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Overview of this handbook 

This handbook provides contractors and sub-contractors of the Northland Regional Council (NRC) 
with an outline of the basic requirements for health and safety. 
 
Under the Health & Safety Work Act 2015 (HSWA) and subsequent amendments to the Act, the 
Northland Regional Council must ensure that contractors and their sub-contractors who are engaged 
in paid (and potentially voluntary) work perform their duties with due regard to health and safety. 
 
This book will cover all the necessary information to guide you through the process of getting 
approved and undertaking work with us. There is a summary of the contract process at the end of 
this booklet for reference. More detailed information is also available. If you have any queries, 
please talk to the Regional Council contact person who has been assigned to you. 
 
 
The term council contact person (CCP) will be used to describe the contact person from NRC. 
 
 
 

 

Environmental protection 
Protecting Northland's environment is a key function of the Northland Regional Council and is also a 
requirement under the Resource Management Act. Accidents often impact the environment and it is 
the responsibility of any contractor to ensure safe practices are maintained, to prevent and/or 
minimise any environmental impact. 
 
 
For more information contact 
Ministry for the Environment: 0800 499 700 

 

 

WORKING SAFELY IS NOT NEGOTIABLE 

 

 

 

 

 

 

 

 

 

 

 

 

 

If any person contracted by NRC breaches the health and safety requirements of their 

contract or knowingly works in an unsafe manner, taking into account what a person 

should reasonably know, they may be asked to stop work, leave the site and their 

contract may be terminated. 
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Engaging contractors 
The engagement of contractors by the Northland Regional Council is determined not only on the 
criteria of price and technical ability, but also on the current ability to carry out planned work safely 
and without health risk or harm. 
 
All contractors (PCBUs) will be required to fill out a ‘Contractor Health & Safety Pre-engagement 
approval from’ prior to any agreement taking place.   
 
This form will help us to determine whether you (the PCBU) have got all of the required health and 
safety compliance, skills, and procedures in place to do the work.  
 
Depending on the risk to NRC, contractors will be classified as either ‘low risk/administrative’ or 
‘standard’ to be health and safety Approved.  
 
This pre-engagement form and the information you provide is a critical step in the engagement 
process. See back of handbook for a copy version of the form.   

Who do you talk to at the Regional 
Council? 
Each contractor who provides services to NRC will have a designated (CCP) assigned to them. This 
person will have the skills to advise you and will be responsible for promoting and ensuring that all 
safety requirements are complied with. 
 
 

 

 

 

Health and safety requirements 
Any person working on behalf of NRC must comply with any current legislation to ensure the health 
and safety of workers and the public.  This includes but is not limited to: the current Health and 
Safety at Work Act (HSWA) 2015; Health and Safety at Work (Hazardous Substances) Regulations 
2017; Land Transport Act 1998; and the Resource Management Act 1991 in addition to the relevant 
safe work instruments, approved codes of practice and associated guidelines. 



Who’s responsible for what? 
The aim of the HSWA is to promote excellence in the management of health and safety in places of 
work. Its focus is on risk management and relies on participation, leadership, and accountability by 
the government, business and workers.   
 
The HSWA ensures everyone has clear roles and responsibility for health and safety: 

Person Conducting Business of Undertaking (PCBU) duties  
You cannot contract out of health and safety duties. Where there is overlapping duties, PCBUs must 
work together to manage all of the risks and establish the responsibilities of each.  

• Ensure, so as far as is reasonably practicable, that risk in managed to an acceptable level for 
the health and safety of workers, contractors and any other persons affected by the business 
or undertaking. 

• Provide safe facilities and a safe working environment and for workers. 

• Provision and safe use of plant, substances, or structures. 

• Develop and communicate emergency procedures. 

• Provide all necessary information, training, instruction or supervision to protect all persons 
from risk. 

• Monitor the health of workers with the purpose of injury or illness prevention. 

• Consult with other PCBUs. 

Officer duties  
(chief executives, directors, partners, head influencer) 

• Exercise due diligence to ensure the business understands, and it is meeting its health and 
safety responsibilities. 

Worker duties 
(including volunteers who are not part of an organisation who have paid workers) 

• Take reasonable care and work in a manner to ensure your own health and safety. 

