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1 INTRODUCTION 

1.1 HEALTH AND SAFETY IN THE WORKPLACE 

Management of New Zealand Careers Limited (the Business) will do everything reasonably practicable to 
ensure you can undertake your work in a healthy and safe manner. 

You also play a crucial role in achieving a safe workplace. You owe it to yourself, those close to you and your 
colleagues not to expose yourself to unnecessary risks at work. You can do so by protecting yourself and 
others from hazards and hazardous situations, by following safe work procedures and by adopting safe work 
practices. 

1.2 PURPOSE OF HEALTH AND SAFETY HANDBOOK 

Through the provision of important procedures and guidelines, this Health and Safety Handbook (Health and 
Safety Handbook) will help you, your colleagues and others to stay healthy and safe in the workplace.  

Health and Safety at Work legislation rightly makes health and safety everyone’s responsibility. Therefore, 
this Health and Safety Handbook applies to all workers, including, but not limited to contractors and volunteers. 
Please read this Handbook carefully and ensure you comply with the guidelines set out below.  

Any failure to comply with health and safety requirements is taken very seriously by the Business. As an 
employee, you may be subject to disciplinary action (up to and including the termination of your employment) 
in the event you: 

 breach the policies and/or procedures contained in this Health and Safety Handbook 

 breach any other health and safety policy or procedure made known to you 

 take any action that could threaten the health or safety of yourself, your colleagues or others 

Appropriate action which may be taken in relation to other workers includes, but is not limited to, termination 
of their engagement with the Business. 

1.3 GENERAL 

Amendments to this Health and Safety Handbook will be issued from time to time.  

The Health and Safety Handbook does not form part of your contract of employment or engagement 
agreement, unless expressly stated otherwise. However, in any event, it may be considered when interpreting 
your rights and obligations under the terms of your employment or engagement.  

You are welcomed and encouraged to provide feedback and suggestions for improving health and safety in 
the workplace to management at any time. 
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2 DEFINITIONS 

2.1 HSWA 

The acronym HSWA represents the Health and Safety at Work Act 2015. 

2.2 NZ 

The acronym NZ represents the country of New Zealand. 

2.3 HSW 

The acronym HSW represents the term Health and Safety at Work. 

2.4 PCBU 

A PCBU is a ‘person conducting a business or undertaking’. While a PCBU may be an individual person, in 
most cases the PCBU will be a business (for example, a business entity such as a company). An individual, 
such as a sole trader, can also be a PCBU. 

While the terms ‘business’ and ‘undertaking’ are not defined in HSWA, the usual meanings of these terms 
are: 

 ‘business’: an activity carried out with the intention of making a profit or gain 

 ‘undertaking’: an activity that is non-commercial in nature (e.g. certain activities of a local authority) 

2.5 REGULATOR 

The New Zealand national regulator for health and safety as determined by the HSWA is WorkSafe NZ. Other 
regulators who may also hold certain enforcement powers under the HSWA are:  

 The Environmental Risk Management Authority (ERMA) 

 The Maritime Safety Authority 

 NZ Police and Land Transport Safety Agency 

 The Civil Aviation Authority 

 The Ministry of Consumer Affairs 
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 Territorial Authorities (City and District Councils) 

2.6 BUSINESS 

For the purpose of this manual the term ‘Business’ refers to the PCBU as defined in Part 1, Section 17 of the 
HSWA. As prescribed by the HSWA this does not include volunteer associations. 

2.7 MANAGEMENT  

For the purposes of this handbook the term ‘management’ refers to anyone in the business with supervisory 
responsibilities.  

2.8 OFFICER 

An officer is a person who holds a very senior leadership position and has the ability to significantly influence 
the management of a PCBU. Businesses can have more than one officer. 

Officers are: 

 company directors (even if they do not have ‘director’ in the title) 

 any partner in a partnership (other than a limited partnership) 

 any general partner in a limited partnership 

 any person who holds a position comparable to a director in a body corporate or an unincorporated 
body 

 any person who exercises significant influence over the management of the business or undertaking 
(e.g. the Chief Executive) 

2.9 DUE DILIGENCE 

Officers must exercise due diligence to make sure that the business complies with its health and safety duties. 
They must exercise the care, diligence and skill a reasonable officer would exercise in the same 
circumstances, taking into account matters including the nature of the business or undertaking, and officer’s 
position and nature of their responsibilities. 
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2.10 WORKER 

A worker is an individual who carries out work in any capacity for the business, including work as: 

 an employee 

 a contractor or subcontractor 

 an employee of a contractor or subcontractor 

 an employee of a labour hire company who has been assigned to work in the business 

 an outworker (including a homeworker) 

 an apprentice or a trainee 

 a person gaining work experience or undertaking a work trial 

 a volunteer worker 

 a person of a prescribed class. 

2.11 VOLUNTEER WORKER 

A volunteer worker is an individual who carries out work in any capacity for the business: 

 with the knowledge or consent of the business 

 on an ongoing and regular basis 

 that is an integral part of the business  

This definition does not include a volunteer worker undertaking any of the following voluntary work activities: 

 participating in a fund-raising activity 

 assisting with sports or recreation for an educational institute, sports club, or recreation club: 

 assisting with activities for an educational institute outside the premises of the educational institution 

 providing care for another person in the volunteer’s home 
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3 HEALTH AND SAFETY POLICY STATEMENT 

New Zealand Careers Limited and its officers recognise that the health and safety of all workers and visitors 
is of the utmost importance and vital to the success of our business. As such we aim to continuously improve 
health and safety in the workplace through consultation and increased health and safety awareness of 
management and workers. 

Through the co-operative efforts of management and workers, we are committed to: 

 the provision and maintenance of a work environment that is without risks to health and safety 

 the provision and maintenance of safe systems of work 

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

 the provision of adequate facilities for the welfare at work of workers in carrying out work for the 
business or undertaking, including ensuring access to those facilities 

 providing the information, training, instruction and supervision necessary to maintain a healthy and 
safe workplace 

 the provision of any information, training, instruction, or supervision that is necessary to protect all 
persons from risks to their health and safety arising from work carried out as part of the conduct of the 
business or undertaking 

 that the health of workers and the conditions at the workplace are monitored for the purpose of 
preventing injury or illness of workers arising from the conduct of the business or undertaking 

The focus of New Zealand Careers Limited’s health and safety management system is preventing hazards. 
We will develop a framework for health and safety management and a plan for systematic risk assessment 
and control of hazards, to progressively improve safe behaviours and safe systems of work across the 
business 

 

Rodesa Fernando 

Managing Director 

on behalf of New Zealand Careers Limited 

December 2018 

Review date: December 2019 
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4 HEALTH AND SAFETY RESPONSIBILITIES 

4.1 INTRODUCTION 

The Business is committed to ensuring the health, safety and welfare of its workers and any other people who 
may be affected by its operations. 

In order to ensure that health and safety is successfully managed within the Business, the following general 
responsibilities have been allocated. These are to be read in conjunction with the remainder of this Health 
and Safety Handbook, which outlines further health and safety responsibilities, including responsibilities 
relating to specific risks and situations. 

4.2 BUSINESS RESPONSIBILITIES 

The Business has a duty to ensure, so as far as reasonably practicable, the health, safety and welfare at work 
of all its workers while at work. In particular, it is responsible for: 

 the provision and maintenance of a work environment that is without risks to health and safety 

 the provision and maintenance of safe systems of work 

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

 the provision of adequate facilities for the welfare at work of workers in carrying out work for the 
business or undertaking, including ensuring access to those facilities 

 providing the information, training, instruction and supervision necessary to maintain a healthy and 
safe workplace 

 the provision of any information, training, instruction, or supervision that is necessary to protect all 
persons from risks to their health and safety arising from work carried out as part of the conduct of the 
business or undertaking 

 that the health of workers and the conditions at the workplace are monitored for the purpose of 
preventing injury or illness of workers arising from the conduct of the business or undertaking 

4.3 MANAGER/SUPERVISOR RESPONSIBILITIES 

Managers/supervisors include any person occupying a position that may exercise significant influence over 
the management of the business or undertaking and must take reasonable steps:  

 to acquire, and keep up to date, knowledge of work health and safety matters 
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 to gain an understanding of the nature of the operations of the business or undertaking of the business 
and generally of the hazards and risks associated with those operations 

 to ensure that the business has available for use, and uses, appropriate resources and processes to 
eliminate or minimise risks to health and safety from work carried out as part of the conduct of the 
business or undertaking 

 to ensure that the business has appropriate processes for receiving and considering information 
regarding incidents, hazards, and risks and for responding in a timely way to that information 

 to ensure that the business has, and implements, processes for complying with any duty or obligation 
of the business under the HSWA 

4.4 WORKER RESPONSIBILITIES 

As a worker, you are responsible for:  

 ensuring they are not under the influence of alcohol, drugs or medication of any kind where doing so 
could adversely affect their ability to perform their duties safely or efficiently or be in breach of the 
workplace policies 

 taking reasonable care for the health and safety of themselves and others who may be affected by 
their actions or omissions in the workplace 

 co-operating with management to ensure all health and safety obligations are complied with 

 ensuring all health and safety equipment is used correctly 

 using and maintaining the required Personal Protective Equipment (PPE) 

 reporting any incidents or injuries sustained while working and seeking appropriate first aid 

 advise management as soon as practicable, of any symptoms that may lead to adverse health issues 
arising from prolonged and/or repetitive work activities 

 reporting any unsafe conditions, equipment or practices to management, as soon as practicable 

 rectifying minor health and safety issues where authorised and safe to do so 

 co-operating with any health and safety initiative, inspection or investigation 

 actively participating in any return to work programme 
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5 NOTIFICATION OF HAZARDOUS WORK 

The Health and Safety in Employment Regulations 1995 require all NZ businesses to provide at least 
24hours notice to WorkSafe NZ before commencement of any hazardous work as defined below.  

