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Introduction and Information

	Purpose
	The purpose of this manual is to provide a guide to employer and employees in order to ensure the systematic management of health and safety at work.

	Scope
	name of service  governance, managers, employees, volunteers, visitors and contractors.

	References
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On Monday 4 April 2016, the New Health and Safety at Work Act 2015                                        (HSWA) came into effect. This repeals the Health and Safety in Employment Act 1992, with immediate effect.

	Legislation
	Accident Compensation Act 2001
Health and Safety at Work Act 2015
Health and Safety at Work (Worker Engagement, Participation and Representation) Regulations 2016
Health and Safety at Work (Rates of Funding Levy) Regulations 2016

	Guidelines
	Health and Safety Guide: Good Governance for Directors.
Health and Safety at Work Act 2015 Guides
Health and Safety at Work Act Presentation
Health and Safety at Work Act quizzes
Information on managing specific hazards, best practice and codes of practice are available from www.acc.co.nz and WORKSAFE NZ
Managing the Risk of Workplace Violence to Healthcare and Community Service Providers: Good Practice Guide
First Aid for Workplaces – A Good Practice Guide
Introduction to preventing and responding to workplace bullying guidelines
Health services – injury prevention
Keeping Safe At Work – a Guide For Employees
Worker engagement guideline
Toolkit: Changes of the Health and Safety at Work Act 2015
Managing the Risk of Workplace Violence to Healthcare and Community Service Providers: Good Practice Guide
Property Management

	Websites
	New Zealand At Work
Accident Compensation Cooperation
WORKSAFE NZ
employerline

	name of service
Policies/
Procedures
	Infection Prevention and Control Manual/Plan 

Adverse Event Management

All ‘Safe Environment’ policies and procedures

	Definitions (WORKSAFE NZ)

	Harm
	Illness, injury or both, including physical or mental harm caused by work-related stress.

	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.

	PCBU
	Person conducting a business or undertaking (example: Directors, Board of Trustees, Landlord, Property Management Business), This is a clearly defined term in the new legislation (2016) with clear defined responsibilities. 


	Significant Hazard 

	A hazard that is an actual or potential source of Serious harm or harm that:
· 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

· does not usually occur, or usually is not easily detectable, until a significant time after exposure to the hazard.

	Serious Harm
	Link to WORKSAFE NZ 
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Responsibilities/Duty Holders 
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Identification of workplace hazards
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Organisational health and safety response to new introductions








Health and safety obligations for property owners and landlords

=








 






Consultation
This document needs to be signed off by the Board of Trustees/Director(s).

	Name or group
	Date
	Evidence

	Health and safety representative
	
	

	Manager/CEO
	
	

	Employees
	
	

	
	
	


�





�





The � HYPERLINK "http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html" �Health and Safety at Work Act 2015� requires that the ‘duty holders’ below exercise due diligence to ensure that the organisation complies with its health and safety duties and obligations.





Examples





Person conducting a business or undertaking (PCBU) to ensure, so far as reasonably practicable, the health and safety of its workers, and other workers whose activities they influence or direct:


Business entity, such as a company. However, an individual can be a PCBU, such as a sole trader or self-employed person.





Roles/Duty Holders





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/mythbusting/business" �Person conducting a business or undertaking�





=





 Those who hold positions that enable them to significantly influence the management of the organisation. Those are officers of a PCBU:


Board of Trustee members, Directors, Chief Executive Officers, Managers.











Officer








=





An individual who carries out work in any capacity for a PCBU. This includes an employee, a contractor or sub-contractor, an apprentice or trainee, a person on work experience or a work trial, or a volunteer worker. 








Worker





=








=








Visitors, any other persons entering the workplace.








Other persons at the workplace





Ensuring, so far as is reasonably practicable:





The health and safety of workers who work for the PCBU (eg employees or contractors, including their subcontractors or workers) while they are at work in the business or undertaking (organisation, service etc.)








The health and safety of workers whose work activities are influenced or directed by the PCBU while the workers are carrying out the work. 








That other persons are not put at risk by the work of the organisation (eg a visitor to the workplace, or members of the public who could be affected by a work activity).








Specific obligations:





Providing and maintaining a work environment that is without risks to health and safety.





Providing and maintaining safe systems of work.





Ensuring the safe use, handling and storage of substances.





Providing adequate facilities for the welfare at work of workers in carrying out work for the organisation, including ensuring access to those facilities (example: toilets, lunch room).





Providing information, training, instruction, or supervision that is necessary to protect all people from risks to their health and safety arising from work carried out as part of the conduct of the organisation.





