it is still necessary to control them. The above decision process may also 

be helpful in controlling lesser hazards. 

Options for eliminating hazards 

Elimination is the best employee protection. Designing or redesigning facilities, equipment 

or processes offers the greatest opportunity to do this. For example, 

 Redesign, change or substitute equipment to remove the source of excessive 

temperature, noise or pressure, 

 Redesign a process to use less-toxic chemicals, 

 Redesign a workstation to relieve physical stress and remove ergonomic hazards, 

 Redesign general ventilation to include enough fresh outdoor air to prevent ‘sick 

building syndrome’ and generally provide a safe, healthy atmosphere. 

Options for isolating hazards 

When we cannot remove a hazard or replace it with a less hazardous alternative the next 

best control option will be enclosure, that is, ensuring employees are not exposed to it 

during normal operations, although they could be during maintenance or if the enclosure 

system breaks down. For the latter, the Company will employ additional controls such as 

specific work procedures or Personal Protective Equipment.  

Options for minimising hazards 

If we cannot eliminate exposure to hazards from normal operations or maintenance work, 

we will use Personal Protective Equipment (PPE) as a control but subject to JSA outcomes 

and consideration of alternatives. 

Using maintenance as a control 

The Company will implement an effective system for properly maintaining the plant and 

equipment, including; 

 Assigning employees to be responsible for inspection and maintenance. 

 Keeping an up-to-date plant maintenance register that schedules maintenance. 

 Determining the appropriate maintenance type and frequency.  

 Considering manufacturers’ instructions and factors unique to the workplace that 

will affect the need for maintenance. 

 Developing a procedure (including safety aspects) for carrying out the maintenance, 

reporting faults and damage, and addressing reported deficiencies. 

 Instructing, training and supervising people so they carry out maintenance safely. 
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 Using a safety confirmation procedure to check that equipment is safe to use after 

maintenance or servicing. 

Additional data for hazard control is the following and where appropriate, it will be used 

 Trade literature and associations, 

 Codes of practice and regulations, 

 Guidelines and information booklets issued by the Department of Labour, 

 Manufacturers’ literature, 

 Specialists and consultants, 

 Websites. 

Decisions on the control to use will be based on the: 

 Nature and severity of harm the hazard could cause, 

 Risk of injury or illness from exposure to the hazard, 

 Techniques currently available to control the hazard, 

 Availability and cost of each of the possible control options. 

New control measures will be supported with work procedures. These may involve 

clearly defining the responsibilities of management, supervisors and employees. The 

Company will inform all the people who need to know about the control measures and 

explain the reasons for the changes. Supervision may be required to ensure correct 

implementation. 

Personal protective equipment (PPE) 

PPE is used to reduce or minimise exposure to or contact with injurious physical, chemical or 

biological agents.  

 

For example, hearing protection reduces the likelihood of hearing damage if the earplugs or 

earmuffs are appropriate for the kind of noise exposure and they are used properly. 

However, hearing protection does not eliminate the noise. 

Only use PPE: 

 As a short-term measure before you put in place more effective controls 

 Where you have been unable to eliminate or isolate the hazard 

 During activities such as maintenance, clean-up and repair 

 During emergency situations. 

The Company has a duty to provide protective clothing and equipment. The Act now states 

that the employer is to ‘provide’ PPE.  

 It is the employer’s responsibility to ensure the clothing or equipment is worn. 

 The employee has a responsibility to wear it. 

 The employer must pay for any required PPE and cannot pay an allowance or extra 

remuneration instead of providing it, or require employees to provide their own 

equipment or clothing as a precondition or condition of employment. 

PPE does not eliminate hazards – it reduces the risk of injury. 
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 However, an employee can genuinely and voluntarily choose to provide their own 

protective clothing for reasons of comfort and convenience, as long as the employer 

is satisfied the protective clothing is suitable.  

 An employee can also choose to stop providing their own protective clothing; they 

must then give reasonable notice that the employer needs to provide the clothing 

for them. This applies to clothing, not equipment. 

Site Access 

First and foremost, hazard management on site is achieved by controlling who has access to 

the site.  

No person who is not an employee of the Company shall enter the site without the 

Company’s express permission and without signing in at the office or other designated place 

of entry. 

Visitors, contractors and sub-contractors must sign the visitors’ book and confirm they have 

been made aware of relevant hazards or other site issues, which may include the following, 

 Where to walk, 

 Protective clothing required, 

 Chemical hazards, 

 Electrical hazards, including the location of underground cables, 

 Construction/demolition being undertaken, 

 Moving machinery and vehicle areas, including trucks and forklifts working/ loading 

or unloading, 

 Any heavy machinery working on site, 

 Any minimum distances that must keep from particular areas, machinery or 

operations, 

 Contractors and minimum distances to be kept from them, 

 Wet or otherwise slippery surfaces, 

 Uneven or unstable surfaces 

 Areas that access is denied, e.g. chemical stores, plant rooms, workshops,  

 Freshly dug holes or ditches, 

 Expected hygiene and product safety standards to be followed, e.g. washing hands 

and boots, hair and beard masks, testing, 

 Smoking areas, 

 Staff location, positions and activities, 

Visitors to the site shall comply with all lawful directions of the Company while on site, 

including but not limited to, where to walk, prohibited areas, hazardous areas, high visibility 

clothing, ear, eye and head, foot or other protection and any other matter the Company 

considers appropriate. Visitors who do not comply will be required to either remain in the 

office leave the site immediately  

Hazard Identification: Specific Areas and Operations 

 Inward Product 

 Transport 

 Load out 
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 Dam 

 Irrigation Ditches 

 Office 

 Yard  

 Other/General 
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5.0 Information, training and supervision 

Information (s12) 

Provision of information about safety equipment, PPE, safety procedures, emergency 

procedures, hazards, types of work, areas of work, plant or substances of any kind in the 

place of work shall be through one or more of the following, 

 Existing employee experience and qualification, 

 Company Induction 

 This policy, 

 General or specific notice 

 Supervisors, 

 Employee training,  

 Specific health and safety inductions in relation to areas or types of work, 

 JSA process 

 SD Sheets 

The Company will work with the health and safety committee to ensure employees receive 

sufficient information about health and safety and relevant training. This will be achieved by 

keeping up to date with the legislation, regulations, approved codes of practice, industry 

publications and manufacturers information. The relationship between those sources and 

their level of authority is as shown below. 

 

In particular, the following approved codes of practice will be relevant 

 Management of substances hazardous to health in the place of work 

 Managing hazards to prevent major industrial accidents 

 Noise in the workplace — management 

 Visual display units in the place of work. 