The types of work that must be notified to WorkSafe NZ are: 

 Any licensed asbestos removal work, as required by the Health and Safety at Work (Asbestos) 
Regulations 2016, please note this needs to be notified at least 5 days before work commences 

 Any commercial logging operation or tree-felling operation 

 Any construction work of one or more of the following: 

o Work where workers could fall 5 m or more, excluding work on a two-storeyed house, or 
work on a power or telephone line, or work carried out from a ladder only, or maintenance 
or repair work of a minor or routine nature 

o The erection or dismantling of scaffolds from which a person could fall 5 m or more 

o Every excavation which is more than 1.5 m deep and which is deeper than it is wide at the 
top 

o Any form of tunnel or drive where workers work underground, irrespective of timbering or 
support 

o Those excavations where the excavated face is steeper than 1 horizontal to 2 vertical 

o Any construction work where explosives are used or stored 

o Work such as diving, where construction workers breathe air or any other gas that has 
been compressed or is under pressure 

o Any construction work in connection with asbestos fibres 

o Lifts of half a tonne (500 kg) or more (a vertical distance of 5 m or more) carried out by 
mechanical means other than by a mobile crane, excavator or forklift 

o 'Restricted work' as defined by the Asbestos regulations is also notifiable work 
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6 HAZARD AND RISK MANAGEMENT PROCEDURE 

6.1 INTRODUCTION 

Hazard management is the process of identifying what may cause an injury or illness in the workplace and 
deciding what may happen as a result. Once hazards in the workplace have been identified and assessed, 
priorities can be set determining what action is to be taken to eliminate or control the hazard. 

6.2 BUSINESS RESPONSIBILITIES 

The Business will: 

 identify hazards by conducting regular workplace inspections, reviewing hazard reports and 
reviewing injury/illness records 

 assess each hazard in terms of its potential to do harm 

 identify and implement control measures to eliminate or reduce the risks 

 monitor and review the effectiveness of the control measures 

Where necessary, the Business will implement a safe work procedure to ensure the risk of the hazard causing 
harm is controlled. 

6.3 WORKER RESPONSIBILITIES 

As you go about your work, you may identify hazards that could present a health and safety risk to you, your 
colleagues and others. It is every workers responsibility to identify and report any such hazards to 
management. 

Where you identify a hazard, if it is safe to do so, immediately take steps to prevent this hazard from posing 
a health or safety risk. If you cannot fix the problem, you are required to report it to management immediately 
and complete the Hazard Report Form. 

In addition, where an inspection of the workplace is taking place, you should inform the person conducting 
the inspection of any ongoing health and safety concerns you have. 

All workers will be given the opportunity to express their views and contribute in a timely manner to the 
resolution of health and safety issues that affect them. These views will be valued and taken into account by 
those making decisions. 
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7 REPORTING OF INCIDENTS AND INJURIES 

7.1 INTRODUCTION 

Wherever possible, the Business aims to prevent any incident or injury from occurring in the workplace. 

However, where an incident, injury or near hit/miss does occur, it is essential that proper records of these are 
kept. This ensures that appropriate records are available should the need arise, for example in support of an 
accident compensation claim. It will also assist the Business to identify and address any ongoing health and 
safety concerns or unsafe work practices. 

7.2 BUSINESS RESPONSIBILITIES 

The Business will provide and maintain a workplace register of injuries. Management must ensure the details 
of any workplace injury/illness are recorded on this register. 

Where a worker is suffering an injury/illness at work and requires medical attention, management will arrange 
this. In emergency cases, an ambulance will be called to attend the location. If it is not an emergency, 
management will organise for the affected worker to be transported to a medical practitioner/centre as soon 
as possible, or for on-site first aid treatment to be rendered. 

Where necessary, management will undertake an investigation into any work related injury/illness within 
24 hours. The purpose of any such investigation will be to determine the cause/s of the injury/illness (if 
possible) and recommend measures (if any) to be implemented to eliminate or reduce the probability of re-
occurrence. 

7.3 WORKER RESPONSIBILITIES 

Where any workplace incident, injury/illness or near hit/miss occurs, you must notify management as soon as 
possible and complete an Incident Report Form. 

You are also responsible for entering the details of any minor workplace injury/illness that requires First Aid 
treatment on the First Aid Treatment Log/Register of Injuries Form. 

For any workplace injury/illness, you are required to undergo medical treatment as necessary. Where the 
need for treatment is identified whilst at work, management will arrange this treatment. However, where your 
injury/illness worsens whilst away from the workplace, or over a period of time, you are required to seek 
medical attention at the earliest opportunity. 

If you have suffered any workplace injury/illness that required medical treatment, you must provide a certificate 
from your treating doctor stating your fitness for duties upon your return to work. 
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8 EMERGENCY PROCEDURES 

8.1 INTRODUCTION 

The health and safety of the workplace and workers may be impacted in an emergency situation, for example 
in the event of a fire. 

Whilst the Business will take all necessary precautions to prevent an emergency situation arising, in the 
unlikely event that an emergency situation does arise, the procedures below are to be followed to ensure the 
health and safety risks associated with such situations are minimised. 

You must ensure that you are aware of our fire and evacuation procedures and the action you should take in 
the event of such an emergency. 

8.2 PROCEDURES 

i) Fire 

If you discover a fire:  

 alert other people in the immediate vicinity to the fire 

 activate any fire alarms and call ‘111’ 

 if safe, try to put out or contain the fire, or otherwise evacuate the premises in accordance 
with the workplace emergency evacuation procedures 

At no time should you risk personal safety in an effort to protect property or others. 

ii) Emergency evacuation  

If an emergency evacuation is required: 

 follow instructions given to you by emergency services personnel and any designated 
evacuation staff (e.g. fire wardens) 

 leave the building via the closest designated exit 

 proceed to the designated assembly area 

During an emergency evacuation, you must remain calm and: 

 do not run, crowd exits, or take your belongings with you 

 do not return to the building until it is safe to do so 
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iii) Earthquake  

If there is an earthquake, follow these steps: 

 stop, drop and hold onto secure furniture  

 remain clear of windows, glass walls or unsecured furniture  

 following the earthquake do not leave the building until you have been advised by 
management  

 if the fire alarm has been disarmed or you discover a fire, follow the fire evacuation process  

 you will be advised by management when it is safe for you to return to the workplace 

iv) Motor vehicle accidents 

If you are involved in a motor vehicle accident in the course of your duties: 

 do not exit the vehicle unless it is safe to do so 

 call the relevant emergency services (if necessary) 

 seek first aid if you are injured or render assistance to any injured person if it is safe to do so 

 set up a warning system for any approaching vehicles to prevent the risk of further accidents 
(if possible) 

 record the registration details of the vehicles involved, as well as the name and licence details 
of the driver/s 

 record the names and addresses of as many witnesses as possible, and take photos of the 
accident scene and damage sustained to any property 

 give your name and address, the registration number of the vehicle and the name of the 
insurance company to any person having reasonable grounds for requiring such information. 
Do not give any further information 

You must notify management of any accidents occurring in the course of your duties as soon as 
practicable and must complete an Incident Report Form. You are responsible for entering the details 
of any injury on the First Aid Treatment Log/Register of Injuries Form in accordance with the 
Reporting of Incidents and Injuries policy above  

The employer must be informed of any and all incidents involving employer vehicles no matter how 
minor within 24 hours. 