• Cooperate with health and safety rules and procedures. 

• Report accidents, near-misses, hazards and suggest improvements. 

• Ensure your actions or inactions do adversely affect any other person. 

• Use and maintain the appropriate personal protective equipment (PPE) provided to you. 

Contractor/sub-contractor duties  
(including volunteer organisations who have paid workers) 

Each contracted business or undertaking is a PCBU in its own right and must meet the required 
duties placed upon them. This will include the responsibility to: 

• provide and implement a risk identification and control system (task analysis) 

• inform workers about accident and emergency procedures 

• follow safety rules and procedures 

• provide and maintain a safe working environment and equipment 

• provide ongoing hazard assessment and take appropriate action 

• ensure that workers have knowledge and experience and are adequately trained. 
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Responsibilities of people who are self-employed  
(Sole-traders) 

• Sole traders must meet all the responsibilities which contractors have. 

• They must also ensure that no action or inaction harms themselves or other persons while at 
work, or as a result of their work. 

 

Before starting any work 
All work must have a clear scope detailed with a type of risk assessment drafted. This will be 
reviewed with the designated CCP for the contract. This process will identify the full safety plan, all 
responsibilities, and how the work will be effectively managed.  
 
The type of risk assessment we would expect to see will depend on level of risk for the work. This 
may be a take 5, a task safety plan, a job safety analysis (JSA), a site-specific safety plan (SSSP), or a 
safety health and environmental plan (SHEP).  
 
In principle they should outline: 

• Scope and description of the job/tasks. 

• Identification and controls of hazards and risks. 

• Emergency planning. 

• Equipment/personal protection equipment.                                                             

• Training and maintenance records. 
 
Work which has a higher level of risk will require more in-depth risk assessments. This is covered 
under the section ‘High Risk Work’. 
 
 

  

Plan:

Assess risk and identify control 
measures

Do:

Implement control measures

Check:

Monitor performance of control 
measures

Act:

Take action on lessons learned



Reporting for work/ Induction 

At a Regional Council site 
When work is undertaken at a Northland Regional Council site you must ensure that all your workers 
and subcontractors know that they are required to sign in at the reception desk. 
 
Workers must know who their CCP is, and how to contact them. The CCP will give them an onsite 
induction which will include information on the site protocols, use of facilities and emergency 
procedures. 
 
They must ensure that their work area on the site is demarcated, and/or appropriate signage is 
present. Workers are to keep to their specific work area, and only use facilities which have been 
identified in the induction.  
 

At other work sites 
If the work undertaken is not at a site controlled by the Northland Regional Council, please ensure 
the site controller is aware of the contractors who are present and the work scope. All workers and 
other persons onsite must receive an induction onto the site, and a record must be kept as you may 
be asked to provide this information to us.  
 
 
Alcohol and drugs 

Alcohol and drugs are strictly prohibited while at work for the Council. No one is to come to work 
while under the influence of alcohol or drugs. 
 

Housekeeping 

It is essential that every site/project area:  

• Is kept tidy? 

• Has all loose material stacked away safely and securely?  

• Have any hazardous situations removed?  

• Have all facilities kept clean and secure?  

• All rubbish must be placed in designated containers. The site procedures for disposal of 
rubbish must be adhered to.  

 
Everyone is responsible for maintaining housekeeping for their area. 
 
Smoking 

Pursuant to the provisions of the Smoke-Free Environment Act 1990 and the Smoke-Free 
Environments Amendment Act 2003, smoking is not permitted at any time on any of the premises at 
any Regional Council site. 
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Training, information and supervision 
All workers, sub-contractors and volunteers are to be trained and competent to carry out all tasks 
safely. They may need to not only be trained but also be adequately supervised by a competent 
person to carry out the contract requirements.  
 
Training records and evidence of qualifications may be requested for health and safety approval. 

 

If you notice something wrong or unsafe 

Stop work and ensure controls are in place to prevent harm. If you cannot safely correct the unsafe 
condition, report to the Council contact person. The safety of workers is paramount at all times. NRC 
has the authority to order an immediate halt to any work that is considered dangerous to you or 
anyone else on any area under the Council’s control. 
 
