Health & Safety

Guideline

1. Health Safety and Employment Plans

The Health Safety and Employment Act of 1992 and its amendments of 2002 and 2003 aims to promote the health and safety of everyone at work and of other people in or around places of work. It requires people who are responsible for work and people carrying out the work to take steps to ensure the health and safety of themselves and others.

It is about;

· Recognising hazards and risks

· Planning to protect people from them

· Planning responses to accidents and injuries 

· Monitoring and maintaining a safe environment.

This section provides some introduction to health and safety plans.  It is a general guide only – you are encouraged to seek advice from Occupational Safety & Health (OSH) if you are unsure.

Health and Safety Plans are important to assist in identifying and clearly planning to avoid accidents and incidents. Groups should develop Plans and any contractors should be expected to have their own plans while also adhering to the Groups Plan. 

It is important that plans are updated and reviewed and that all staff, volunteers and contractors are briefed on their contents.

A Plan should contain;
1. Introduction

· Policy Statement: identifying commitment to health and safety of employees, volunteers, contractors and others
· Site and Task parameters

· Volunteer, contractor and staff induction

2. General Health and Safety Procedures

3. Hazard identification and management

4. Emergency Plan

5. Training 

6. Reporting and recording of accidents

7. Review

8. Contractor expectations
The OSH Health and Safety Management Systems Assessment form, available at www.osh.govt.nz can be used to check your plan covers the key areas required under the HSE Act. 

An example of a health and safety plan is provided in the Forms & Templates section.

2. Process

A useful set of steps in developing a Health and Safety Plan are:

1. Identify all the tasks to be carried out within the plan. 

2. Put these tasks in a table and then identify the risks, hazards or potential injuries associated with each task and list them.  They can be listed in a hazard identification form (see forms & templates).
3. Identify whether the risks can be:

a) eliminated

b) isolated

c) minimized

4. Develop a comprehensive plan on how you will eliminate, isolate or mitigate those hazards.

5. Develop an emergency procedure – identifying how you will respond to emergencies such as someone being injured, lost etc.

6. Identify how you will maintaining training and communication: ensuring that new people are inducted, people are suitably trained for tasks, and that safety information such as new hazards etc are communicated through meetings etc.

7. Monitor the plan and include any newly identified hazards.  Newly identified hazards must be managed and this management recorded.
8. Record and report any incidents
Records & operational monitoring

Maintaining records and monitoring the health and safety plan are an important part of health and safety management.  Some important areas where records should be kept include:

· Induction:  Keep records of staff, contractors and volunteers who have been “inducted” – run through health and safety requirements.  Make this part of your normal process of employing people, engaging contractors etc – so its no extra work. 
· Training:  Keep records of training for employees and contractors – so you can see they are trained for the tasks where hazards exist.
· Hazards:  Records of hazards and hazard management are important.  Standard hazard identification forms (see forms & templates) can be used.
· Safety meetings / communication:  Have a system of recording basic communication of any safety issues, new hazards etc.  You may have regular meetings with your team – make sure you discuss safety issues and record this in minutes.
· Near miss records:  It is important to keep records of any “near misses”.  These are situations where people weren’t hurt, but were one step away from an injury.  For example, an ATV slid off the track, but no one was hurt.  Identifying a near miss gives a chance to take steps to change the way you do things before someone is hurt.  If you get a number of similar near miss incidents – look at how you can change the way you do things to make them safer.  Near miss records can be kept using the standard accident register form (see forms and templates).
· Accident records:  Accident records are required and can be kept on a standard OSH form (see forms and templates).  OSH must be notified within 24 hours of any serious harm accidents.  
Regularly review records to see if there are particular training needs, new hazards that are consistently occurring that could be better managed, patterns of near misses or accidents.  Any of this important information could help you improve the way you do work, to make it safer and more effective.

Extra Information

· The Department of Labour Occupational Safety & Health (OSH) website at www.osh.govt.nz provides a range of standard guides and forms.  This includes a guide to the HSE act. 
· Your local OSH office can also be approached for help and advice.
· ACC also have useful information see www.acc.co.nz and look under injury prevention.
Disclaimer

While effort has been made to accurately present health and safety requirements in this guideline, it is unlikely to cover all matters of importance to your particular project.  Please seek assistance from specialists such as Occupational Safety and Health staff to check your approach.

Forms & templates

Note:  Formats provided here are examples only and may not address your particular situation.  Seek advice from Occupational Safety & Health and other specialists.
An example HSE Plan for a group doing pest control

XYZ Landcare Group

1. Introduction

This plan is designed to cover basic animal and plant pest and predator control projects. The group will ensure no persons entering the workplace will be exposed to hazards for which they are not notified. The group will also carry out it’s activities in a manner where they avoid any health and safety problems.
Safety Policy ;

“XYZ Landcare Group are committed to preventing harm to people in this workplace by maintenance of an ongoing health and safety management system”

This system includes;
· Either eliminating, isolating or minimising hazards in this workplace and maintaining systems/procedures to manage hazards.