In addition in the case of an incident involving injury to another person, you are responsible for notifying 
the police of the occurrence. For major incidents, this must be reported to the police within 24 hours. 
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v) First aid 

You are responsible for: 

 knowing the identity of any first aid officers in the workplace and the location of the nearest first 
aid kit/s 

 seeking first aid where necessary, or complying with any management direction to seek first aid 
in respect of a work related injury/illness 

 informing management of any injury and recording any first aid treatment in the First Aid 
Treatment Log/Register of Injuries 

 informing management if the first aid equipment is running low or has run out  
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9 GENERAL WORKPLACE PROCEDURES 

9.1 INTRODUCTION 

Along with the specific guidelines and procedures outlined throughout this Health and Safety Handbook, there 
are some simple day to day measures that can be adopted by management and workers alike to reduce the 
risks to health and safety in the workplace. 

9.2 GENERAL 

Management and workers alike must ensure: 

 no plant, equipment or safety device (including PPE) is altered or removed from the workplace without 
express management authority 

 all safety signs, policies and procedures are complied with in full 

 illegal drugs are not brought into, or used, in the workplace 

 persons affected by alcohol or drugs are not permitted to access, or remain at, the workplace 

You must ensure that you wear and use any personal protective equipment and clothing issued for your 
protection at all appropriate times.  

9.3 HOUSEKEEPING 

Failure to ensure that the workplace is kept neat and tidy may create unnecessary hazards. 

Management and workers alike are responsible for maintaining a neat and tidy workplace. This involves:  

 ensuring emergency exits, thoroughfares and pedestrian access points are not obstructed 

 ensuring aisles and work areas are clear and free from obstruction at all times so as not to cause 
additional hazards including slip, trip, or fall hazards 

 placing rubbish in the bins provided 

 ensuring all work, communal areas and facilities are kept clean and tidy at all times 
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9.4 HYGIENE  

Any exposed cut or burn must be covered with a first-aid dressing. 

If you are suffering from an infectious or contagious disease you must not enter the workplace without 
clearance from your own doctor. 

Contact with any person suffering from an infectious or contagious disease must be reported before 
commencing work. 

9.5 FITNESS FOR WORK 

Every worker has the responsibility to present to the workplace fit for duty. This means being free of the effects 
of fatigue and drugs (illicit, prescribed and over-the-counter medications) and alcohol. If any individual is 
concerned in any way about a perceived safety risk due to their own or any of their colleague’s fitness for duty 
they have a responsibility to inform their manager.  

If you arrive for work and, in the Business’s opinion, you are not fit to work, the Business reserves the right to 
exercise its duty of care, particularly where the Business believes that you may not be able to undertake your 
duties in a safe manner or may pose a safety risk to others. The Business may remove you from the workplace 
for the remainder of the day with or without pay, conduct an investigation and, dependent on the 
circumstances, if you are an employee you may be liable to disciplinary action.  

You may be required to provide a certificate from your treating doctor stating your fitness for duties before 
being permitted to return to work. 
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10 BULLYING AND HARASSMENT 

10.1 INTRODUCTION 

The Business is committed to the provision of a fair, healthy and safe workplace in which everyone is treated 
with dignity and respect and in which no individual or group feels bullied, threatened or intimidated. 

Bullying or harassment in any form is unacceptable behaviour and will not be permitted or condoned. 

The Business recognises that bullying and harassment can exist in the workplace, as well as outside, and 
that this can seriously affect worker’s working lives by detracting from a productive working environment and 
can impact on the health, confidence, morale and performance of those affected by it, including anyone who 
witnesses or has knowledge of the unwanted or unacceptable behaviour. 

10.2 HARASSMENT 

The intention of these procedures are to inform workers of the type of behaviour that is unacceptable and to 
provide procedural guidance.  

We recognise that we have a duty to implement this policy and all workers are expected to comply with it. 

Harassment is any unwanted physical, verbal or non-verbal conduct based on grounds of age, disability, 
gender identity, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual 
orientation which affects the dignity of anyone at work or creates an intimidating, hostile, degrading, 
humiliating or offensive environment. 

A single incident of unwanted or offensive behaviour can amount to harassment. 

Harassment can take many forms and individuals may not always realise that their behaviour constitutes 
harassment. Examples of harassment include: 

 insensitive jokes and pranks 

 lewd or abusive comments about appearance 

 deliberate exclusion from conversations 

 displaying abusive or offensive writing or material 

 unwelcome touching 

 abusive, threatening or insulting words or behaviour 

These examples are not exhaustive and disciplinary action at the appropriate level will be taken against 
workers committing any form of harassment. Appropriate action in relation to an employee will include 
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disciplinary action in accordance with the Business’s disciplinary and disciplinary termination procedure. For 
other workers, appropriate action may include termination of their engagement with the Business. 

10.3 BULLYING 

Bullying is repeated, offensive, abusive, intimidating, insulting or unreasonable behaviour directed towards an 
individual or a group, which makes the recipient(s) feel threatened, humiliated or vulnerable. Note single 
incidents of bullying will not be tolerated. 

Bullying can occur in the workplace and outside of the workplace at events connected to the workplace, such 
as social functions or business trips. 

Bullying can be a form of harassment and can cause an individual to suffer negative physical and mental 
effects. 

Bullying can take the form of physical, verbal and non-verbal conduct. As with harassment, there are many 
examples of bullying, which can include: 

 abusive, insulting or offensive language or comments 

 unjustified criticism or complaints 

 physical or emotional threats 

 deliberate exclusion from workplace activities 

 the spreading of misinformation or malicious rumours 

 the denial of access to information, supervision or resources such that it has a detrimental impact on 
the individual or group 

These examples are not exhaustive and disciplinary action at the appropriate level will be taken against 
employees committing any form of bullying. Appropriate action in relation to an employee will include 
disciplinary action in accordance with the Business’s disciplinary and disciplinary termination procedure. For 
other workers, appropriate action may include termination of their engagement with the Business. 

10.4 BULLYING AND HARASSMENT COMPLAINT PROCEDURES 

i) Informal complaint 

The Business recognises that complaints of bullying, harassment, and particularly of sexual 
harassment, can sometimes be of a sensitive or intimate nature and that it may not be appropriate for 
you to raise the issue through our normal grievance procedure. In these circumstances you are 
encouraged to raise such issues with a senior colleague of your choice (whether or not that person 
has a direct supervisory responsibility for you) as a confidential helper. 
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If you are the victim of minor bullying or harassment you should make it clear to the alleged bully or 
harasser on an informal basis that their behaviour is unwelcome and ask the individual to stop. If you 
feel unable to do this verbally then you should hand a written request to the individual, and your 
confidential helper can assist you in this. 

ii) Formal complaint 

Where the informal approach fails or if the bullying or harassment is more serious, you should bring 
the matter to the attention of the Business as a formal written complaint and again your confidential 
helper can assist you in this. If possible, you should keep notes of the bullying or harassment so that 
the written complaint can include: 

 the name of the alleged bully or harasser 

 the nature of the alleged incident of bullying or harassment 

 the dates and times when the alleged incident of bullying or harassment occurred 

 the names of any witnesses 

 any action already taken by you to stop the alleged bullying or harassment 

On receipt of a formal complaint we will take action to separate you from the alleged bully or harasser 
to enable an uninterrupted investigation to take place. This may involve a temporary transfer of the 
alleged bully or harasser to another work area or suspension of employees (with contractual pay) until 
the matter has been resolved. 

The person dealing with the complaint will invite you to attend a meeting, at a reasonable time and 
location, to discuss the matter and carry out a thorough investigation. You have the right to be 
accompanied at such a meeting by your confidential helper and/or a support person or representative. 
You must take all reasonable steps to attend the meeting. Those involved in the investigation will be 
expected to act in confidence and any breach of confidence may be a disciplinary matter. 

On conclusion of the investigation which will normally be within ten working days of the meeting with 
you, a report of the findings and any decision will be sent, in writing, to you and to the alleged bully or 
harasser. 

10.5 GENERAL NOTES 

If the report concludes that the allegation is well founded, appropriate action will be taken against the bully or 
harasser. 

If you bring a complaint of bullying or harassment you will not be victimised for having brought the complaint. 
However, if the report concludes that the complaint is both untrue and has been brought with malicious intent, 
appropriate action will be taken against you. Appropriate action in relation to an employee will include 
disciplinary action in accordance with the Business’s disciplinary and disciplinary termination procedure. For 
other workers, appropriate action may include termination of their engagement with the Business. 
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11 HAZARDOUS MANUAL HANDLING 

11.1 INTRODUCTION 

As part of your role, you may be required to undertake manual handling in the workplace. 

Manual handling involves much more than lifting and moving loads. It applies to any activity that causes forces 
and loads to be exerted on your body. Lifting, bending, twisting, throwing and catching, pushing and pulling, 
static and awkward postures all exert forces on our muscles and skeleton and adding loads increases the 
amount of the forces we bear. 