Communication 

Regular meetings or tool box talks will be held to ensure any new safety information is given to all 
workers, sub-contractors and persons onsite. It is expected that all people working on the project 
will be involved in these briefings or if absent, are given any relevant information prior to them 
restarting the job. 
 
Meeting minutes and attendance is to be documented and kept. This may be in the form of diary 
notes or formal minutes. Photographs of signed hazard boards, or other written notes can also be 
used as evidence.  

  



Emergency procedures 
The contractor must ensure that all workers and subcontractors are aware of any relevant 
emergency response plans that apply to the contract and have these noted in the risk assessment. 
 
The emergency response plan must cover all the steps that will be taken to effectively respond in an 
emergency. It must outline the procedure for notifying emergency services and the provision of 
medical treatment, the evacuation procedure, and the method of communication to the PCBU, and 
the CCP. 
 
This information should be communicated to all people on site during the induction. However, if any 
changes occur to the site, it will need to be re-communicated.  
 
All persons on site should know: 

• where the emergency evacuation point is; 

• all the possible exits to reach that point; and 

• what is expected of them in the case of a fire, earthquake and any other relevant type 
emergency based on location (tsunami, bomb threat, chemical spill etc.).  

 

Fire safety 
If you see smoke or flames, warn people in the immediate area.  Know where the firefighting 
equipment is located and its use.  Extinguish the fire if it is safe to do so. If you can’t, call the Fire 
Service on 111.  
 

First aid 
Contractors and sub-contractors should provide sufficient first aid equipment of the type that is 
within easy access of their own workers. You are required to provide your own first aid trained staff 
unless an alternative arrangement has been made with the Council. 
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Hazard identification and controls 
Northland Regional Council expects all contractors and sub-contractors to comply with the HSWA 
‘risk management’ and ‘all practicable steps’ criteria. 
 
A task safety plan must be completed for all tasks to demonstrate that hazards and their risks have 
been identified and that all the appropriate controls are in place following the hierarchy of controls. 

 

 
  

Protective clothing and equipment 

You (the contractor) must provide workers or sub-contractors with suitable personal protective 
equipment for the tasks to be undertaken. PPE must be worn by workers and they must be trained 
in how to use, maintain and store this equipment. If certification is required for the equipment, a 
copy of the certificate must be attached to the task safety plan.  
 

Injury and incident reporting 
Contractors are required to notify NRC of any injury, incident, or new hazard which occurs as soon as 
practicable, but within 24 hours of the incident. 
 
You should have a current incident/ issues register which has information about each incident and 
the investigation that was completed.  

   



 

Notifiable events 
Notifiable events are the death of a person, or a notifiable injury, illness or incident as described in 
HSWA.
 A notifiable injury or illness is any that; 

• Requires, or would usually require, 
the person to have immediate 
treatment as an inpatient in a 
hospital; or 

• Requires the person to have 
immediate treatment (other than first 
aid) for the amputation of a body 
part, a serious head injury, a serious 
eye injury, a serious burn, a spinal 
injury, loss of bodily function, serious 
lacerations or separation of the skin 
from underlying tissue; or 

• Requires, or would usually require, 
the person to have medical treatment 
within 48 hours of exposure to a 
substance; or 

 
Any serious infection (including disease 
carried by animals) where work is a significant 
contributing factor, including any infection 
that can be attributed to carrying out work: 

• with micro-organisms, 

• providing treatment or care to a 
person, 

• involving contact with human blood 
or bodily substances or work that 

• involves handling or contact with 
animals, animal hides, skins, wool or 
hair, animal 

• carcasses or animal waste products, 

• involves handling or contact with fish 
or marine mammals; or 

• Any other injury or illness listed in 
regulations. 