Health & Safety Management System Manual 

Version Date: 1 July 2013  Page 25 

Training 

The first stage in your training will be this health and safety policy and procedures manual, 

followed by your health and safety induction/training programme, which is compulsory for 

all employees. It covers: 

 Emergency procedures. 

 Incident/Injury reporting. 

 Hazard management. 

 Employee and employer responsibilities. 

 Your process for making sure employees are actively involved in health and safety 

management. 

 Who does what in your health and safety management system? 

 What to do if an employee is injured. 

 Employee and employer responsibilities for rehabilitation. 

 The use and maintenance of health and safety equipment. 

Both the Employer and health and safety representative will: 

 Determine employees’ health and safety training needs for specific roles and tasks in 

our workplace. 

 Deliver task-specific training relevant to the roles/types of work our employees do 

(e.g. licenses, certificates). 

 Make sure our employees have been through our induction/training programme. 

 Make sure our employees have understood the information and training they have 

received. 

A training management plan will be maintained and record details of all training as well as 

the degree of competence achieved. In addition to the Company induction, employees will 

receive more specific training in the following areas as part of the Company’s ongoing 

training program: Training on hazards will include the following: 

 Making sure employees know how the Company manages the specific hazards to 

which employees are exposed. 

 Hazard management, including controlling hazards. 

 First aid and fire safety training. 

 Identifying who needs to be trained. 

 Identifying what the training needs to cover. 

 Finding a training provider. 

 Planning and running the training. 

On-the-job training will also be used as a method of assisting employees increase work skills. 

Such training will involve some theory (if appropriate), demonstrations and trials to ensure 

employees understand the subject matter and have had an adequate opportunity to 

practice and become competent.  Regular training updates will also be run and certain tasks 

or roles will require prescribed training (such as for forklift licenses and first aid certificates) 

that has to be renewed to stay up to date. 
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Supervision 

All employees will have a supervisor or other person in charge. In the first instance, you 

should ask that person if you have any question or unsure about any work practice, process 

or hazards, including whether there are any hazards and if so, what they are. However, your 

supervisor will also ensure that you do not carry out a task unless you have been trained, are 

competent and will be able to perform the task safely. In addition, health and safety 

representatives will play a part in supervising less experienced employees. You will not be 

expected to carry out a task unless you can do so safely and until you have been trained to 

that level, you will be supervised by someone who is trained, competent and experienced. 

Among other things, your supervision will also be a means of ensuring you understand and 

can give effect to your training about hazards to which you are exposed, safety equipment 

and clothing, emergency procedures, and health and safety systems and issues. 

Health Monitoring 

The Company will actively seek to prevent occupational disease and to that end, will take 

steps to eliminate exposures or implement controls to maintain safe levels. 

The Company will monitor exposure, including environmental measures (e.g. air, dust, 

temperature, sound levels etc.) or direct monitoring of individuals (e.g. blood, urine, lung 

function tests). 

Health monitoring will be required for staff members where 

 There is an identifiable disease or health effect that may be related to the exposure, 

 There is a reasonable likelihood that the disease or health effect may occur under 

the particular conditions of work and monitoring is taken to determine the current 

state of a workplace, or staff member in relation to a hazard. 

Examples of the type of hazard being monitored would include: 

 Physical agents – noise, vibration, temperature, ergonomics, 

 Chemical agents – gasses, vapour, dust, liquid, (e.g. organic solvents, lead), 

 Biological agents – microorganisms, animal products, plant products. 

The Company undertakes to keep employees fully informed of monitoring as well as 

providing information about the results. 
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6.0 Incident Investigation 

Incident Investigation 

When an incident, accident or injury happens, be it to employee, employer, contractor, both 

authorized and unauthorized visitors, children or other, it must be reported. That includes 

what is often referred to as ‘near-miss’ situations and it is not necessary for there to be any 

harm at all. The purpose of that is to 

 Help identify and document new or potential hazards 

 Assist in finding the causes of work injuries, illnesses and property damage, 

 Help develop safe systems of work that will prevent similar occurrences. 

Some examples of matters you would report are 

 All personal injury 

 Occupational illnesses developed over time, 

 Property damage, including vehicle damage, 

 Fires and explosions, 

 Chemical spills, 

 Hazardous mishaps, 

 Near miss or near hit incidents in relation to all the above. 

 

Whether an accident is minor or serious, or whether serious harm occurs will be decided by 

your supervisor or other authorized person. Once you have seen to the injured person your 

primary obligation is to report the matter, including completion of the form in Schedule 4.  

Serious Harm 

Some accidents or incidents require more thorough investigation, in particular those that 

cause or nearly caused death or other serious harm, for example broken bones, laceration, 

concussion and so forth. Your supervisor or the Health and Safety Representative will 

determine if there will be an investigation and when such incidents occur, it is imperative 

you do not disturb the scene until that decision has been made. 

Investigation Process 

An Investigation should follow the following process 

Make sure: 

 The injured person(s) is given appropriate medical treatment. 

 The scene is made secure. 

 An injury/incident report is completed. 

 If appropriate, the Department of Labour and other agencies are notified. 

Investigate the event 

 Plan how you will conduct the investigation, who will be involved and the equipment 

that you will require. 

 You will need a reliable camera and facilities for taking statements. 

Where injury occurs you must attend to the needs of the injured person first. 
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Collect information* and take statements as soon as possible about: 

 The people involved, including the injured person(s) if that is possible. 

 People who saw or heard the incident, or signs of it. 

 The work activity. 

 The environment/equipment. 

You will also need to photograph the scene and injury from all practicable angles then 

prepare a timeline narrative of the events that took place in the order they took place. 

*All information and statements must be signed and dated and marked with the time of day 

by the person collecting the information and the person making the statement.  

Analyse: 

 What contributed to the event, 

 What you can change. 

At a later stage you will need to take action to prevent future event. That will involve 

reviewing all the information from the investigation and preparing a report for managers on 

the investigation findings. It will be necessary to inform the injured person(s) and other staff 

of the findings and resulting action. Following that close monitoring will be required to 

ensure resulting actions have been implemented and continue to be effective. 

 

Additionally 

 There will be an accident register kept in the office and that will contain copies of all 

the accident reports. 

 Employees are required to report the onset of pain or discomfort to enable the 

Company to assess the condition, relevant task or job and to take such preventative 

measures as may be required. 