The general principles below are to be followed in all work procedures to ensure the health and safety risks 
associated with manual handling are minimised. 

11.2 BUSINESS’S RESPONSIBILITIES 

The Business has a duty to ensure, so far as reasonably practicable, the health, safety and welfare at work 
of all its workers. In particular, it is responsible for: 

 identifying, assessing and controlling any hazards associated with manual handling in consultation 
with workers 

 eliminating or minimising, as far as possible, any manual handling tasks, for example by re-designing 
tasks and workflows to avoid these, removing unnecessary/double material handling, and ensuring 
that manual handling tasks are rotated through workers to avoid fatigue and stresses 

 ensuring housekeeping and storage facilities eliminate or minimise manual handling risks 

 providing mechanical aids where reasonably practicable to reduce the risks associated with a manual 
handling task 

 training workers in safe manual handling techniques, allowing enough time in work tasks for these to 
be followed, and supervising workers to ensure safe manual handling techniques are used 

 identifying where manual handling has contributed or resulted in an incident or injury and taking 
appropriate steps to prevent future reoccurrence where possible 
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11.3 WORKER RESPONSIBILITIES 

When undertaking tasks involving manual handling, you are responsible for: 

 assessing the risk that these pose to you (for example by checking the label to identify the weight or 
size of an object) to determine whether it is safe to continue 

 preventing exposure to further manual handling risks through storage of bulky or heavy items as 
close as possible to waist height 

 using any available mechanical aids where practicable to reduce the risks associated with a manual 
handling task, provided that you are trained and competent in the use of these aids 

 identifying situations where team lifting is required and participating in this 

 complying with any procedures in place including those relating to load, distance, rotation of tasks, 
order of tasks, rest breaks, etc 

 identifying where an established procedure or aid is not sufficient to control the risk of a manual 
handling injury and notifying your manager or supervisor immediately 

 reporting any incidents and/or injuries sustained as soon as practicable 
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12 DRUGS AND ALCOHOL 

12.1 ZERO TOLERANCE POLICY 

The use of drugs or alcohol jeopardises a safe workplace. The Business has a zero tolerance policy with 
regard to drugs and alcohol and the workplace. Workers are not permitted to work while under the influence 
of drugs or alcohol. 

Non-compliance with this policy and any associated procedure by employees may result in disciplinary action 
up to and including termination. Non-compliance by other workers may also result in appropriate action up to 
and including termination of their engagement with the Business. 

The Business recognises alcohol and other drug dependencies as treatable conditions, and encourages those 
persons who may be subject to such dependency to seek assistance from appropriate Businesses or support 
groups.  

Workers and visitors must not be adversely affected by drugs or alcohol at work or while at work functions, 
and must at all times be fit to perform their work safely.  

Alcohol may be consumed at some Business events. Where this is the case, the Business encourages 
responsible alcohol consumption. At no time should you be drunk or behave in a manner which is 
inappropriate. 

12.2 PRESCRIBED/OVER-THE-COUNTER MEDICATION 

Workers who are taking any prescribed/over-the-counter medication or drugs which may affect their ability to 
perform their work must notify management as soon as possible. You may be required to produce a medical 
certificate stating that you are fit for work or specifying any restrictions. 

12.3 SCREENING 

The Business may require screening for alcohol and drugs. For employees, this may include pre-employment 
testing. Testing may be conducted based on reasonable suspicion or following an incident or accident. The 
Business reserves the right to carry out random testing across all levels of workers. 

The following provides examples of activities which may result in disciplinary procedures, up to and including 
termination of your employment or engagement with the Business. If you: 

 are removed from the workplace due to impairment or reasonable suspicion of impairment 

 return a positive result following testing 

 return a blood alcohol level of more than zero or the equivalent in urine or breath samples 
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 refuse reasonable direction to undertake drug and alcohol screening 

 are in possession of illegal drugs for supply or consumption in the workplace or the Business’s 
vehicles 

This list is not exhaustive. 

If you perform work on a client site which conducts regular or random drug and alcohol testing, you will be 
required to participate. 

Where you are suspected of being affected by drugs or alcohol, you may be required to participate in 
appropriate testing. Positive readings at any time will result in disciplinary procedures up to and including 
termination of your employment or engagement with the Business. 

If you return a positive result or refuse to participate in testing, you will be required to cease work immediately 
and leave the workplace. This time will be unpaid until such a time that you are fit to return to work. You will 
not be able to return to the workplace until you return a negative result. If you are required to leave the 
workplace, you will be required to report to management on your return or when you are no longer under the 
influence of drugs or alcohol, to discuss the incident. 

12.4 NO SMOKING POLICY 

Smoking on the premises or in the Business's vehicles is not permitted. You are only permitted to smoke in 
designated areas and during your breaks. 

If working on alternative sites, you must adhere to all relevant client site-specific policies and procedures 
regarding smoking. 
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13 HSW ISSUES RESOLUTION 

13.1 INTRODUCTION 

Issues may arise anywhere within the Business in relation to health and safety at work matters. Often these 
can be resolved at the source or where the original issue is raised. However, where an issue cannot be 
resolved to the satisfaction of any party following consultation and discussion on the matter, an issues 
resolution process will ensure that the matter is resolved in a fair and equitable manner.  

When health and safety at work issue arises, the parties must make reasonable efforts to achieve a timely, 
final and effective resolution of the issue. 

Any party to the issue may inform the other party of the issue as it may relate to: 

 work carried out at the workplace 

 the conduct of the Business 

When informing any other party of an issue, there must be a defined issue to resolve and the nature and 
scope of the issue must be identified. All parties involved in the issue must make reasonable efforts to come 
to an effective, timely and final solution of the matter. 

13.2 BUSINESS’S RESPONSIBILITIES 

The Business will consult with workers to ensure that there is genuine agreement on the Issues Resolution 
Procedure and will ensure that: 

 all workers have sufficient knowledge and understanding of the issues resolution procedures 

 all issues raised are addressed in a timely and effective manner 

Where issues are raised by other parties within the Business that have not been resolved at the local level, 
the Business will agree to meet or communicate with all parties to the issue in a genuine attempt to resolve 
the issue, taking into account: 

 the overall risk to workers or other parties to the issue 

 the number and location of workers and other parties affected by the issue 

 the measures or controls required to resolve the risk 

 the person responsible for implementing the resolution measures or controls 

The Business will ensure that their representative to any consultation and communication designed to resolve 
an issue is sufficiently competent to act on its behalf, has sufficient knowledge and understanding of the issues 
resolution process and has the appropriate level of seniority in the decision making process.  
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13.3 SUPERVISOR’S RESPONSIBILITIES 

When presented with a health and safety issue, the supervisor will ensure that the individual reporting the 
issue has completed a Hazard Report Form or an Incident Report Form. Where an issue cannot be resolved 
at the localised level and/or the supervisor is unable to resolve the issue through effective consultation with 
the worker/s affected, the matter will be escalated to the next level of management. 

13.4 WORKER’S RESPONSIBILITIES 

Workers are encouraged to resolve minor health and safety issues at the source of the issue, where they are 
authorised and it is safe to do so.  

Where the issue cannot be resolved at the initial level, the issue should be raised with the supervisor of the 
area concerned. Every endeavour should be made to resolve health and safety matters at departmental level 
before referring them to the next level within the Business.  

Where an issue raised by workers has been considered by all levels within the Business and cannot be 
effectively resolved following genuine consultation and communication, a worker or their representative may 
refer the HSW issue to their industrial union, representative association or the regulator for assistance with 
resolution.  

13.5 ISSUES RESOLUTION OUTCOMES 

Where an issue is resolved, all identified health and safety issues and their subsequent resolution will be 
recorded to allow the Business to identify potential future risks and endeavour to prevent a recurrence.  

Where the issue is resolved and any party to the issue requests, details of the issue and the resolution will be 
set out in a written agreement.  

Where a written agreement is prepared: 

 all parties to the issue must be satisfied that it accurately reflects the resolution 

 the agreement will be provided to all people involved with the issue and/or their representative if 
requested 

Where an issue remains unresolved following all reasonable efforts being made to resolve it, any party to the 
issue can ask the regulator to appoint an inspector to assist at the workplace. Such a request can be made 
regardless of whether or not there is agreement about what is deemed to be reasonable efforts to resolve the 
issue. 



 

NEW ZEALAND CAREERS LIMITED 25 

14 MOTOR VEHICLES 

14.1 INTRODUCTION 

Operating motor vehicles is a normal part of the Business’s activities. 

Where travelling in the course of duties, the motor vehicle is considered to be a workplace and the Business 
recognises it has health and safety obligations in respect of this. 