A notifiable incident is an unplanned or 
uncontrolled incident in relation to a 
workplace that exposes the health and safety 
or workers or others to a serious risk arising 
from immediate or imminent exposure to; 

• A substance escaping, spilling, or 
leaking 

• An implosion, explosion or fire 

• Gas or steam escaping 

• A pressurised substance escaping 

• Electric shock 

• A fall or release from height or any 
plant, substance or object 

• Damage to or collapse, overturning, 
failing or malfunctioning of any plant 
that is required to be authorised for 
use 

• The collapse or partial collapse of a 
structure 

• The collapse or failure of an 
excavation or any shoring supporting 
an excavation 

• The inrush of water, mud, or gas in 
workings in an underground 
excavation or tunnel 

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

• A collision between 2 vessels, a vessel 
capsize, or the inrush of ware into a 
vessel 

• Any other incident declared in 
regulations to be a notifiable incident 

 
 

If a notifiable event occurs, you must complete the steps required of you as a PCBU to preserve 
the site and notify WorkSafe. You must then notify your CCP or the Health and Safety Advisor as 
soon as possible after the event. 

 
Notifying WorkSafe can be done using the notify tool: www.worksafe.govt.nz/notify-worksafe/ 
 
If there has been a death, you must immediately call Worksafe: 
0800 030 040 (24/7) 

http://www.worksafe.govt.nz/notify-worksafe/
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Notification of hazardous work 
The HSWA 2015 requires PCBUs to notify WorkSafe in writing of any “hazardous” work.  
The notification is required in writing and is to be sent to WorkSafe at least 24 hours before the work 
is started.  
 
A copy of the notification must be supplied to the CCP. 
 
This notification can be done online by going to: www.worksafe.govt.nz/notifications/hazardous-
work/  
 
 
For more information contact  
WorkSafe: 0800 030 040 
 

Type of work where notification is required... 
• Scaffolding at a height of 5 metres or more (all kinds). 

• Construction work where there is a risk falling over 5 metres may occur. 

• Any narrow pit, shaft, trench or excavation more than 1.5 metres deep. 

• Using a lifting appliance to lift a mass over 500kg, or to lift over a 5m vertical distance 

• Drive, excavation or heading with ground cover overhead. 

• Excavated face over 5 metres deep with a face steeper than 63.4°. 

• Storage or use of explosives. 

• Logging and tree felling for commercial purposes 

• Working in, or breathing, compressed air or air substitutes. 

• Restricted work using asbestos. 

• Demolition. 
 

High risk work 
For high-risk work, contractors and sub-contractors are required to submit comprehensive safety 
plans to demonstrate that you meet the required competence to carry out the work safely. No short 
cuts or unsafe work practices will be acceptable, and failure to have such a plan will result in the 
contract not being accepted. 
 
Your safety plans will be review by the CCP and/or Health and Safety Advisor prior to any 
contracts being agreed on. You must also send an updated version of the safety plan to the CCP if 
the work has any change in circumstance, and/or after an incident, event or accident.  
 

High risk work should consider:  
• Safe work instruments; 

• Approved codes of practice; 

• Equipment design and suitability for the job; 

• Access and egress requirements; 

• Stabilisation; 

http://www.worksafe.govt.nz/notifications/hazardous-work/
http://www.worksafe.govt.nz/notifications/hazardous-work/


 

• Atmospheric testing; 

• Personal safety and equipment; 

• Public safety; 

• Protection from overhead services; and 

• Emergency planning 

 

Such work includes, but is not limited to… 

• Working at height; 

• Electrical work; 

• Overhead crane operation; 

• Working with asbestos; 

• Working with gas or welding work; 

• Undertaking excavation or earth moving; 

• Confined space entry; 

• Working with hazardous substances; 

• Using explosives or firearms; 

• Tree felling and forestry work; 

• Maritime work; 

• Working in, on or near water; and/or 

• Working on or near public road.  

 

Hazardous substances 
Any work involving the use, storage, handling or transporting of hazardous substances must be 
done so in accordance with the HSWA (Hazardous Substances) Regulations 2016.  
 
A register of all chemicals that are to be used during the contract are to be attached to the Safety 
Plan. The accompanying Material Safety Data Sheet (MSDS/ SDS) must also be readily available for 
employees and emergency services. All containers must be clearly labelled. 
 
All people who are using the chemicals or likely to be in close contact with the chemicals are to be 
informed of the hazards and the required controls. PPE must be worn, and any other safety 
equipment required for the task, i.e. extraction and ventilation units must be used. 
Know the first aid required in case of an incident and have an emergency response plan and any 
equipment required in case of an incident available before you start work. 
 
The required spillage contingency plan must also be available before you start work. Ensure 
chemicals are transported and stored correctly taking care to segregate non-compatible chemicals. 
 