Accident Compensation (ACC) 

All employees are covered by the state funded Accident Compensation Corporation. The 

Company is not an ACC accredited employer and does not provide a private scheme. If 

professional medical help is sought, a claim form for ACC must be completed and submitted 

at the first occasion of such medical assistance. A copy must be handed in at the Company 

office within 24 hours of issue. 

The Company will support your return to full duties as far as it can practicably do so. Where 

possible, provision will be made for light or alternative duties to assist in your recovery. 

If it is necessary to secure the scene of the accident, that scene must not be disturbed 

until authorized by the Department of Labour Inspector. 
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7.0 Employee Participation 

Health and Safety is Everyone’s Business 

It is inherent in the Company’s Health & Safety Management System that all employees will 

participate in health and safety management. Employee participation will be encouraged 

and is expected because the Company believes the best way to maintain a safe and health 

workplace is for all personnel to take both collective and individual ownership of health and 

safety. In this sense ownership means participating in an active and interested way because 

all persons concerned want to.   

The essence of this system is that everyone buys into the genuine need to take care of 

ourselves: that is not just because there are legal requirements and rules that must be 

followed, or because there are penalties such as fines etc. for not following. It is because it is 

a good idea and because the rules exist for our individual and collective benefit. 

Health and Safety Representative/ Employee Participation System 

There shall at all times be a Health and Safety Representative who has defined Health and 

Safety Management responsibilities.  

The mandatory functions of each Health & Safety Representative are as follows, 

 to foster positive health and safety management practices in the place of work: 

 to identify and bring to the employer's attention hazards in the place of work and 

discuss with the employer ways that the hazards may be dealt with: 

 to promote the interests of employees in a health and safety context generally and 

in particular those employees who have been harmed at work, including in relation 

to arrangements for rehabilitation and return to work: 

 to carry out any functions conferred on the Representative by the employer with the 

agreement of the Representative including any functions referred to in a code of 

practice. 

Safety Review Meetings 

Safety Review Meetings will be held on a quarterly basis. Minutes will be recorded and made 

available to all employees for consideration and comment by them.  The meeting will discuss 

the following as applicable: 

 Accidents and near misses since the last meeting, 

 Whether the hazard register is up to date, 

 New hazards that have emerged since the last meeting, 

 Hazard classification, 

 Hazard controls,  

 To follow up on implemented controls to ensure they are working, 

 Legal or factual issues affecting health and safety, 

 Applicable codes of practice, 

 Policy and Manual currency, 

 Committee membership, 

 Currency of the induction, 



Health & Safety Management System Manual 

Version Date: 1 July 2013  Page 30 

 Contractor issues, 

 Provision of information, 

 Supplies and equipment relating to health and safety, including adequacy, periodic 

maintenance, expiry dates and first aid equipment, 

 First Aid equipment management. 

 Emergency plan and management, 

 Health and safety representative training, 

 First aid training, 

 Fire Warden training, 

 Other staff training, including paid training for health and safety representatives as 

provided by section 19E of the Act, 

 Effectiveness of the employee participation system, 

 Any other matters brought to the meeting by representatives, either on behalf of 

employees or of the representatives own motion. 

Agenda for Safety Review Meetings 

A typical meeting agenda might be as follows 

The chairperson welcomes people to the meeting, asks for apologies and checks that 

everyone has a copy of the agenda and any other required documents. 

The committee reviews the minutes of the last meeting, going through each point and 

making sure all issues have been resolved. If there are outstanding issues, the reason is 

recorded and a new date set for completion. 

The chairperson introduces any new agenda item(s) and invites the person(s) responsible to 

talk to it. 

The committee  

a. Reviews near miss, property damage and injury data for the previous period. 

Members discuss investigation results and any recommendations for the future. 

b. Considers new issues raised through inspections or staff suggestions and decides on 

its response. 

c. Reviews educational and informational material on site and health and safety 

training. Are all certificates up to date? Are there new courses, seminars or expos to 

attend? Is more information required? 

d. Discusses any new legislation, regulations or guidelines that need to be incorporated 

into policies or work practices. 

e. Checks whether any exceptional health and safety achievements by staff members 

need formal recognition. 

The chairperson closes the meeting, thanks everyone for their attendance and confirms the 

next meeting date. 

Safety suggestions are encouraged and may be submitted by anyone, whether orally, in 

writing and whether anonymously or by identified author. However, misuse of any written 

suggestion system will be treated as misconduct.  

Suggestions may be submitted in writing by completing form 4 in Schedule 4. 
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Pre Start/Tailgate Meetings 

Pre-start meetings will be held daily in the place of work to consider the daily work plan and 

stimulate awareness of all matters concerning health and safety, work practices, operational 

logistics, timeframes, plant and methods of improvement. 

All pre-start meetings will be documented. 

Health and Safety issues raised at these meetings will be recorded for investigation and 

follow up. 
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8.0 Contractor Health & Safety Management 

Contractors and Subcontractors 

The Company is required to take precautions to protect employees, contractors and 

subcontractors. This means: 

 Making sure contractors are formally qualified to do the work. 

 Once they arrive at the workplace to start work, taking them through an induction 

process so they know about the site hazards and our safe work procedures. 

 Asking contractors to tell us about any hazards they are bringing into our workplace 

or may create while they are there. 

However, contractors and subcontractors on site also have duties of care and safety and are 

obliged to comply with the Act in their own right.  They too are responsible for ensuring the 

health and safety of their employees. In fact, although the Principal (Company) has a duty, 

that does not replace that of the Contractors and the Company does not assume total 

responsibility. The Principal and contractor duties coexist.  

Ensuring safety during on-site work undertaken by contractors and 

subcontractors 

Different types of contractor may come into our workplace, such as contractors we use for a 

specific purpose, e.g. for a capital installation/refurbishment, maintenance, food safety 

requirements, process auditing, risk management. Some will, be irregular, short-term 

contractors such as plumbers/electricians for ‘as-required’ repairs, while others will be 

contractors with whom we have longer-term relationships and who visit from time to time 

to maintain and repair equipment, e.g. plumbers, electricians, computer technicians, water 

treatment, electrical. Truck companies/operators will also require regular access to specific 

areas. 

Prior to starting work on site contractors must be classified by the health and safety 

representative as either being bound by the Company health and safety regime or by the 

Contractor’s health and safety policy and procedures. The Company will determine that 

issue on a case by case basis through completion by the health and safety representative of 

the contractors’ questionnaire. However, the Company maintains the right, in its sole 

discretion, to require the Contractor to work pursuant to the Company’s health and safety 

policy and practices.  