· Providing information, training on hazards/substances in this workplace,

· Reporting and investigating all accidents should they occur in this workplace.

Site and task parameters

This Plan covers the land area being enhanced by the ………………….Landcare Group

It encompasses the tasks involved with the biodiversity enhancement activities of the …………..Landcare Group (from now on referred to as the group)

Volunteer, contractor and staff induction

· Volunteers, contractors and staff will have this plan, hazards and hazard mitigation measures explained to them prior to carrying out any activities within the project. 
· They will only be allowed to participate if they feel they are proficient in hazard mitigation and if safety equipment is available. 
· All staff, volunteers and contractors will be aware of and follow the Code of Practice for either/or both Agrichemicals and Vertebrate Pesticides (whichever is appropriate) 
· Only people with Approved Handler Certification will be allowed to use agrichemicals and vertebrate toxins which require certification for legal use.

2.  Health and Safety Procedures

Health and safety implementation will be achieved via the following processes:

· Hazard Identification: Hazards are identified and new hazards will be added to the register and mitigation measures implemented if the hazard cannot be removed.

· Hazard Management: Hazard identification, mitigation and review processes will be undertaken for all tasks carried out in the workplace. These are specified in the Hazards Register. A system for identifying and processing new hazards will be in place.  Hazard notices or signs should be placed anywhere there are hazards and this is practical. 

· Hazard Management Review and Audit:  The Hazard Plan will be reviewed and amended if necessary at the end of each year.  New hazards will be added to the register as they arise and mitigation planned.

· Training: The group will ensure ongoing training when new hazards are identified and refresher training to the appropriate people, when necessary.
3.  Hazard identification and management

Chemical storage and disposal

	Activity

	Specific hazards
	Solution/controls

	Storage of chemicals
	Contamination

Poisoning
	Sealed containers for chemicals

Stored in locked shed. Signs on shed

First aid nearby

Material safety data recommendations followed

	Disposal  of chemicals
	Contamination

Poisoning of people or stock

Environmental damage
	Material safety data recommendations followed

Bury chemicals at least 1 meter deep

	Third party hazard
	Poisoning
	Signage to warn public

Family and landowners verbally warned and notified

Best practice in chemical placement and use carried out


Chemical use

	Activity

	Specific hazards
	Solution/controls

	Chemical use
	Blood poisoning
	Protective clothing to be worn, antidote to be carried, staff to be fully trained in use of poisons and antidotes

	
	Skin allergies, contact
	Protective clothing to be worn.  First aid kit to be carried. Hand washing after use.

Only used sprayed chemicals on still days

	
	Respiratory impediment eg. Cyanide
	Amyl nitrate (antidote) to be carried at all times when using cyanide and to be trained in its use.

Chemicals will not be handled in an enclosed space

	
	Third party poisoning
	Public notification of poisoning operations, signage.  Store poisons securely

	
	Ingestion
	First aid kit to be carried and poisons center number included.

All people handling chemicals will read instructions on material Safety Data sheet provided with the chemicals.

Hand washing to be carried out prior to eating


Manual handling
	Activity
	Specific hazards
	Solution/controls

	Manual handling
	Back injury or muscle strain from lifting heavy objects
	Bend knees rather than back when lifting.  If necessary ask another person for assistance.

	
	Muscle strain from moving heavy objects
	Be sensible in the loads carried.  If necessary ask another person for assistance.

	
	Crushing injury from dropping heavy objects
	Be sensible in the loads carried.  If necessary ask another person for assistance.

	
	Cuts, piercing injuries etc. from sharp objects
	Examine object before handling it and be aware of any sharp edges or corners.


General Field activities
	Activity
	Specific hazards
	Solution/controls

	Moving through forest
	Loss of way
	Map and compass to be carried at all times. Cell phone with spare batteries to be carried at all times or access to a phone nearby to be arranged. 

	
	Rough/steep terrain – falls
	Adequate footwear to be worn. Have a first aid kit.  Avoid steep, slippery or dangerous areas if possible, and use common sense when moving through the forest.

	
	Eye injuries
	Be aware of branches or other sharp objects at eye level.

	
	Puncture
	Be aware of sharp objects that may cut or puncture. Carry first aid kit.

	
	Insect stings
	A First Aid kit to be carried at all times.  If allergic to insects stings antihistamines to be carried at all times.

	
	Exposure
	Warm and waterproof clothing to be carried or nearby.  A survival blanket to be carried in the first aid kit.