You will need to show your relevant chemical hander, controlled substance license, Growsafe 
certification or dangerous goods licence to the CCP. 
 
 
For more information contact 
Environmental Risk Management Authority: 0800 376 234 
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Scaffolding, excavations and forestry operations 
All high risk works, namely scaffolding, excavation and forestry should be done in accordance with 
the HSE regulations as identified in the HSWA, ACOPs, and with consideration to any New Zealand 
Standards, and best practise.  
 
You will be asked to provide evidence for all relevant training, competence and equipment 
certification records 
 
See the links below for specific requirements: 
 
Scaffolding: www.worksafe.govt.nz/topic-and-industry/working-at-height/scaffolding-in-new-
zealand/  
 
Excavations:  www.worksafe.govt.nz/topic-and-industry/excavation/excavation-safety-gpg/ 
 
Forestry operation: www.worksafe.govt.nz/topic-and-industry/forestry/safety-and-health-in-forest-
operations/ 
 
 

Working on or near the road 
Any work on or near public roads needs to be carefully planned and managed to avoid harm to 
workers, road users and general public.  
 
A major part of the planning process will involve the design of a Traffic Management Plan (TMP) 
which sets out timing, method, sign placement etc and must be approved by Council.  
 
Details of the TMP are notified to emergency services and other interested parties prior to the 
work commencing. Traffic control is then set up on-site in strict accordance with the TMP and must 
be monitored for effectiveness on a continual basis by a suitably qualified person, usually a Site 
Traffic Management Supervisor (STMS). The STMS has total authority and accountability for traffic 
management and safety; therefore his/her instructions must be acted upon immediately.  
 

When working on the road, ensure that:   

• All site personnel wear approved PPE 

• All spills of oil, diesel and other contaminant must be cleaned up with absorbent material   
and the contaminated material properly disposed of offsite. You will need to act quickly if 
there is a risk of contaminants entering a drain or waterway. 

• Ensure each site has a suitable first aid kit, trained first aider and emergency communication 
system. 

• Do not allow any type of work to proceed on or near any public road unless approved traffic 
control is in place. This includes temporary situations e.g. road maintenance, survey, set-out; 
and mobile situations e.g. mowing and rubbish collecting.  

 

http://www.worksafe.govt.nz/topic-and-industry/working-at-height/scaffolding-in-new-zealand/
http://www.worksafe.govt.nz/topic-and-industry/working-at-height/scaffolding-in-new-zealand/
http://www.worksafe.govt.nz/topic-and-industry/excavation/excavation-safety-gpg/
http://www.worksafe.govt.nz/topic-and-industry/forestry/safety-and-health-in-forest-operations/
http://www.worksafe.govt.nz/topic-and-industry/forestry/safety-and-health-in-forest-operations/


 

Traffic Management Plans 
The two key principals of traffic control: 

• All people must be safe 

• All traffic is managed appropriately and consistently to CoPTTM 
 
Roadwork’s Site Safety Checklist: 

• Approved TMP in place 

• Risk assessment completed 

• All PPE required 

• Traffic Controllers on Site 

• Site Traffic Management Supervisor is within 1.5 hours away 

• NRC STMS reserves the right to inspect all works with your TC on site  
 
On completion:  

• Clean up work-site and remove all plant.  

• Restore permanent signs and road furniture  

• Remove temporary signs and barriers  

• Observe traffic flow. 

 

Insurance 
The contractor must indemnify the Northland Regional Council against: 

• Any loss suffered by the Council, which may arise out of or in consequence of this contract; 

• Any liability incurred by the Council in respect of injuries of persons or damage to property, 
which may arise out of or in consequence of this contract; and 

• Any costs the Northland Regional Council may incur in respect of that loss or liability. 
 
Note: Insurance cover shall remain in place for the duration of the contract and copies of the policy 
will be retained. The Council reserves the right to check the status of cover during the contract. 
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Overview of the contract process 
1. Contractor H&S Pre-Engagement Approval 

Form 
You will first need to fill out a pre-
engagement form which will be provided to 
you by your Council contact person (CCP). 
 