Monitoring the health of workers and the conditions at the workplace for the purpose of preventing injury or illness of workers arising from the conduct of the organisation.





� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/managing-health-and-safety-a-guide-for-employers/employers-guide-managing-hs.pdf" �Employer�/� HYPERLINK "http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976912.html" �Board of Trustees�/Director(s)








None of the responsibilities can be delegated


�





At all times





Know the hazards of the workplace environments.


Take reasonable steps to keep the workplace safe.


Be informed of the health and safety issues of those working in or visiting the workplace.


Complete the Health and Safety at Work Act quizzes.


Be familiar with the Health and Safety Guide: Good Governance for Directors and the � HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-smarter/tools-and-resources/HSWA-presentation" �presentation�.








Responsible to approve and review the following:


Health and safety manual.


Incident/accident management.


Emergency management.


Risk management.


Safe environment.


Hazard register.


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/hswa-interpretive-guidelines/worker-representation/worker-representation-interpretive-guidelines.pdf" �Health and safety representative processes comply with legislation�.





Has a budget for:


Protective clothing.


Protective and safe equipment.


Safety information for staff.


Supervision and training to ensure safe work practices.


� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/training-requirements" �Health and safety representative training�.








Employee health


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/bullying-guidelines/01" �Bullying�


� HYPERLINK "https://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/managing-the-risk-of-workplace-violence-to-healthcare-and-community-service-providers/preventing-violence.pdf" �Violence at work�


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/guidance-by-hazard-type/stress-fatigue" �Stress�


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/managing-shift-work-to-minimise-workplace-fatigue-a-guide-for-employers/managing-shiftwork-fatigue-employers-07.pdf" �Shift work�


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/getting-started/recording-and-notifying-worksite-accidents" �Work related incidents/accidents�


Health and safety action plans 


Health and safety to be on each Board meeting agenda.


Hazard register.








Incidents/accident reports.


Effectiveness of hazard management (yearly).


� HYPERLINK "http://www.business.govt.nz/worksafe/notifications-forms/notifiable-events/notifiable-event-problem-solver" �notification to the authorities� 


� HYPERLINK "http://www.acc.co.nz/PRD_EXT_CSMP/groups/external_communications/documents/publications_promotion/wpc091975.pdf" �work place injury management�


Yearly formal review (include employee representation) of:


Incident/accident trends.


Resolution of incidents.


Health and safety manual.


Health and safety plan.


Internal health and safety systems audits.


Health and safety improvement measures.








Delivery





Monitor





Policy and Planning





Review





� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/managing-health-and-safety-a-guide-for-employers/employers-guide-managing-hs.pdf" �Manager�/CEO





At all times





Ensure hazard identification is completed and updated.


Take reasonable steps to make the workplace safe.


Complete the Health and Safety at Work Act quizzes.








Review





Delivery





Monitor





Policy and Planning





Report and investigate � HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/getting-started/recording-and-notifying-worksite-accidents" �Work related incidents/accidents�


Care for family/whänau of people injured at the workplace.


Injury management.


� HYPERLINK "http://www.business.govt.nz/worksafe/notifications-forms/notifiable-events/notifiable-event-problem-solver" �Notify the authorities� 


� HYPERLINK "http://www.acc.co.nz/PRD_EXT_CSMP/groups/external_communications/documents/publications_promotion/wpc091975.pdf" �Work place injury management�


Employee participation in health and safety.


Support health and safety committee meetings.


Work with other organisations as per health and safety plan.


Health and safety clause to be in position descriptions and contracts.


Contractor management.


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/hswa-fact-sheets/what-events-need-to-be-notified/notifiable-event.pdf" �Notify specific events�.











Ensures that the following policies and procedures are documented:





Health and safety manual.


Incident/accident management.


Emergency management.


Risk management.


Safe work environment.


Health and safety action plans.


In line with legislation and best practice.





Employees to have access to watch the � HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-smarter/tools-and-resources/HSWA-presentation" �presentation� on the Health and Safety legislation.








Employee health


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/bullying-guidelines/01" �Bullying�


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/violence-at-work-a-guide-for-employers-and-employees-on-dealing-with" �Violence at work�


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/stress-pdf-fact-sheet/stress.pdf" �Stress�


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/managing-shift-work-to-minimise-workplace-fatigue-a-guide-for-employers/managing-shiftwork-fatigue-employers-07.pdf" �Shift work�


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/getting-started/recording-and-notifying-worksite-accidents" �Work related incidents/accidents�


Health and safety � HYPERLINK "http://www.business.govt.nz/worksafe/tools-resources/health-and-safety-workplace-kit/safety-culture-snapshot/action-planning-template" �action plans� 


Health and safety to be on each staff meeting agenda.