If a contractor wishes to work pursuant to its own policy, it must first submit its site-specific 

health and safety policy and procedure manual. ‘Site-specific’ means it has been prepared in 

relation to the Company’s actual site and circumstances so it must deal with the Contractor’s 

processes, work and hazards at the Company site, as well as other hazards that may arise. It 

is not sufficient for a Contractor to hand over a general health and safety policy with the 

Company’s name on it and claim it is site-specific policy unless that general document 

provides for reference to and in fact does refer to the specifics of both the Company’s site 

and work to be done by the contractor. 

In any case, Company employees will be advised of the arrangement to the extent that it 

affects them. For example, some contractors will require only a basic induction or discussion 

because of the limited area, nature and duration of their work, while others will require a 

more detailed induction with a site walk/tour to familiarize them with the whole operation 

and procedures.  
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By way of general comment, some contractors will want to isolate their work area and 

maintain total control of entry and exit, as well as almost complete control of safety issues. 

Contractors and subcontractors will be authorized to erect their own temporary signage and 

put in place other safety measures. Other contractors, for example, electrical, earthmoving, 

haulage, maintenance, engineering or plumbing contractors, may be less confined but in any 

event, nothing in this policy authorizes removal or alteration of any health and safety signs 

or other warning methods, whether of the Company or not, without authority from a 

Company health and safety representative. 

Contractors will be responsible for their own tools, conduct, immediate work area, 

temporary signage, safety precautions, equipment and so on, but at the same time will be 

aware of the higher likelihood that persons who are not employed by them will be in and 

around the area they are working in or otherwise affecting. 

Contractors and subcontractors must have sufficient public liability or other insurance to 

cover any harm and consequential loss arising out of their work, conduct, acts or omissions 

on site or that otherwise affect the Company in any way. All contractors must provide a 

current cover note setting out their All Risk, Public Liability or Professional Indemnity cover, 

as the case may be, and that covers them as aforementioned. By acknowledging having read 

this manual, they warrant that in the event they engage a subcontractor, this insurance 

obligation has been passed on by them in exact terms and that they are satisfied their 

subcontractor has sufficient insurance cover. 

It is a strict condition of working on the Company’s site or other premises controlled by it 

that Contractors and their employees and subcontractors possess the relevant training, 

experience, qualifications and expertise to carry out the tasks they are undertaking. 

Contractors are expected to carry out JSA and Task Analysis as well as minuted Tool Box 

Meetings. The Company reserves the right to request and receive copies of minutes, JSA and 

task analyses at any time.  

The Contractor will maintain a hazard identification and management plan in relation to 

hazards it introduces as well as those it creates or may create on the site. Before 

commencing work each day it will check the Company’s hazard identification notice board 

and it shall also ensure hazards that it will or may create are notified to the Company and 

entered on the Company’s hazard identification daily notice board. 

Where the Contractor wishes to carry out any of the types of work referred to below, it shall 

first obtain a special work permit signed by an authorised person. 

 Hot work 

 Work at heights (above 3 metres) 

 Confined spaces work 

 Hazardous substances handling 

 Vehicle operation (other than cars and trucks) 

A copy of the permit shall be held by the Contractor and posted at the relevant work area 

for the duration of the Special Work. 

Only persons qualified and competent in special types of work may carry out those types of 

work.  

Contractors and subcontractors are required to obtain any other approvals, permits, 

clearances, licenses and qualifications for Special Work and if required, all other work they 

do.   Contractors are also responsible for notifying the Department of Labour in relation to 

notifiable work 



Health & Safety Management System Manual 

Version Date: 1 July 2013  Page 34 

 

 

The Contractor’s work and health and safety compliance while on site will be reviewed at 

intervals to be determined by the health and safety representative. 

Please note that the Minimum Code and Other rules relating to Health and Safety in 

section 2 of this policy apply to contractors and subcontractors 
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9.0 Emergency Preparedness 

Emergency Procedures 

In the event of an emergency it will be too late to work out what the best course of action is. 

If you don’t know then it will be too late. If there is an emergency you will need to act 

quickly in a way that will preserve your life and/or that of others. You need to be completely 

familiar with the procedures set out here. 

Emergency muster points and areas are shown on the diagram in Schedule 1. 

Emergency drills and evacuations will be carried out every 6 months and in a way that 

enables all employees to actively participate. 

You have an emergency response team and those persons in it are listed in Schedule 5. 

Please Note the Fire Wardens are also Earthquake Wardens. 

First Aid 

First Aid staff are listed as First Aiders in Schedule 3 and you well be introduced to the First 

Aider responsible for your area as well as shown the location of the first aid kit, fire 

extinguishers and emergency exits. 

The Company maintains a stocked first aid kit at each worksite and smaller mobile kits in 

Company vehicles. One first Aider will be appointed by the health and safety committee to 

oversee first aid arrangements and will also ensure information for employees on first aid 

arrangements remains available and up to date. 

Fire 

 

 

EVACUATION PROCEDURE  

1. Raise the alarm immediately by operating the nearest fire alarm. 

2. Proceed in an orderly manner out of the building – do not stop to collect personal 

effects from another part of the building. Assist others on your way out. 

3. Report to your designated assembly area ensuring that this position is well clear of the 

building.   

4. Call the roll and ensure all staff members and visitors are accounted for. 

5. Ensure Fire Service and Police have been notified by calling 111 from a safe on-site 

phone, or 111 from any cell phone. 

6. DO NOT return to the building until notified by the Office Manager. 

DO NOT attempt to fight fires unless you are sure it is safe 

to do so – you must have the right skills and equipment 

and a clear exit/escape option. 
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Electrical 

DO NOT touch any metal, machinery or wet/damp surface. 

DO NOT approach or touch any person who has or appears to have been electrocuted unless 

you are 100% certain the electricity to the room or area you are in has been disconnected. 

Following confirmation of disconnection, attend to the victim and, if not trained in First Aid 

or CPR, obtain the assistance of someone who is.  

Contact the Emergency Services on 111 from an on-site phone, or 111 from any cell phone.  

 

Earthquake 

Immediate Response 

a. Follow the Health and Safety Representative’s instructions. 

Stay indoors - shelter under doorways or desks. 

If outside – stay clear of buildings and electrical wires. 

Stay away from windows and avoid using telephones. 

Evacuation 

b. Once tremors have subsided, and only upon a warden’s instruction, commence 

evacuation taking care not to touch anything damp, wires, steel beams, machinery or 

anything that may have electrical current running through it. 