14.2 WORKER RESPONSIBILITIES 

You are responsible for ensuring you comply with the Business’s policies and procedures relating to motor 
vehicles and their use. In particular you must: 

 possess a current driving licence and management’s authority to drive during the performance of 
your duties 

 produce your driving licence for scrutiny by management at any time as requested 

 inform the Business immediately if you are disqualified from driving 

When operating a motor vehicle in the performance of your duties, you must observe and obey the road laws. 
In particular, you must: 

 adhere to the appropriate speed limit at all times 

 wear the restraints provided at all times when travelling in the motor vehicle 

 ensure that you are not affected by alcohol and/or drugs at the time of driving 

 report any defects or issues with the motor vehicle to the Business as soon as reasonably practical 

 ensure that the motor vehicle is maintained in safe working order 

 ensure that only authorised passengers are transported and are kept safe while doing so 

 ensure that authorised passengers use the restraints provided 

14.3 REVERSING 

At all times when reversing a truck, loaded van or any other vehicle where, due to load or conditions, 
clear line of sight from all internal and external rear view mirrors is impeded or obscured in any way, 
you must use a spotter to assist. Any damage done to the vehicle when not using a spotter will be 
considered negligent. 
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14.4 PROCEDURES 

i) Vehicle breakdown procedure 

When a motor vehicle breaks down, drivers can become distracted and unwittingly place themselves 
and others in danger. To minimise the risks associated with a breakdown, you should: 

 stop and park the motor vehicle is a safe place as far off the road as practical 

 avoid stopping around blind corners, just over the crest of a hill, on bridges or where roads 
are very narrow 

 use the motor vehicle’s hazard lights to warn other road users 

 know who to call for assistance and have the contact details of your location, the fault/issue, 
and immediate actions you have taken 

You should not: 

 attempt to repair the motor vehicle unless you are qualified and authorised to do so 

 stay in the motor vehicle, unless this is the safest option. Generally, it is safer for you (and 
your passengers) to keep well clear of the motor vehicle and wait for help to arrive 

 exit the motor vehicle on the traffic side, unless this is the safest option. Generally, it is safer 
for you (and your passengers) to exit via the passenger side 

 leave the motor vehicle’s bonnet up once help has been arranged. Other drivers may stop 
which could compromise their safety 

ii) Motor vehicle accident procedure 

If you are involved in a motor vehicle accident, you are required to follow the breakdown procedure if 
the vehicle is damaged to the extent that it cannot be operated. In addition, you should: 

 exchange insurance details with involved parties 

 seek medical attention if required 

 notify the relevant emergency services as required 

 advise the Business of the accident as soon as practical and provide details of the location of 
the accident, damage to motor vehicle, third parties involved and immediate actions you have 
taken 

 you must complete an Incident Report Form and forward it to your supervisor/manager as 
soon as practicable 
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iii) Use of mobile phone while operating a motor vehicle 

You must operate motor vehicles in compliance with all road rules and in particular ensure:  

 you do not use a mobile phone whilst driving unless via an approved hands free or cradle 
device 

 you limit your usage whilst using an approved device to short conversations only 

 you do not use SMS, video and/or email whilst driving 

 you do not hold or touch a phone at any time whilst driving unless the motor vehicle is legally 
parked (even if you are just passing it to a passenger) 
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15 REMOTE/ISOLATED WORK 

15.1 INTRODUCTION 

Workers may be required to work in remote or isolated areas away from the normal workplace. This can 
include working off-site, travelling in the course of your duties and work that is isolated from the assistance of 
others due to location, time or the nature of the work being performed. 

When performing remote/isolated work, workers can face higher levels of exposure to hazards than when  
working in a controlled environment and may not have the same level of access to support and emergency 
services. 

The procedures below are to be followed to ensure the health and safety risks associated with remote/isolated 
work are minimised. 

15.2 BUSINESS’S RESPONSIBILITIES 

The Business has a duty to ensure, so far as reasonably practicable, the health, safety and welfare at work 
of all its workers whilst performing remote/isolated work. In particular, it is responsible for: 

 identifying, assessing and controlling any hazards associated with remote/isolated work in 
consultation with workers 

 consulting with workers on communication procedures applying to remote/isolated work and the 
frequency of contact required. This may be at the start and end of each shift, at pre-set intervals, or 
as often as required based on the type of work being performed 

 providing workers with appropriate means of communication to be utilised while performing 
remote/isolated work (for example a mobile phone, satellite phone, digital two way radio, GPS 
tracking device, pager or land-line phone) 

 providing workers with access to a nominated person or management representative at all times 
whilst performing remote/isolated work 

15.3 WORKER RESPONSIBILITIES 

While performing remote/isolated work you are responsible for: 

 ensuring you are familiar with weather and local conditions before commencing your journey 

 maintaining regular contact with your manager or a nominated person in accordance with agreed 
communication procedures 

 assessing the risks posed by any hazards and determining if it is safe to continue work 
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 controlling any hazards where safe to do so 

 contacting your manager where any hazard prevents you from performing your duties 

 reporting any incidents and/or injuries sustained whilst performing remote/isolated work as soon as 
practicable 
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16 WORKING OFFSITE 

16.1 INTRODUCTION 

Workers may be required to work offsite in settings that are not under the control of the Business. This may 
include both working at a site controlled by a host employer, as well as working in locations that are not under 
the immediate control of another Business (for example, in public domains). 

The procedures below are to be followed to ensure the health and safety risks associated with working offsite 
are minimised. 

16.2 BUSINESS’S RESPONSIBILITIES 

The Business has a duty to ensure, so far as reasonably practicable, the health, safety and welfare of all its 
workers while working offsite. In particular, it is responsible for: 

 verifying with any host employer that all hazards and risks within the offsite setting and associated 
with the offsite work activity have been identified, assessed and controlled 

 where there is no host employer, ensuring a risk assessment has been completed for the work to be 
carried out. If this is not possible prior to the offsite work commencing, workers will be directed to 
complete a risk assessment prior to commencing the offsite work 

 providing information to workers on the location, environment and layout of the site including access 
points and exits 

16.3 WORKER RESPONSIBILITIES 

When working offsite, you are responsible for: 

 ensuring you comply with any site specific health and safety instructions, policies and procedures 

 reporting to the site reception area or designated contact person to announce your arrival, and 
signing into the site visitors attendance log where required 

 carrying/wearing any visitor passes whilst on site as required 

 completing any site-specific health and safety induction as required 

 conducting any pre-use inspections and checks of plant and equipment as necessary 

 wearing any safety protection clothing (PPE) as required 

 using designated walkways or access paths, and obeying signage on the site 
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 reporting any hazards identified while on site to the designated person. If a hazard cannot be 
resolved, contact your manager immediately 

 assessing the risks posed by any hazards and determining if it is safe to continue work 

 following the site specific emergency evacuation response plan in the event of an emergency and all 
directions by nominated wardens 
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17 MACHINERY SAFE GUARDING 

17.1 INTRODUCTION 

A hazard zone is somewhere that workers may be exposed to moving and/or dangerous parts on plant 
(machinery and equipment). This may include hot and cold parts, pressure, moving belts, nip points etc. Other 
hazards can be associated with plant such as noise, generation of flammable dust, atmospheric contaminants 
and products or waste that may be ejected from the plant. To ensure worker safety and the well-being of 
others in on or about the workplace, hazard zones are safeguarded to prevent injury. 

A guard is a barrier which prevents or controls the hazards associated with plant. The use of machinery that 
is not properly guarded can result in fatalities and serious injuries, including amputation of limbs, severe 
lacerations, fractures, electrocution, burns or scalds and eye injuries. 

Risks associated with operating or working near machinery in the workplace will be addressed via a risk 
management approach. 

17.2 IDENTIFYING MACHINERY HAZARDS 

Machinery hazards can be identified by: 

 observing how workers perform their tasks 

 reviewing any documentation regarding use that is provided by the machinery manufacturer or that 
is otherwise available 

 reviewing the tasks associated with the operation of machinery such as operating, clearing 
blockages, cleaning, adjusting, setting up, maintaining, repairing or working on a machine or item of 
plant 

 checking workplace specific documentation regarding the machinery, for example pre-start 
checklists 

 consulting with the workers carrying out the tasks 

 inspecting the location and considering: 

o proximity to other machines and work processes, fixed plant, portable plant and tools 

o walkways and pedestrian access in the vicinity of plant, including access for routine operating 
and maintenance activities 

 inspecting the machinery and identifying any of the following hazards: 

o drawing-in or trapping hazards where a part of the body could be drawn into a ‘nip-point’ between 
rotating parts 
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o entanglement hazards where loose items such as clothing, gloves, ties, jewellery, long hair, 
cleaning rags, bandages etc may be caught in a machine 

o shearing hazards from a machine which uses a slide or knife in order to trim or shear metal or 
other materials 

o cutting hazards in machinery used cutting wood, metal, or other materials 

o impact hazards where parts of machinery may strike the human body, but do not penetrate it 

o crushing hazards when a part of the body may be caught between a fixed structure and moving 
part of a machine, or two moving parts of a machine 

o stabbing and puncturing hazards from flying objects expelled by the machine or rapidly moving 
parts of machinery or pieces of material 

o friction and abrasion hazards 

o hot or cold hazards 

17.3 ASSESSING MACHINERY HAZARDS 

As part of the risk management approach, the Business has an obligation to ensure that any machinery 
operations that pose a risk of injury to workers are assessed to determine the seriousness of these hazards. 