Hazard register.


Report to the Board/Director:


Incidents.


Near misses.


Work-related ill health.


Compliance with health and safety monitoring.


ACC claims.


Absence through illness.


Trends


Progress to improve and resolve issues.








Incidents/accidents via root cause analysis.


Identify incident/accident trends.


Effectiveness of hazard management (yearly).


Continuous improvement processes.


Participate in yearly review with the Board.


� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/training-requirements" �Health and Safety Representative maintains the required training (yearly)�.





� HYPERLINK "http://www.legislation.govt.nz/regulation/public/2016/0016/latest/DLM6314002.html" �Health and Safety at Work (Worker Engagement, Participation and Representation) Regulations 2016� � HYPERLINK "http://www.business.govt.nz/worksafe/hswa/mythbusting/health-and-safety-representatives" \l "do" �Organisations with 20 plus employees have to have a Health and Safety Representative�











At all times





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/training-requirements" �Attends the required training to maintain their role.�


Representing workers on health and safety matters


Making recommendations on health and safety


Investigating complaints and risks to worker health and safety


Monitoring health and safety measures taken by the organisation.


Giving feedback to the organisation about the organisation meeting its duty.








� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/functions-and-powers" �Health and Safety Representative powers� are embedded in legislation they can:





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/functions-and-powers" \l "enter-inspect-workplace" �Inspect a workplace�





�





�





�





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/functions-and-powers" \l "request-relevant-information" �Request Information�





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/functions-and-powers" \l "attend-interviews" �Attend interviews�





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/functions-and-powers" \l "pins" �Issue a provisional improvement notice�





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/functions-and-powers" \l "cease-work" �Direct employees to cease unsafe work�





�





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/functions-and-powers" \l "attend-training" �Attend training�





�





�





Health and Safety Representative involve themselves in:





Positively promoting health and safety. 


� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/hazard-identification-form/hazard-identification-form.pdf" �identifying hazards� 


Identifying employees’ concerns, and working with the employer to solve them.


Attending/facilitating health and safety committee meeting.











Supporting fellow workers who have suffered an injury


Involvement in arranging the return to work and rehabilitation.


Communication of health and safety concerns.





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/workers/understanding-obligations" �Employee rights and obligations�











At all times





Rights





�





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/workers/protections-for-workers" �Protections for workers�





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/workers/understanding-obligations" \l "speak-out" �If it’s not safe – speak out�





�





�





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/workers/understanding-obligations" \l "stop-refuse" �Right to stop or refuse to carry out work�





�





Obligations 





� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/workers/understanding-obligations" \l "safe-healthy-workplace" �A safe and healthy work place�





Document and report hazards.


Report accidents/incidents.


Be familiar with health and safety processes.


Read the health and safety information given by the manager and/or health and safety representative.


Maintain a safe working environment.


Comply with health and safety practices.


Be familiar with the Health and Safety Manual.


Attend health and safety meetings.


Attend accident/incident root cause analysis.





� HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/health-and-safety-in-contracting-situations" �Visiting worker/contractor  �








At all times





Make themselves familiar with the hazards at the work site.


Secure work site and communicate hazards related to the work performed.


Complete the contractor health and safety permit.





Actual or potential cause or source of harm in the following areas:





Activity





Arrangement





Circumstance





Event





Examples: 





Occurrence





erosion


liquefaction





rock falls


flash floods





Phenomena





Process





Includes people’s behaviour





Situation





physical or mental fatigue


alcohol and other drug use


traumatic shock


or


any other temporary condition that affects a person’s behaviour





Substance





hazard management


� HYPERLINK "http://www.business.govt.nz/worksafe/tools-resources/health-and-safety-templates/form-accident-investigation.pdf" �accident investigation�


health and safety training


supervision


� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/mythbusting/worker-engagement-participation" �employee participation�


emergency readiness


contractor management


injury management


� HYPERLINK "http://www.business.govt.nz/worksafe/tools-resources/health-and-safety-templates/first-aid-register-template-pdf" �first aid register� 


� HYPERLINK "http://www.business.govt.nz/worksafe/notifications-forms/accident-serious-harm" �accident management�


� HYPERLINK "http://www.business.govt.nz/worksafe/notifications-forms/notifiable-events/notifiable-event-problem-solver" �Report notifiable events�





hazards 6-monthly 


policy/procedures yearly


maintenance requirements


� HYPERLINK "http://www.business.govt.nz/worksafe/tools-resources/duty-holder-review" �Duty holder review�








internal audits


� HYPERLINK "http://www.business.govt.nz/worksafe/tools-resources/health-and-safety-templates/hazard-id-pdf" �hazard identification�


� HYPERLINK "http://www.business.govt.nz/worksafe/tools-resources/health-and-safety-templates/trained-first-aiders-register.pdf" �first aid register up to date�








safe environment


reduction of injuries


include health and safety in meeting agenda’s


have health and safety policies & procedures


provide access to resources


orientation in health and safety for employees 





Assess





Act





Plan





Commitment





Communication





Review





Routine Work Place Hazard Identification





3- monthly








Health and Safety Representative





Document the � HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/hazard-identification-form/hazard-identification-form.pdf" �hazard� 


(refer to hazard types)





(   If required: � HYPERLINK "http://www.business.govt.nz/worksafe/hswa/working-together/representation/health-and-safety-representatives-hsrs/functions-and-powers" \l "pins" �Issue a provisional improvement notice�








People management


Information, training, supervision. 





Work organisation


Workload, long hours, paced work.





Workplace culture


The commitment to a safe workplace.





Environment


Confined spaces, noise, temperature, organisms.





Use of equipment


Design, layout, maintenance, vehicles.





Non- Routine Work Place Hazard Identification





When the hazard is discovered





Employees and any other worker





Use the � HYPERLINK "http://www.business.govt.nz/worksafe/information-guidance/all-guidance-items/hazard-identification-form" �hazard identification template� on the staff information board displayed in each building. 





 Identified hazard:


document it!


if safe remove it!


alert the health & safety representative!  





Health and Safety Representative





manages hazards identified


escalates hazards to the Manager


collates monthly Hazard Identification forms 


    from each building


completes monitoring activities





contributes to the  identification of work place hazards


conducts regular health and safety meetings with employees


reports hazards to the Manager/Board


ensures that each building has a person responsible for health and safety 








Health and Safety Champions





























At all times





Each building has a Health and Safety Champion. Their role is:


Alerting the health and safety representative to health and safety issues.


Promoting health and safety with people using the building. 





Every time





Hazard is identified





Health and Safety Representative





Document & inform





Any person 





Assesses if significant





yes





no





Eliminate – if practicable








Discuss with relevant stakeholders to:


develop and introduce  relevant controls


Option: use the service improvement template


and/or the adverse event report








Minimise- if hazard cannot be eliminated 


inform employees of controls


provide/make accessible/ensure that staff have resources (example: protective equipment)


isolate the hazard


monitor to ensure that controls are effective


substitute the hazardous substances with a less hazardous one


apply engineering controls (for example: ventilation systems, safe equipment)


apply administrative controls (for example: work practices, training, equipment maintenance)





assess whether the controls are effective





Isolate- if not practicable to eliminate:


inform employees


monitor the effectiveness of the controls put in place





name of service will support service users to identify the health risks in their  living environment (� HYPERLINK "http://www.acc.co.nz/PRD_EXT_CSMP/groups/external_ip/documents/publications_promotion/wpc119614.pdf" �health hazards in the home�).





When the situation occurs





New staff/contractors





Health and Safety Representative/ Manager





New equipment





are orientated to the hazards at the work place


are orientated to the hazard management processes


include a health and safety clause in all position descriptions and contracts








safety information has been obtained regarding the item


hazards are associated with the item have been identified


the health and safety risks the new items introduced have been identified


changes needed to be made to work  procedures and training have been                                     identified and implemented








New processes





necessary amendments are made to existing policies and procedures


staff training will occur


information will be communicated to identified persons


 





Rental property owner


Landlord


Property management business








� HYPERLINK "http://www.business.govt.nz/worksafe/hswa/mythbusting/business" \l "what" �PCBU�





are





are





Property managers who are employees of a property management business 





Workers





�





Rental property owner


Landlord


Property management business








At all times





Responsibilities and obligations





Ensure the health and safety of those using the property for work purposes - in respect of the things you can influence and control.





Ensure that the people you engage to do any work on the rental property are competent and appropriately qualified to do that work.





Together, the different PCBUs have a responsibility to communicate, cooperate and coordinate with one another to ensure that when work is undertaken, that it can be done so in a safe and healthy way.





Tenant





At all times





Responsibilities and obligations





Tenants only have a responsibility under HSWA when work is being carried out on the property. They have to take reasonable care for their own and others' health and safety, and follow any reasonable instructions given by the PCBU doing the work (eg plumber or electrician). 





�





�
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