Assembly 

c. Wardens and staff are to assemble at their designated assembly point or as close to that 

point as is safely possible.  

d. DO NOT return to the building until notified by the most senior staff member on site. 
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10.0 Motor Vehicle Safety Management Procedure 
 

The company is committed to protecting the health and safety of employees travelling in the 

course of their employment.  As part of this commitment the company has developed and 

implemented proactive strategies to reduce the risks associated with driving motor vehicles.  

Specifically this documentation requires the following of Opuha Water Ltd: 

 

Management will: 

 Assess all fleet vehicles for safety considerations and suitability prior to purchase of 

the vehicle. 

 Maintain all fleet vehicles in accordance with manufacturer’s standards. 

 Sight all employees’ licences as valid prior to the authorisation and the use of a 

company vehicle. 

 Ensure designated drivers understand their responsibility under this policy. 

 

Employees will: 

 Hold a current valid driver’s licence and notify their supervisor immediately in the 

event of licence disqualification. 

 Be aware of symptoms of fatigue and stop vehicle and rest if need be. 

 Keep the vehicle clean at all times, check all fluid levels and tyre pressures weekly. 

 Take all reasonable steps to ensure the security of the vehicle and contents.  

 Ensure scheduled and unscheduled vehicle maintenance is completed in accordance 

with manufacturer’s operating requirements. 

 Report any damage to the vehicle to their supervisor and insurance company 

immediately and complete the forms provided. 

 Obey all road and traffic regulations.  This especially includes mandatory wearing of 

seatbelts and restricted use of mobile phone unless on hands free system. 

  All fines incurred resulting from traffic or parking infringements will be the 

responsibility of the driver.   

 Ensure only authorised personnel drive the vehicle.  Where circumstances arise 

which require other people to drive the company vehicle, such as sudden illness, the 

responsibility in these circumstances will rest with the authorised driver of the 

vehicle.   

 Avoid any involvement in road rage or equivalent, unacceptable aggressive 

behaviour whilst in a company vehicle.  Road rage may fall under the realms of 

harassment, bullying or even assault (whether non-physical or not) and is considered 

unacceptable behaviour. 

 Compliance with this policy is a condition of employment. 
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11.0 Working Alone Safety Management Procedures 
 

The documentation is to ensure that communication is made on a regular basis with persons 

who work alone, for the purpose of ensuring their health, safety and welfare. 

This documentation applies to all staff at Opuha Water Ltd especially employees conducting 

tasks outside in remote areas including at the dam. 

If an employee works alone in any remote areas including the dam, an adequate and reliable 

system for ensuring regular communication with the employee must be provided 

Procedure 

An employee who will be working alone is to report to the Manager or Office Manager 

before proceeding to the destination.  

The planned work for the day and the estimated time of finish and contact times will be 

discussed.  

Upon arrival at the destination and when finishing for the day, the employee will contact the 

Manager.   If the Manager is unavailable, a designated contact person must be appointed. 

The planned work and agreed start finish and contact times of the isolated worker are to be 

documented. 

The employee working in isolation will be provided with suitable means of communication in 

the form of a mobile phone or emergency personal alarm.   This telephone has designated 

telephone numbers to contact the Manager but in the event of an emergency please call 111 

for Emergency Services. 

The designated contact person is to ensure that contact is made with the employee working 

alone at periods no greater than two hourly intervals (depending on the risk) while the 

employee is engaged in the isolated work.   

If an employee working alone is unable to respond to the contact at the designated time for 

reasons other than an accident, the employee must contact the Manager or contact 

reception no later than 15 minutes after the designated time. 

Similarly, if an employee working alone knows they will be out of contact at the designated 

contact time, they are to make contact with the Manager or designated person within 30 

minutes prior to the designated time. 

When attempts to make contact with an employee working alone are unsuccessful, the 

Manager or designated person is to arrange an immediate visit to the work area starting 

from the location at the last point of contact. 

Employee in Difficulties 

If the employee suffers a debilitating injury while working alone and is able to use the 

mobile telephone, contact is to be made immediately with the Manager or designated 

person.  The employee must: 

a) Clearly state three times “This is an emergency” 

b) Wait for a response to be heard 

c) State the nature of the emergency including injuries, hazards and exact location 
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If the injured employee is unable to contact the Manager by telephone then the EPIRB 

(Emergency Personal Injury Response Beacon) must be activated.   The Manager or 

designated person is to respond immediately to the emergency.  When the situation is 

under control a full investigation is to be performed and follow up of the incident in 

accordance with internal procedures. 

Emergency Procedures 

 In an emergency, the emergency services – Ambulance Fire Department or Police 

must be contacted by telephoning 111 

 Provide emergency First Aid if required and wait for help to arrive 

 Complete relevant paperwork when appropriate and initiate investigation. 

Induction and Training 

 All new employees will be made aware of this procedure if it is determined they may 

be involved at some stage or other during their term of employment. 

 Existing employees whose tasks require them to work alone will be informed of this 

procedure and have training in the use of the EPIRB. 

 This procedure shall be tested by way of ‘dummy practice’ at periods not exceeding 

twelve months. 
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12.0 Receipt and Acknowledgement 
 

I acknowledge receipt of a copy of this Health and Safety Manual, that I have read it 

carefully, including the schedules, and that I have a full understanding of the Company’s 

Health & Safety Policy. 

I understand the emergency procedures, hazard identification, warning and reporting 

requirements, my obligations under section 19 of the Act and my rights under section 28A of 

the Act. 

I understand the Company is not in any way attempting to contract out of the Health and 

Safety in Employment Act 1992, but rather, seeks to maximise awareness of safety in the 

workplace and emphasize the need for both the employer and employee to play an active 

role. To that end, I accept that the health and safety of every person on site and the 

Company’s ability to maintain a safe workplace depends upon all employees, contractors, 

subcontractors and visitors taking personal responsibility for their own safety and that of 

others. I agree to be proactive in hazard identification, preventing and reporting unsafe 

practices and in general, will promote and encourage safety in the workplace. 

I understand and agree that the rules and policy in this document comprises part of my 

terms and conditions of employment or engagement, as the case may be.  

I have had the opportunity to ask questions and clarify any issues that are unclear to me, 

including any issues related to my ability to read.  

 

 

 

Signed*  

  (Employee)     (Date) 

*Do not sign this document unless you have carefully read the acknowledgement and accept 

that it is correct. 

 

 

 

Signed  

  (Employer)     (Date) 

 

Where applicable, 

 

 

Signed            

  (Contractor)     (Date) 
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SCHEDULE 1 - Site Description and Diagram 
 

“Site” and “place of work” mean all land, buildings and vehicles operated, occupied, owned 

or controlled, as the case may be, by the Company, whether directly or indirectly, and 

include the areas shown or listed in this Schedule. 