In assessing risks arising from machinery operations, the following factors should be taken into account: 

 the visibility (or noticeability) of the hazard 

 whether the danger zone can be reached and the likelihood of a worker extending fingers, hands, 
arms, feet or legs into places where they should not go during normal machine operation 

 isolation procedures for maintenance, inspection, repair and cleaning practices 

 infrequent or one-off tasks required on the plant and anticipated work practices such as reaching into 
machines to free blockages/jams or retrieve things 

 individual factors such as age, background, training and skills of those who might be operating or come 
into contact with the machinery or plant 

17.4 HAZARD CONTROLS 

The Business will ensure, as far as reasonably practicable, that the risks associated with machinery operations 
in the workplace are controlled. The process of controlling machinery risks will be determined in consultation 
with the workers who are required to carry out the task. 
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In the event that machinery operations have been assessed as a risk, the Business will: 

 eliminate the machinery/operation if it is not essential 

 substitute the hazardous machinery with something less hazardous 

 provide and maintain appropriate machinery guarding which: 

o does not create a risk in itself and should not introduce new hazards such as rough or sharp 
edges 

o controls any risks arising from finished products or waste being ejected from the machine 

o allows for cleaning, servicing and maintenance of the machine 

 install machinery guarding according to the hierarchy of controls: 

o install a permanent barrier of a solid and secure nature so that it cannot be removed or interfered 
with by any non-authorised person, with automatic cut-off or starter prevention when the 
guarding is removed for any reason 

o install an interlocked physical barrier or a barrier requiring removal by a tool where access is 
required to a dangerous area of the machine during operation 

o if the above are not practicable - install a presence-sensing safeguard system 

 establish safe work practices, such as restricting access to hazardous machinery and limiting operation 
of hazardous machinery to workers who have demonstrated competency 

 provide instruction and supervision appropriate to the level of expertise of the worker/s involved 

 provide PPE such as gloves, safety glasses etc as a secondary measure to supplement the other 
controls outlined above 
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18 LOCKOUT AND TAGGING OF PLANT 

18.1 INTRODUCTION 

Workers may be required to work with items of plant or equipment which is locked out of service or tagged to 
warn of a hazard. In such circumstances, the procedures below are to be followed.  

18.2 BUSINESS’S RESPONSIBILITIES 

The Business has a duty to ensure, so far as reasonably practicable, the health, safety and welfare at work 
of all its workers. In particular, it is responsible for controlling the risk of injury occurring when plant is 
inadvertently activated or stored energy is released during inspection, repair, adjustment, maintenance and/or 
cleaning. 

The Business will achieve this by implementing a Lockout and Tagging of Plant Procedure, which includes 
the following process: 

 identify all energy sources likely to re-activate the plant which may place people doing the work at risk 

 identify isolation points 

 isolate all energy sources 

 de-energise all stored energy 

 lock out the isolation points 

 testing all isolated power sources after plant has been locked out 

 tag items of plant and equipment as a means of providing information to others at the workplace 

18.3 WORKER RESPONSIBILITIES 

When working in the vicinity of any items of plant or equipment which are locked out of services or tagged to 
warn of a hazard, you are responsible for: 

 not removing any lockout device or tag that was not put in place by you 

 not inspecting, repairing, adjusting, maintaining and/or cleaning any item of plant or equipment unless 
you are authorised to do so 

 adhering to the Lockout and Tagging of Plant Procedure 

 using approved lockout devices and tags only 
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 using one lock per person when more than one worker is working on a locked out item of plant 

 ensuring that each locking device only has one key 

 completing tags correctly and in full 
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19 HAZARDOUS NOISE 

19.1 INTRODUCTION 

Hazardous noise can destroy the ability to hear clearly. It can permanently damage the nerve cells in the inner 
ear causing what is called noise induced hearing loss and can also result in a permanent ringing in the ear 
known as tinnitus. It can also present as an added risk to the workplace as it can make it more difficult to hear 
sounds necessary for working safely such as instructions or warning signals. 

The degree of hearing loss caused by hazardous noise is dependent on how loud the noise is and how long 
a person is exposed to it. The nature of the sound can also have an effect on hearing loss as some high 
pitched sounds are more damaging than low pitched sounds. 

Implementation of this policy will help to ensure that all relevant workers are informed about hazardous noise 
to prevent noise induced hearing loss and other noise related illnesses. 

Risks associated with hazardous noise in the workplace will be addressed via a risk management approach. 

19.2 BUSINESS’S RESPONSIBILITIES 

Where noise is assessed as being potentially hazardous, the Business will develop and implement a Noise 
Control Program which will include, regular monitoring of the workplace, education and training of workers 
and regular audiometric testing for workers who may be exposed to hazardous noise. 

The Noise Control Program will ensure that hazardous noise is controlled, as far as is practical, through the 
application of the hierarchy of controls. 

The Business will ensure that hearing protection will only be considered as the control method: 

 when the risks arising from exposure to noise cannot be eliminated or minimised by other more 
effective control measures 

 as an interim measure until other control measures are implemented 

 when protection is required in addition to what has been achieved using other noise control measures 

19.3 WORKER RESPONSIBILITIES 

Where working in and around hazardous noise, you are responsible for: 

 ensuring that you have the knowledge to understand the hazards associated with working with 
hazardous noise and the control measures implemented for your protection 

 ensuring that you do not enter a work area designated as hazardous noise until all control measures 
required are implemented 
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 following any procedure, guidance or instruction you receive on how to perform work involving 
working with hazardous noise, including the use of PPE 

 taking reasonable care to prevent risks associated with hazardous noise to other workers 

 notifying management of any hazardous noise risk that you become aware of that may not have 
been previously identified and may not form part of the noise control programme. For example, where 
maintenance may be required to machinery to reduce noise levels 
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20 ELECTRICAL SAFETY 

20.1 INTRODUCTION 

Electrical risks are risks of death, electric shock or other injury caused directly or indirectly by electricity and 
may include: 

 electric shock causing injury or death 

 arcing, explosion or fire causing burns 

 toxic gases from burning and arcing associated with electrical equipment 

 falls from ladders, scaffolds or other elevated work platforms after contact with electricity 

 fire resulting from an electrical fault 

20.2 IDENTIFYING THE RISK 

The Business will consult with workers to identify electrical hazards arising from electrical equipment or 
installations. The following will be considered to assist in the identification of electrical risk: 

 the design, construction, installation, maintenance and testing of electrical equipment or electrical 
installations 

 inadequate or inactive electrical protection, for example no or damaged safety switches 

 where and how electrical equipment is used, for example electrical equipment may be at a greater 
risk of damage if used outdoors or in a factory or workshop environment 

 electrical equipment being used in an area in which the atmosphere presents a risk to health and 
safety from fire or explosion, for example using grinders in areas where flammable fumes may be 
present 

 type of electrical equipment, for example ‘plug in’ electrical equipment that is moved from site to site, 
including extension leads, are particularly liable to damage 

 the age and condition of electrical equipment and electrical installations 

 work carried out on or near electrical equipment or electrical installations such as electric overhead 
lines or underground electric services 

 reviewing incident reports 
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20.3 ASSESSING THE RISK 

The Business will consult with workers to assess the risk associated with electrical hazards considering the 
following: 

 the conditions under which the electrical equipment is used, for example wet conditions outdoors or at 
construction sites 

 work practices and procedures, for example using electrical equipment in flammable atmospheres 

 the capability, skill and experience of relevant workers 

20.4 CONTROLLING THE RISK 

The Business will consult with workers to determine control actions for eliminating or minimising electrical 
risks. 

Where the hazard cannot be eliminated, for example by using hand tools in place of power tools in flammable 
atmospheres, or de-energising equipment and circuits prior to conducting work, the Business will minimise 
the risk associated with electrical equipment and installations considering the following: 

 replacing a power tool that is plugged into mains electricity with an extra-low voltage battery-operated 
tool 

 using safety switches (portable or fixed) to minimise the risk, for example installing residual current 
devices to reduce the risk of receiving a fatal electric shock 

 administrative controls and safe work practices, for example determining electrical and gas lines prior 
to the use of tools to penetrate walls, floors and ceilings, use of permits and warning signs 

Unsafe electrical equipment must be disconnected or isolated from its electricity supply. It must not be 
reconnected unless it is repaired by a competent person or tests by a competent person have confirmed it is 
safe to use. Alternatively, it could be replaced or permanently removed from use. 