	
	Sunburn/Skin cancer
	Carry sunblock in summer

	
	Encounters with hostile members of the public/illegal activities
	If possible avoid obviously hostile individuals.  Remain calm and stay professional when dealing with hostile members of the public. Ignore dope ‘patches”.

	
	Drowning
	Do not attempt to cross fast flowing or deep rivers.  Look for an appropriate place to cross.

	
	Hypothermia
	Warm clothes to be carried in pack, plus a towel if practical.  Use wet weather gear.

	
	Wild animals, injury or infection

Bait, infection
	Carry first aid

Cover with bandaid any cuts. 

Use gloves when handling traps, bait or removing dead animals.

Do not corner animals in a manner which may cause attack

Wash hands before eating

	Causing Fire
	Burning

Damage to property
	Contractors, staff and volunteers will not smoke or create fires unless specifically approved by the landowner in which case it will only be done in manner which will not create an unwanted fire


Use of  4x4 and ATV
	Activity
	Specific hazards
	Solution/controls

	Driving 4x4 0ff road
	Steep slopes and drop-offs – vehicle rolling
	Drive slowly and carefully, especially when cornering on slippery or narrow roads.  Use low gears on steep hills.  Seatbelts to be worn at all times by driver and all passengers

	
	Mechanical failure eg. Brakes
	All vehicles to be serviced regularly and have a current Warrant of Fitness.

	
	Hitting unseen objects
	Be aware of objects on the track ahead eg. Branches.  If unsure about the depth of a hole get out and check before driving through it. 

	
	Uneven terrain

 – violent movements of vehicle

 – cuts and bruises
	Drive slowly and carefully. Driver and all passengers to wear seatbelts at all times.  

	Driving an ATV
	  Vehicle rolling or flipping

 – crushed under vehicle
	Drive slowly and carefully

	
	Falling from vehicle                          
	As above.  Maximum of two people on the ATV at any time.

	
	Mechanical failure eg. Brakes
	Vehicles to be serviced and maintained regularly.

	
	Loss of traction – hitting tree, wall etc
	Drive slowly and carefully, especially when cornering on slippery tracks.  Use low gear on steep hills.

	
	Uneven terrain – falling from vehicle
	Drive slowly and carefully.  Passenger to hang on at all times.

	
	Cuts/scratches from surrounding vegetation
	Be aware of overhanging vegetation and avoid when possible.  Wear protective clothing eg. Overalls

	
	Foot injuries
	Wear safety boots when driving an ATV.  Ensure handbrake is on when parked.


Traps
	Activity
	Specific hazards
	Solution/controls

	Trapping
	Trapping  Injuries from traps. Cuts, crushes
	Be trained in use of traps.  Take care while setting traps. Do not delay treatment. Carry first aid

	
	Infection
	Wear gloves while trapping

Wash hands prior to eating


Firearms
	Activity
	Specific hazards
	Solution/controls

	Use of firearms
	
	Firearms will only be used by licensed users

	
	Barrel blocked, backfire, injury/death
	All firearms clean and maintained.

	
	Using a firearm
	Firearms treated as loaded at all times.

Only point firearms in safe direction.

Identify target. Check firing zone.

Only load when ready to use.

No drugs or alcohol used when or prior to using firearms.

Care to be taken when crossing fences

Firearms will only be used if landowners approve it


4. Emergency Plan

4.1  Field emergencies
General Field work precautions to be put in place.

a. Insurance that contractors, volunteers or workers have a cell phone or access to phone or radio nearby at all times.

b. The contractors, volunteers or workers will be asked to follow a reporting system in terms of logging in/out.  Someone must know their whereabouts every day and also their expected time returning home.
c. Contractors, volunteers or workers are to have first aid kits readily accessible (in the vehicle or if working more than 30 minutes walk away from a vehicle it is to be on their person).

d. With regards to overnight field work, contractors, volunteers or workers will arrange contact calls.

e. Contractors, volunteers or workers will have basic fire, first aid and bush skills knowledge.

f. The 0800764 766 poisons center number will be with the contractors first aid 
equipment

4.2 Overdue response

If a contractor, volunteer or worker is over due more than 1 hour contact will be made with the people they have said they are expecting to work with.  Following this, a short initial search will be made and if their whereabouts is still unsure contact will be made with the police to notify search and rescue .

4.3  Poisoning

If there is suspicion that someone has been poisoned they will;

· Stop work

· Get assistance and help to carryout first aid, CPR is to be applied if necessary and call ambulance

· Go to doctor with chemical label

5.  Training 


· All staff and contractors must be sufficiently trained to carry out the mitigation measures for each hazard their tasks include.

· They will keep a record of training updates and new training. This will be given to the group.