 

1. Opuha House, 875 Arowhenua Rd, Pleasant Point– includes office facilities and 

operations depot 

2. Opuha Dam and associated facilities including: 

a. the lake and its foreshore 

b. the power station 

c. the downstream weir 

d. the roads, access tracks and associated local environs. 

3. Irrigation schemes and infrastructure including: 

a. Levels Plain Irrigation Scheme 

b. Totara Valley Irrigation Scheme 

c. Kakahu Irrigation Scheme 

d. Sutherlands Irrigation Scheme including Gardner’s Pond 
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SCHEDULE 2 - Legislation: Health and Safety in Employment 

Act 1992 
 

Section of Act 

7. Identification of hazards 

1. Every employer shall ensure that there are in place effective methods for—   

a. Systematically identifying existing hazards to employees at work; and    

b. Systematically identifying (if possible before, and otherwise as, they arise) new 

hazards to employees at work; and    

c. Regularly assessing each hazard identified, and determining whether or not it is 

a significant hazard.   

2. Where there occurs any accident or harm in respect of which an employer is 

required by section 25(1) of this Act to record particulars, the employer shall take all 

practicable steps to ensure that the occurrence is so investigated as to determine 

whether it was caused by or arose from a significant hazard.  

8. Significant hazards to employees to be eliminated if practicable—  

Where there is a significant hazard to employees at work, the employer shall take all 

practicable steps to eliminate it.   

9. Significant hazards to employees to be isolated where elimination 

impracticable 

  Where—   

     (a) There is a significant hazard to employees at work; and   

     (b) Either—   

(i) There are no practicable steps that may be taken to eliminate it; or   

(ii) All practicable steps to eliminate it have been taken, but it has not been 

eliminated,—   

the employer shall take all practicable steps to isolate it from the employees.   

10. Significant hazards to employees to be minimised, and employees to be 

protected, where elimination and isolation impracticable—  

1. Where—   

a. There is a significant hazard to employees at work; and   

b. Either—   

i. There are no practicable steps that may be taken to eliminate it; or   

ii. All practicable steps to eliminate it have been taken, but it has not been 

eliminated; and   

c. Either—   

i. There are no practicable steps that may be taken to isolate it from the 

employees; or   
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ii. All practicable steps to isolate it from the employees have been taken, but it 

has not been isolated,—   

the employer shall take the steps set out in subsection (2) of this section.   

2. The steps are—   

a. To take all practicable steps to minimise the likelihood that the hazard will be a 

cause or source of harm to the employees; and    

b. to provide, make accessible to, and ensure the use by the employees of] suitable 

clothing and equipment to protect them from any harm that may be caused by 

or may arise out of the hazard; and   

c. To monitor the employees' exposure to the hazard; and   

d. To take all practicable steps to obtain the employees' consent to the monitoring 

of their health in relation to the hazard; and   

e. With their informed consent, to monitor the employees' health in relation to 

exposure to the hazard.   

3. An employer does not comply with subsection (2) (b) by—   

a. paying an employee an allowance or extra salary or wages instead of providing 

the protective clothing or equipment; or   

b. requiring an employee to provide his or her own protective clothing or 

equipment as a pre-condition of employment or as a term or condition in an 

employment agreement.]   

4. However, an employer does not have to comply with subsection (2) (b) in relation to 

protective clothing if—   

a. an employee genuinely and voluntarily chooses to provide his or her own 

protective clothing for reasons of his or her comfort or convenience; and   

b. the employer is satisfied that the protective clothing is suitable in terms of 

subsection (2)(b)  

5. An employee who has chosen to provide his or her own protective clothing under 

subsection (4) may, after giving reasonable notice to the employer, choose that the 

employer provide protective clothing under subsection (2)(b) instead of providing it 

himself or herself.]   

6. Nothing in subsections (4) or (5) derogates from the responsibility of the employer 

under subsection (2)(b)  

11. Employees to be given results of monitoring 

1. This section applies to the results of any monitoring of any employee or place of 

work if it was undertaken in compliance with this Act; and—   

a. If the monitoring was undertaken by or on behalf of an employer; or   

b. If—   

i. The monitoring was undertaken by or on behalf of a department (within the 

meaning of the State Sector Act 1988); and    

ii. The results have been given to an employer.   

2. Subject to subsection (3) of this section, every employer shall ensure that—   
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a. Every employee is given all results to which this section applies of monitoring of 

the employee (whether as an individual or as one of a number of employees) in 

relation to health or safety; and   

b. All employees who ask for them are given all results to which this section applies 

of general monitoring of—   

i. Conditions in the employee's place of work; or   

ii. The health or safety of employees there.   

3. Every employer shall ensure that—   

a. There are omitted from all results to which this section applies given to any 

individual employee all information that identifies, or discloses anything about, 

any other individual employee; and   

b. There are omitted from all results to which this section applies given to any 

group of employees all information that identifies, or discloses anything about, 

any employee.   

12. Information for employees generally [and Health and Safety 

Representatives]  

1. Every employer shall ensure that every employee who does work of any kind, or 

uses plant of any kind, or deals with a substance of any kind, in a place of work has 

been given, [and is provided with ready access to, information in a form and manner 

that the employee is reasonably likely to understand] about—   

a. What to do if an emergency arises while the employee is doing work of that 

kind, using plant of that kind, or dealing with substances of that kind, in that 

place; and   

b. All identified hazards to which the employee is or may be exposed while doing 

work of that kind, using plant of that kind, or dealing with substances of that 

kind, in that place, and the steps to be taken to minimise the likelihood that the 

hazards will be a cause or source of harm to the employee; and   

c. All identified hazards the employee will or may create while doing work of that 

kind, using plant of that kind, or dealing with substances of that kind, in that 

place, and the steps to be taken to minimise the likelihood that the hazards will 

be a cause or source of harm to other people; and   

d. Where all necessary safety clothing, devices, equipment, and materials are kept.   

2. An employer must ensure that all health and safety representatives in a place of 

work have ready access to sufficient information about health and safety systems 

and health and safety issues in the place of work to enable the representatives to 

perform their functions effectively.  