Accredited contractors need to complete 
section 1 of the form. Please include the 
evidence, certificate or record of your 
accreditation. Any weak areas identified in 
your accreditation may require you to provide 
us with more information.  
 
Non-accredited contractors need to complete 
both sections of the form and provide the 
most current information regarding: 

• Induction, training and competency 

• Emergency Procedures 

• Risks & Hazards (including risk 
assessment, hazard identification and 
controls)  

• A recent Site-Specific Safety Plan 
(SSSP), or equivalent (including SHEP), 
or Job Safety and Environmental 
Analysis (JSA/ JSEA) 

• Any prior notifiable events and/or 
prosecutions 

• Records of incident reporting and 
investigation 

• Audit and safety inspection records 

• Management of sub-contractors 

• Hazardous substances (SDS Sheets) 

• Communications (toolbox talk 
minutes) 

• Insurance certificates 
 
Low Risk Contractors receive a short form for 
pre-engagement.  
 
You may receive a short form if the CCP is 
only engaging you do undertake low risk/ 
administrative works. 
 
If you are not sure how to fill the forms out, 
or what information is required from you, 
contact your CCP for clarification.  

 

2. We (NRC) will review all the forms and 
documents 

We will review your accreditation report 
details, and/or the information you provide to 
assess if you meet the standard, we expect for 
the work we are engaging you for.  
 
You may be requested to provide more 
information. This will depend on the level of 
risk the work involves.  
 

3. Contractor selection and negotiation of 
terms 

The CCP will review the full scope of work 
with you, and will establish the principles and 
plans, including: 

• Who is responsible for what? 

• What we expect from you. 

• What you expect from us. 

• How we will manage the works. 

• How you will undertake the works. 
 
You must have an agreed task safety plan, 
SSSP (or similar) which covers all: 

• the risks and their controls 

• emergency procedures 

• confirmation of any permits for work 
or notifications required 

• requirements for reporting and 
inspections.  

This will be documented into any plans and 
agreements made.  
 

4. Awarding the contract 
We will send you back the completed 
contractor pre-engagement form alongside 
the contract agreement. 
 
If you are working on an NRC site – each 
worker and subcontractor will be required to 
undertake an onsite induction with the CCP. 
 
If you are offsite - you are expected to 
complete your own site induction with all of 
your workers and subcontractors and send a 
record of completion to the CCP.  
 



 

5. Monitoring the contract 
There be an audit schedule/ inspection plan, 
where we will continue to monitor the works 
through to completion. This may include both 
onsite inspections and systems audits. 
 
We do this to ensure you are meeting the 
requirements of the contract, and that all the 
of work is done in compliance with all H&S 
rules. Any non-compliance will require action 
from you to resolve.  
 
Breaches of H&S requirements or known 
unsafe work will result in the work being 
stopped. You may further be asked to leave 
the site and/or have the contract terminated.  
 
We expect you to report any incidents, 
injuries, illnesses or new hazards to NRC as 
soon as practicable.  
 

6. Post-contract review 
Post audit evaluation reports, feedback and 
inspection records will be completed and are 
available to you. 
 
If you do not receive this, you can request it 
from the CCP. These can be used as evidence 
for future accreditation applications. You can 
submit any feedback you have to your CCP 
about the contract 

 

7. Re-accreditation (known as a systems audit) 

As health and safety evidence has reoccurring 
expirations and is continually evolving in best 
practise, you will be required to complete 
this pre-engagement form annually.  
 
If there is a serious event, a significant change 
in circumstance, or a legislative change, you 
will further be required to complete a full 
audit, to reflect the changes required. 

 

 
If you are unsure what your responsibilities are at any stage throughout the contract process, please 

contact your CCP for clarification.  

See below a sample version of the pre-engagement form you will be given by your CCP. Further 

included are 2 templates of different risk assessment types you can use as tools.  

If you require a more in-depth risk assessment tool such as a SSSP. Please visit Site safe online, for a 

comprehensive template. www.sitesafe.org.nz/products-and-services/sssp/  

https://www.sitesafe.org.nz/products-and-services/sssp/
https://www.sitesafe.org.nz/products-and-services/sssp/
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Contractor H&S pre engagement form  
DO NOT FILL OUT THIS FORM. Your CCP will provide the form for you to fill out and return. 