6. Reporting and recording of incidents and accidents

· All Health and Safety incidents will be recorded and reported to the group. 

·  Reports will be made within 24 hours of any serious incident (on form provided) and in the Monthly report and on an ACC accident form for any minor one.

· New Hazards will be identified and managed.  If they are ongoing they will be added to the Hazard Identification Register and mitigation measures planned and implemented.

7. Plan review

· This Plan will be reviewed annually and also at times when new hazards are identified or new activities planned.

8. Contractors

· Contractors will be provided with the groups HSE plan, emergency plan and hazard register

· Contractors will be asked to adhere to the Plan


· Each contractor must have their own HSE procedure

· Each contractor must provide their own HSE backup and first aid equipment

· Contractors must register accidents, incidents and hazards

· Contractors to carry Plan and poisons phone number in their first aid kit

· Contractors are to ensure they have appropriate

Public Liability

Public Liability Insurance

If the group does not have public liability insurance.  Individual members of landcare groups which do not hold public liability insurance are therefore liable for any of their own actions that cause harm.  Examples of such harm could include:

· starting a fire which causes damage to a farm or crown land

· accidental release of bait poison into waterways

· damage to property such as fences or bridges

· accidental killing of livestock or pets

Hazard Identification (example one)

Activity/Task

Injury area

Risk factors
1.



2.



3.



4.



5.

Control             Eliminate                                         Isolate                                     Minimise

Control measures/actions



1.



2.



3.



4.



5.



6.

Who is responsible?

Timeframes

Hazard Identification (example two)
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	Form of register or notification of circumstances of accident or serious harm

	Required for section 25(1), (1A), (1B), and (3)(b) of the Health and Safety in Employment Act 1992

	For non-injury accident, complete questions 1, 2, 3, 9, 10, 11, 14  and 15 as applicable


1
Particulars of employer, self-employed person or principal: (business name, postal address and telephone number)
	

	


2
The person reporting is:

(
an employer
( a principal 
( a self-employed person

3 
Location of place of work:


	

	

	


(shop, shed, unit nos., floor, building, street nos. and names, locality/suburb, or details of vehicle, ship or aircraft)

4
Personal data of injured person:

	Name
	

	Residential address
	

	
	


	Date of birth
	
	Sex (M/F)
	


5
Occupation or job title of injured person: 
(employees and self-employed persons only)
	


6
The injured person is:

( an employee
( a contractor (self-employed person)

( self

( other

7
Period of employment of injured person: 
(employees only)
( 1st week

( 1st month
( 1-6 months

( 6 months-1 year
( 1-5 years
( Over 5 years
( non-employee

8
Treatment of injury:

( None



( First aid only

( Doctor but no hospitalisation
( Hospitalisation

9
Time and date of accident/ serious harm:

	Time
	
	am/pm

	Date
	
	   Shift
( Day
( Afternoon    ( Night

	Hours worked since arrival at work 

(employees and self-employed persons only)

	
	


10
Mechanism of accident/ serious harm:

( fall, trip or slip

( hitting objects with part of the body

( sound or pressure 
( being hit by moving objects

( body stressing

( heat, radiation or energy( biological factors
( chemicals or other substances

( mental stress 


11
Agency of accident/ serious harm:   

( machinery or (mainly) fixed plant

( mobile plant or transport

( powered equipment, tool, or appliance

( non-powered handtool, appliance, or equipment

( chemical or chemical product

( material or substance

( environmental exposure (e.g. dust, gas)

( animal, human or biological agency (not bacteria /virus)

( bacteria or virus
12 
Body part:

( head

( neck

( trunk

( upper limb
( lower limb
( multiple locations

( systemic internal organs
13
Nature of injury or disease: 
( fatal


(specify all)

( fracture of spine
       ( puncture wound

( other fracture

       ( poisoning or toxic effects

( dislocation

       ( multiple injuries

( sprain or strain

       ( damage to artificial aid

( head injury

       ( disease, nervous system

( internal injury of trunk
       ( disease, musculoskeletal 

( amputation, including eye    ( disease, skin

( open wound

       ( disease, digestive system

( superficial injury
       ( disease, infectious or parasitic

( bruising or crushing
      ( disease, respiratory system

( foreign body

      ( disease, circulatory system

( burns


      ( tumour (malignant or benign)

( nerves or spinal chord
      ( mental disorder
 

14
Where and how did the accident/serious harm happen?
(If not enough room attach separate sheet or sheets.)


	

	

	

	


15
If notification is from an employer:
(a)
Has an investigation been carried out?
( yes( no


(b)
Was a significant hazard involved?( yes( no

	Signature and date ___________________    ___ / ___ / ___

	Name and 
position(capitals)                
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