13. Training and supervision 

Every employer shall take all practicable steps to ensure that every employee who does 

work of any kind, or uses plant of any kind, or deals with a substance of any kind, in a place 

of work—   

a. Either—   

i. Has; or   

ii. Is so supervised, by a person who has,—   
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such knowledge and experience of similar places, and work, plant, or substances of that 

kind, as to ensure that the employee's doing the work, using the plant, or dealing with 

the substance, is not likely to cause harm to the employee or other people; and   

b. Is adequately trained in the safe use of all plant, objects, substances, and protective 

clothing and equipment that the employee is or may be required to use or handle.  

15. Duties of employers to people who are not employees—   

Every employer shall take all practicable steps to ensure that no action or inaction of any 

employee while at work harms any other person.   

 

16. Duties of persons who control places of work—  

1. A person who controls a place of work (other than a home occupied by the person) 

must take all practicable steps to ensure that no hazard that is or arises in the place 

harms—   

a. People in the vicinity of the place (including people in the vicinity of the place 

solely for the purpose of recreation or leisure):   

b. People who are lawfully at work in the place—   

i. As employees of the person; or   

ii. As contractors engaged by the person; or   

iii. As subcontractors to a contractor engaged by the person; or   

iv. As employees of a contractor or subcontractor to whom subparagraph (ii) or 

subparagraph (iii) applies.   

2. A person who controls a place of work (other than a home occupied by the person) 

must take all practicable steps to ensure that no hazard that is or arises in the place 

harms people—   

a. Who are in the place with the express or implied consent of the person; and   

b. Who—   

i. Have paid the person (directly or indirectly) to be there or to undertake an 

activity there; or   

ii. Are there to undertake activities that include buying or inspecting goods 

from whose sale the person derives or would derive (directly or indirectly) 

any gain or reward.   

3. A person who—   

a. (a) Controls a place of work (other than a home occupied by the person); and   

b. (b) Knows of any significant hazard that—   

i. Is in, or is likely to arise in, the place of work; and   

ii. Arises from work that is being carried on, or has been carried on, for gain or 

reward in the place of work; and   

iii. Would not, in the ordinary course of events, be reasonably expected to be 

in, or to be likely to arise in, a place of work of that type; and   

c. Either—   

i. Expressly authorises any other person to be in the place of work; or   
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ii. Has personally received oral advice that any other person will, under the 

authority of any enactment, be working in the place of work; and   

d. Is not obliged, in relation to that other person, to comply with subsection (1) or 

subsection (2)—   

must take all practicable steps to warn that other person of the significant hazard.   

4. Except in the case of the practicable steps required by this section to be taken in 

relation to any person described in subsection (2) or subsection (3)(c)(i), this section 

does not impose on any person who controls a place of work any duty in respect of 

any person who is in the place of work solely for the purpose of recreation or 

leisure.   

5. The warning required to be given to a person to whom subsection (3)(c)(i) applies—   

a. Must be given to that person at the time at which the express authority to be in 

the place of work is given to that person; but   

b. If the express authority is given in respect of a group of persons or a body of 

persons, whether corporate or unincorporate, it is sufficient if the warning is 

given at that time to a representative or member of that group or body of 

persons.   

6. The oral advice required by subsection (3)(c)(ii) must be given by the person who 

will be working in the place of work or by that person's employer.]  

18. Duties of Principals—  

1. Every principal shall take all practicable steps to ensure that—   

a. No employee of a contractor or subcontractor; and   

b. If an individual, no contractor or subcontractor,—   

is harmed while doing any work (other than residential work) that the contractor was 

engaged to do.   

2. Subsection (1) of this section shall be read subject to section 2(2) of this Act.   
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SCHEDULE 3 – Appointed or Representative Persons 
 

First Aid Officers 

1. Christine Gardner 

2. Steve Pagan 

3. Julia Crossman 

4. Chris Emmerson 

5. Richard Wallace 

 

 

 

Health and Safety Representatives 

1.       Christine Gardner 

2.  

3.  

4.  

5.  

Fire/Emergency Wardens 

 Refer Schedule 5 

 

 

 

Hazardous Goods Approved People 

1.     Steve Pagan – Chemical Handlers certificate 

2.     Chris Emmerson – Chemical Handlers certificate 

3.     Richard Wallace – Chemical Handlers certificate 
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SCHEDULE 4 - Forms 

Forms Index 

 

1. Hazard Identification Report 

2. Accident and Potential Accident Reporting Sheet 

3. Safety Suggestion Form 

4. Tailgate Meeting Minutes 
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FORM 1 - HAZARD IDENTIFICATION REPORT 

 

Date     

 

Time     

 

Area            

            

            

 

Type of Hazard           

            

            

            

           

       

Level of Hazard (circle one)  High  Moderate Low 

 

Potential Harm (circle one)  Extreme Serious  Low  Nil 

 

Action Taken (circle one)  Isolated   Minimised Eliminated   

 

Method of Isolation(circle one) Minimisation Elimination 

 

Reasons           

            

            

            

            

Signed on receipt at office by          

 

At         am/pm 

     Time to show hours and minutes 

On  Date       
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FORM 2 - ACCIDENT AND POTENTIAL ACCIDENT REPORTING SHEET 

 

Date of Injury         

Person Injured       

Company       

 

Accident Type (circle one)  Serious           Non Serious     Potential    

 

Type of Injury / Potential Injury(circle one) 

 

Bruising   Dislocation Strain/Sprain  Chemical Reaction 

 

Foreign Body  Internal Burn/Scald  Scratch/Abrasion/Cut  

 

Other (specify)           

           

           

           

 

Part of body injured          

           

            

(please be specific eg: L wrist, lower back by tailbone or waist etc) 

 

How bad could it have been? (circle one) Very Serious Serious           Minor 

 

Chance of it happening again? (circle one) Often Occasional Rare 

 

Who treated the injury? (circle one) Doctor  First Aid Rep           Not treated 

Other (specify)        

Date of treatment       

 

What caused the accident / potential accident? What plant/machinery/vehicle/tool/ work 

practice was involved?  
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Where did it happen?           

            

            

           

 

What time did it happen?        

Hours worked that day prior to accident      

Hours worked that week prior to accident     

 

What was the employee doing at the time of the injury?       

            

            

            

            

            

 

What appeared to be the cause?        

            

            

            

            

 

Were there any witnesses who saw or heard and if so, who?    

           

 

What corrective action has been taken?        

            

            

            

 

If a Hazard Identification Form has not been completed and attached to this form, why not? 

            

            



Health & Safety Management System Manual 

Version Date: 1 July 2013  Page 52 

          

 

 

OSH Notified?     Yes             No             

Date of Notification     

Time of Notification     

 

 

Employee signature        Date   

 

Health and Safety 

Representative signature      Date   
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FORM 3 - SAFETY SUGGESTION FORM 

The guidelines for our company health and safety management include offering all 

employees the opportunity to make suggestions and recommendations on health and safety 

improvements. To make a written suggestion please complete the details below. Your 

suggestion will be considered and a response provided. 