Unsafe electrical equipment should be labelled indicating it is unsafe and must not be used. This is to prevent 
inadvertent use before the electrical equipment can be tested, repaired or replaced. 

Serious injuries and fatalities may be prevented by the use of properly installed and maintained residual 
current devices (RCDs), commonly referred to as ‘safety switches’. An RCD is an electrical safety device 
designed to immediately switch off the supply of electricity when electricity ‘leaking’ to earth is detected at 
harmful levels. RCDs offer high levels of personal protection from electric shock. 
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20.5 ELECTRICAL EQUIPMENT TESTING AND TAGGING 

Electrical equipment used in lower-risk operating environments does not require inspection and testing or 
tagging if connected to a fixed safety switch. However, where electrical equipment is: 

 supplied with electricity through an electrical socket outlet (‘plug in’ equipment) 

 used in an environment in which its normal use exposes the equipment to operating conditions that 
are likely to result in damage to the equipment or a reduction in its expected life span, for example 
moisture, heat, vibration, mechanical damage, corrosive chemicals or dust 

 the Business will ensure that the electrical equipment is regularly inspected and tested by a competent 
person according to the standards outlined in the ASNZS 3760:2010 ‘In-service safety inspection and 
testing of electrical equipment’.  

The timings are as follows: 

 Any new untagged appliance before use for the first time  
 

 Building sites and hire equipment 3 monthly  
 

 Factories, work areas and cleaning equipment 6 monthly  
 

 Schools, and all other areas not mentioned 1 yearly  
 

 Residential areas of hotels, motels and rest homes 2 yearly  
 

 Protected appliances that are not moved 5 yearly otherwise 1 year  
.  

 
These are the minimum requirements and every employer and manager must take all practicable steps to 
ensure the safety of employees while at work and in particular shall ensure that appliances are maintained 
and safe to use. This may require more regular testing to suit the environment. 
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21 FORKLIFTS 

21.1 INTRODUCTION 

A forklift is a powered industrial truck designed to raise, lower and travel with a load. This is achieved through 
a mast and an elevating load carriage, with a pair of fork arms (tines) or other load holding device attached to 
the carriage. 

Operating a forklift in the workplace is hazardous and has the potential to result in injury or damage to workers, 
visitors, pedestrians and property. Risks include forklift rollover, instability, crushing, impacting and collisions, 
as well as risks associated with lifting loads and working in an area with overhead power lines. 

Risks associated with operating a forklift in the workplace will be addressed via a risk management approach. 

21.2 IDENTIFYING FORKLIFT HAZARDS 

Forklift hazards can be identified by: 

 the type of forklift in use, for example petrol, diesel, gas or electric powered forklifts 

 reviewing the tasks associated with forklift operations 

 observing how workers perform their tasks 

 reviewing any documentation regarding use that is provided by the manufacturer or that is otherwise 
available 

 checking workplace specific documentation regarding the forklift, for example pre-start checklists 

 consulting with the workers carrying out the tasks 

 observing the movement of pedestrian and vehicular traffic in the vicinity of the work area 

21.3 ASSESSING FORKLIFT RISKS 

As part of the risk management approach, the Business has an obligation to ensure that any forklift operations 
that pose a risk of injury to workers are assessed to determine the seriousness of these hazards. 

In assessing risks arising from forklift operations, the following factors should be taken into account: 

 loading and unloading of the forklift, and in particular any manual handling risks that may arise as a 
result of this 
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 the areas in which the forklift will be operated, including identification of any pedestrian areas and 
potential obstructions 

 the space required to safely manoeuvre the body of the forklift, including the space required to 
manoeuvre the load or mast around and beneath door frames, ceilings, structures, power lines, pipes, 
fitting and stored/stacked material 

 the ventilation of the area in which the forklift will be operated 

 the surfaces on which the forklift will be operated, including uneven surfaces, ramps/inclines that would 
place the forklift on an angle, or any surfaces which may be impacted by oil and other substances 

 the impact of the forklift, its mast or load in creating blind spots 

 the movement of workers, pedestrians and other vehicles in proximity to an area in which a forklift may 
be operated 

This risk assessment process is to be carried out in consultation with the workers who are required to operate 
the forklift. Representatives of workers, such as health and safety committee members or representatives, 
will also be consulted. In instances where it is identified that there is a high volume of vehicular and/or 
pedestrian traffic, a traffic management plan may need to be implemented. 

21.4 CONTROLLING FORKLIFT RISKS 

The Business will ensure, as far as reasonably practicable, that the risks associated with forklift operations in 
the workplace are controlled. The process of controlling forklift risks will be determined in consultation with 
the workers who are required to carry out the task. 

In the event that forklift operations have been assessed as a risk, the Business will: 

 ensure that the forklift is appropriate for the environment in which it is to be operated, for example by 
only provided electric forklifts in areas where ventilation is poor 

 ensure that the forklift is inspected, tested and maintained in accordance with the manufacturers 
requirements 

 manage the areas in which the forklift is operated to reduce or eliminate obstructions and hazards, and 
ensure pedestrians have safe walkways 

 ensure that workers who are required to operate forklifts hold the relevant licence and Occupational    
Safety and Health Operator Certificate (OSH) and are competent in the use of the forklift. Details of 
this will be recorded in the Skills Matrix 

 ensure that workers who hold the OSH certificate are requalified every 3 years 

 provide a Forklift Pre-Start Checklist to be completed at the start of each shift, working day or use, 
as appropriate 
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 provide seatbelts in forklifts and ensure these are used by workers 

 provide mechanical aids where possible to reduce manual handling tasks associated with forklift 
operations, or otherwise train workers on appropriate manual handling techniques (in particular when 
loading/unloading the forklift) and safe operating loads 

In addition, the following controls will be used to control specific hazards associated with forklift operations. 

i) Parking and unattended forklifts 

Forklifts will not to be parked: 

 in front of any doorway, entrance, or emergency exit 

 in front of firefighting or other safety equipment 

 on a slope without chocking the wheels or taking some precaution to avoid accidental movement 
down the slope 

When leaving a forklift unattended, workers will be directed to: 

 lower the forks completely and tilt them forward so that the tips come into contact with the ground 

 place all controls in neutral 

 apply the park brake 

 switch off the engine or power supply and remove the key 

 close the fuel-isolating valve on LP gas-fuelled forklifts 

ii) Refuelling 

Refuelling operations will be undertaken only by trained and authorised personnel in designated areas 
appropriate to the type of forklift. Suitable controls to manage the hazards specific to the type of plant 
will be in place. For example, within bunded and hardstand areas, away from water bodies and storm 
water drains to prevent spills, appropriate PPE will be provided and used. 

iii) Attachments 

Where specific attachments are fitted to forklifts (e.g. fork extensions, lifting brackets, hooks, drum 
carriers, etc), the Business will ensure that: 

 the attachment is compatible with the forklift and is able to be fitted in an appropriate manner 

 the use of such attachments does not contravene manufacturer recommendations for safe use 

 safety chains are fitted (where necessary) 
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 alternative safe working loads, load charts, and lifting precautions are sourced from 
manufacturers, with information displayed and communicated to workers 

 workers are competent to fit and use the attachments 

iv) Malfunction and reporting 

Upon identifying a forklift malfunction, or being notified of a forklift malfunction, the forklift will be tagged 
out with the relevant information and have its keys removed. 

The Business will arrange for the inspection/repair of the forklift by a competent person (for example 
a mechanic or qualified technician) where necessary. The forklift will not be operated until it is repaired, 
or declared safe for use by a competent person. 
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22 WORKING AT HEIGHTS 

22.1 INTRODUCTION 

Falls are a major cause of death and serious injury in NZ workplaces. Fall hazards are found in many 
workplaces where work is carried out at heights (for example, stacking shelves, working on a roof, or unloading 
a large truck). Fall hazards may also arise at ground level, for example trenches or service pits. Predominantly, 
fall hazards pose a risk to the individual worker, however hazards may also arise for workers on ground level 
where the risk of falling objects is a concern. 

Risks associated with falls in the workplace will be addressed via a risk management approach. 

22.2 IDENTIFYING WORKING AT HEIGHTS HAZARDS 

The Business, in consultation with workers, will identify working at heights risks in the workplace by: 

 reviewing tasks that are carried out, including those that are carried out: 

o on plant or structures at an elevated level or to gain access to an elevated level 

o on or in the vicinity of an opening, void or fragile surface through which a person could fall (for 
example, cement sheeting roofs, rusty metal roofs, fibreglass sheeting roofs and skylights) 

o on or in the vicinity of an edge over which a person could fall 

o on or in the vicinity of a slippery, sloping or unstable surface 

o on or in areas where there is restricted and or limited access 

o on any structure or plant, including those being constructed, installed, demolished, dismantled, 
inspected, tested, repaired or cleaned 

 observing how workers perform their tasks 

 reviewing plant and equipment in the workplace and any documentation regarding the use of fall 
prevention, fall arrest and Personal Protective Equipment provided by the equipment manufacturer or 
that is otherwise available 

 checking workplace specific documentation regarding the work area or task 

 consulting with the workers carrying out the tasks 

 considering the risk of falling objects when working at heights 
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22.3 ASSESSING WORKING AT HEIGHTS RISKS 

When assessing the risks arising from working at heights, the Business will consider the following: 

 the design and layout of elevated work areas, including the distance of a potential fall 

 the number and movement of all people at the workplace 

 the adequacy of inspection and maintenance of plant and equipment (for example, scaffolding) 

 the adequacy of lighting for clear vision 

 the nature of the work area and the potential impact of weather conditions, including rain, wind, extreme 
heat or cold 

 the suitability of worker footwear and clothing for nature and location of work being performed 

 the suitability and condition of any plant or equipment (for example, ladders) used to access heights 
or whilst working at heights, including where and how they are being used 

 the level of knowledge of workers working at heights, and any training required to allow the worker to 
perform the task safely, particularly for young, new or inexperienced workers 

 the adequacy of procedures for all potential emergency situations, and any amendments that may be 
required for workers working at heights 

 the proximity of Overhead Power Lines and the movement of workers, plant and equipment around 
the work site 

 work practices where goods, materials and tools must be carried whilst ascending or descending stairs 
ramps and walkways 

In addition, the Business will consider the proximity of workers to elevated working areas (for example, loading 
docks) where loads are placed, and areas where work is carried out above people, to assess the risks 
associated with falling objects. 

22.4 CONTROLLING WORKING AT HEIGHTS RISKS 

The Business will ensure, as far as reasonably practicable, that the risks of falls and falling objects associated 
with working at heights are controlled. The process of controlling these risks will be determined in consultation 
with workers. 

In the event that falls and falling objects have been assessed as a risk, the Business will wherever practicable 
eliminate the need to work at heights by carrying out work on the ground or on a permanent structure that 
complies with legislative requirements. 
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Where the above controls are not practicable, the Business will do the following where necessary and 
reasonably practicable: 

 provide and maintain fall prevention devices (for example, guard rails) 

 provide a work positioning system (for example, an industrial rope access system) 

 provide a fall-arrest system, for example a harness 

 provide appropriate PPE (for example, gloves, footwear etc) 

 ensure that workers required to work at heights have any required licenses/certificates 

 provide task specific training to workers required to work at heights, for example on the use of fall 
arrest devices, elevated work platforms, scaffolds etc 
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23 CONFINED SPACES 

23.1 INTRODUCTION 

Confined spaces pose dangers because they are usually not designed to be areas where people work. They 
often have poor ventilation which allows hazardous atmospheres to quickly develop, especially if the space is 
small. The hazards are not always obvious and may change from one entry into the confined space to the 
next. 

The risks of working in confined spaces include: 

 loss of consciousness, impairment, injury or death due to the immediate effects of airborne 
contaminants 

 fire or explosion from the ignition of flammable contaminants 

 difficulty rescuing and treating an injured or unconscious person 

 asphyxiation resulting from oxygen deficiency or immersion in a free-flowing material, such as liquids, 
grain, sand, fertiliser or water 

23.2 BUSINESS’S RESPONSIBILITIES 

The Business has a duty to ensure, so far as reasonably practicable, the health, safety and welfare at work 
of all its workers while working in and around confined spaces. This will be achieved through: 

 identifying and assessing the risks associated with confined spaces 

 controlling, as far as is practicable, the risk to staff who may be required to access confined spaces in 
the course of their work, including documenting confined space risk assessments and control 
mechanisms and the implementation of a confined spaces entry permit system 

 ensuring that staff have the skills, knowledge and level of competence and/or qualifications to 
undertake any task that may present as a risk from entering a confined space 

23.3 WORKER RESPONSIBILITIES 

Where working in and around confined spaces, you are responsible for: 

 ensuring that you do not enter or work in or around a confined space until all the duties in relation to 
the confined space have been complied with including receiving and signing off a confined space entry 
permit 
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 ensuring that you have the skills and knowledge to understand the hazards associated with working in 
a confined space, the contents of any confined space entry permit, and the control measures 
implemented for your protection 

 following any procedure, guidance or instruction you receive on how to perform work involving confined 
spaces, including the use of PPE 

 taking reasonable care to prevent risks associated with confined spaces to other workers 

 notifying management of any confined spaces risks that you become aware of for example confined 
spaces that may not have been previously identified 

 immediately reporting any incident involving confined spaces to management 
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24 HAZARDOUS SUBSTANCES 

24.1 INTRODUCTION 

Hazardous Substances are substances that are explosive, flammable, oxidising, toxic, or corrosive.  

 
This procedure will help to ensure that you are informed about hazardous substances and exposures to 
prevent disease and injury when using any hazardous substances. 

24.2 WORKER RESPONSIBILITIES 

Where working with hazardous substances, you are responsible for: 

 ensuring you are familiar with any hazardous substances that you may be required to use in the course 
of your duties, and with the location and contents of the associated Safety Data Sheet; 

 following any guidance or instruction you receive on how to perform work involving hazardous 
substances; 

 taking reasonable care to prevent hazardous substance exposure to other workers, for example by 
replacing all lids on chemical containers, returning chemicals to the appropriate storage, locking storage 
areas where possible, etc; 

 notifying management of any hazardous substance risk that you become aware of, for example 
deteriorating containers, incorrect storage, etc; 

 immediately reporting any incident involving hazardous substances to management; and 

 ensuring you use any PPE that is provided to you. 

24.3 BUSINESS RESPONSIBILITIES 

There are ten steps for Business to take: 

 Keep an inventory of hazardous substances used, handled, manufactured or stored in the workplace, 
including hazardous waste. 

 Conduct a risk assessment. Controls must be put in place for any hazardous substances that remain 
after the assessment. 

 Inform and train workers that are likely to handle hazardous substances to help them safety carry out 
their work. 

 Create a plan for dealing with emergency situations involving hazardous substances at the workplace. 
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 Get a safety data sheet for each hazardous substance at the workplace. Ensure that the safety data 
sheets are easily available to workers, emergency services, as well as anyone else who may be 
exposed to  hazardous substances. 

 Ensure that containers of hazardous substances (including hazardous waste) are labelled correctly. 

 Ensure that workers have suitable protective equipment for handling hazardous substances. 

 Install warning signs where hazardous substances are stored and used at the workplace. Note that the 
warning signs must not only be clearly visible, but they also must make clear that hazardous 
substances are present. The signs must also let people know the type of hazard along with information 
on what to do in an emergency. 

 Ensure that containers and storage areas are safe. 

 Treat hazardous waste the same way as any substance with similar hazards. 
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25 CHECKLIST FOR UNDERSTANDING HEALTH AND SAFETY 
HANDBOOK 

For each statement below please circle whether it is true or false. 

 True False Office use 

Workers must perform all duties in a manner that ensures the health 
and safety of themselves and others in the workplace. 

T F  

Being affected by illegal drugs whilst at work or smoking in the yard 
may result in the termination of a worker’s engagement. 

T F  

Breaches of the health and safety policies (such as physical or 
verbal assaults, bullying or harassing) will not be tolerated from any 
workers, and may result in the termination of a worker’s 
engagement. 

T F  

You must wear PPE including safety footwear and high visibility 
clothing when at work if directed by management. 

T F  

If you identify a hazard in your workplace, you don’t have a 
responsibility to do anything. 

T F  

ALL accidents/incidents or near hits/misses must be reported to 
management.  

T F  

You don’t have to follow workplace rules if you think they are 
unnecessary. 

T F  

Poor housekeeping (untidy workplace) does not have an impact on 
health and safety. 

T F  
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26 ACKNOWLEDGEMENT FORM 

Please complete this acknowledgement form, along with the above Checklist for Understanding and provide 
these two pages to the Business. 

 

I __________________________________________ (please print name) acknowledge that I received a 
copy of this New Zealand Careers Limited Health and Safety Handbook and that I have read and understood 
it. 

 

I agree to comply with the policies and procedures applicable to me contained within the New Zealand Careers 
Limited Health and Safety at Work Handbook to the best of my ability and to comply with all policies and 
procedures when attending other workplaces. 

Signed: 

 

Dated: 

 

 

 

 

 

 