   

Date:   

 

Name*      

*You are encouraged to complete this unless you have good reasons not to be identified. If 

that is the case, you are also encouraged to speak to senior staff about your reasons for 

seeking anonymity. 

 

Suggestions/Comments:         

            

            

            

            

            

            

            

 

 

 

Response:           
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FORM 4 – Tailgate Meeting Minutes 

 

Chris       

Location  Scope Of Work Hazards Present Controls 

  □ Electrical Hazards                 □ Lifting 

□ Chemical Hazards                 □ Heavy Equipment Operations 

□ Fire/Explosive                        □ Noise Hazards 

□ Slip/Trip Hazards                   □ Eye Hazards 

□ Vehicle Traffic                        □ Water Hazards 

□ Heat Stress                                    

□ Other: __________________ 

PPE: 

□ Hard Hat                             □ Overalls 

□ Safety Glasses                    □ Face Shield 

□ Hearing Protection            □ Gloves 

□ High Visibility Equipment (Vest/Light)  

 

□ JSA (attached) 

□ Other ___________________ 

Location  Scope Of Work Hazards Present Controls 

  □ Electrical Hazards                 □ Lifting 

□ Chemical Hazards                 □ Heavy Equipment Operations 

□ Fire/Explosive                        □ Noise Hazards 

□ Slip/Trip Hazards                   □ Eye Hazards 

□ Vehicle Traffic                        □ Water Hazards 

□ Heat Stress                                    

□ Other: __________________ 

PPE: 

□ Hard Hat                             □ Overalls 

□ Safety Glasses                    □ Face Shield 

□ Hearing Protection            □ Gloves 

□ High Visibility Equipment (Vest/Light)  

 

□ JSA (attached) 

□ Other ___________________ 
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Tailgate Meeting Minutes 
 

Richard       

Location  Scope Of Work Hazards Present Controls 

  □ Electrical Hazards                 □ Lifting 

□ Chemical Hazards                 □ Heavy Equipment Operations 

□ Fire/Explosive                        □ Noise Hazards 

□ Slip/Trip Hazards                   □ Eye Hazards 

□ Vehicle Traffic                        □ Water Hazards 

□ Heat Stress                                    

□ Other: __________________ 

PPE: 

□ Hard Hat                             □ Overalls 

□ Safety Glasses                    □ Face Shield 

□ Hearing Protection            □ Gloves 

□ High Visibility Equipment (Vest/Light)  

 

□ JSA (attached) 

□ Other ___________________ 

Location  Scope Of Work Hazards Present Controls 

  □ Electrical Hazards                 □ Lifting 

□ Chemical Hazards                 □ Heavy Equipment Operations 

□ Fire/Explosive                        □ Noise Hazards 

□ Slip/Trip Hazards                   □ Eye Hazards 

□ Vehicle Traffic                        □ Water Hazards 

□ Heat Stress                                    

□ Other: __________________ 

PPE: 

□ Hard Hat                             □ Overalls 

□ Safety Glasses                    □ Face Shield 

□ Hearing Protection            □ Gloves 

□ High Visibility Equipment (Vest/Light)  

 

□ JSA (attached) 

□ Other ___________________ 
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Tailgate Meeting Minutes 
 

Steve       

Location  Scope Of Work Hazards Present Controls 

  □ Electrical Hazards                 □ Lifting 

□ Chemical Hazards                 □ Heavy Equipment Operations 

□ Fire/Explosive                        □ Noise Hazards 

□ Slip/Trip Hazards                   □ Eye Hazards 

□ Vehicle Traffic                        □ Water Hazards 

□ Heat Stress                                    

□ Other: __________________ 

PPE: 

□ Hard Hat                             □ Overalls 

□ Safety Glasses                    □ Face Shield 

□ Hearing Protection            □ Gloves 

□ High Visibility Equipment (Vest/Light)  

 

□ JSA (attached) 

□ Other ___________________ 

Location  Scope Of Work Hazards Present Controls 

 

 

 

 

 

 

 

 

 □ Electrical Hazards                 □ Lifting 

□ Chemical Hazards                 □ Heavy Equipment Operations 

□ Fire/Explosive                        □ Noise Hazards 

□ Slip/Trip Hazards                   □ Eye Hazards 

□ Vehicle Traffic                        □ Water Hazards 

□ Heat Stress                                    

□ Other: __________________ 

PPE: 

□ Hard Hat                             □ Overalls 

□ Safety Glasses                    □ Face Shield 

□ Hearing Protection            □ Gloves 

□ High Visibility Equipment (Vest/Light)  

 

□ JSA (attached) 

□ Other ___________________ 

 

Other Notes:  ___________________________________________________________________________________________________ 

 

  ___________________________________________________________________________________________________ 

Signed by Attendees:          

 

Chris:  ________________________________  Date:                                      Richard:_______________________________ Date: 

 

Steve:  ________________________________  Date:  
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SCHEDULE 5 – Emergency Response 
 

 

EMERGENCY RESPONSE TEAM 

The team members are as follows  

 

Health and Safety Representative: Christine Gardner 

 

Fire Wardens:  Location    Name 

   Administration Office 

     

First Aiders:  Location    Name 

   All Staff 

 

Health and Safety Representatives:  

All Staff 
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EMERGENCY PHONE LIST 

 

Emergency Phone List Information 

Service Phone Numbers Details To Be Given To Service 

Major Emergency 111 

• Location 

875 Arowhenua Road, Pleasant Point, Timaru 

• What Happened 

• Indication of Injuries 

• Other Services Notified 

• Your Name 

• Address (where you are calling from) 

• Phone No (where you are calling from) 

Opuha House Ph 03 614 7801 

Ambulance 111 

Medical Centre (Pleasant Point) (03) 614 7002 

Company Doctor (Kerry Neilson) (03) 614 7002 

A/H (03) 684 8209 

National Poison Centre (03) 474 7000 

Police 111 

Fire 111 

OSH 0800 90 20 90 

 

You are at: 

Location 

 

It is not unheard of for Emergency Services to be confused about locations. You may need to 

add the following, 

More specific directions 

 

EVACUATION CHECKLIST FOR WARDENS 

ROLL 

 

VISITOR’S BOOK IN     

Employees OUT      

CONTRACTOR’S BOOK     

 

        

TOTAL ON SITE     
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