All potential Moderate to Severe Risk rated contractors are required to complete the 

following form and provide the evidence/information requested prior to the contract being 

awarded.  

Part A: Details and Minimum Requirements 

1. Contractor Details 

Name of Company:  

Address: Post Code:  

 

Main H&S Contact Details: 

Name:  Phone:  

Position:  Mobile:  

Email:   

 

2. Nature of Business 

Please indicate the type of work and/or services you provide. 

Do you require any special permits or qualifications for the service you provide?  

If yes, provide details. 

 

Yes / No 

What trade associations are you affiliated with? 

 

3. Reportable Events and Prosecutions 

Has your company reported any Notifiable Events (previously known as “Serious Harm”) to 
WorkSafe New Zealand in the last five years? 

Yes / No 

If yes, provide details 

Has your company been issued or prosecuted by: 

• WorkSafe –Improvement / Infringement or Prohibition Notice Yes / No 

• Resource Management Act –Enforcement Order / Abatement Notice / Excessive Noise 
Direction 

Yes / No 

If yes, provide details  

Note – this should include any notices that occurred whilst the company traded under a different name, and any notices 
that occur to sub-contractors under your control. If NRC checks and you are found not to have declared anything, your 
contract may be terminated immediately.  



 

 

4. Health and Safety System Accreditation and Formal Documentation 

Note - Accreditation could be ACC’s WSMP or Partnership Programme, ISO certified, Civil Aviation Authority, MOSS, 
H&S Contractor pre-qualified (SiteWise, IMPAC, SHE for example).   

Does your company hold health and safety accreditation? If yes, provide a copy of 
the certificate or record and evidence of the following. If no, please also complete 
section 2.  

          Yes / No 

 
Please note that if you are SiteWise (or other) accredited but have not provided the evidence required as 
part of their process you may be requested to provide some of the information/evidence in section 2. 
 

• Relevant permits or qualifications for the task or service being provided 

• Training records/plan for employees required to hold relevant training or qualifications 

• Significant Hazard/Risk Register 

• Job Safety Analysis (JSA) or example of a Site-Specific Safety Plan (SSSP) 

• Insurance Certificates 
 
Please use the checklist on page 3 to check you have sent the required documents.  

 

 

Part B: Further Evidence Required – your H&S Manual may have most of this 

information. 

Please note you are only required to complete this section if you are NOT accredited with a 

recognised organisation, or if specifically requested by NRC.  

Capability Evidence Required 

1. Induction & Training – Evidence that employees receive 
H&S induction and training when they start and that they 
are trained and qualified to perform the tasks required. If 
not qualified or trained, evidence there is a training plan in 
place and that they are adequately supervised.  

Induction Policy/Procedure 

Training Records E.g. NZQA Record of 
learning, training matrix, certificates, 
induction records 

2. Emergency Preparedness – Evidence that there is 
procedure in place in case of an emergency. It must 
include emergency preparation for the task being 
performed, e.g. chemical spill.  

Emergency Procedure/Plan 

First Aid / Relevant Training Records 

3. Hazardous Substances – Evidence chemicals are 
managed according to regulations. 

HAZNO Policy/Procedure 

HAZNO Register 

MSD Sheets 

4. Risks & Hazards – Evidence that risks have been 
identified and controls put in place. This can be 
demonstrated on the JSA.  

Hazard Management Policy/Procedure 

Significant Hazard Register 

5. Incident Reporting & Investigation – Evidence that there is 
a procedure in place for reporting all incidents and that an 
investigation takes place.  

Incident Reporting Policy/Procedure 

Incident Register 

6. Audits & Inspections – Evidence that regular safety 
inspections are taking place. Evidence that your 
organisation has been audited (if applicable). 

Site Inspections 

Vehicle/Plant/Equipment Checklists 
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7. Management of Sub-contractors – Evidence that your 
sub-contractors are being managed (if applicable). 

Sub-Contractor Management 
Policy/Procedure 

Signed Inductions/Safety Plans 

8. Communication – Evidence that regular meetings / 
briefings are being held. (Not required if a sole trader) 

H&S Meeting Minutes 

Toolbox Meeting Minutes 

9. Business Continuity Plan – A copy of the Business 
Continuity plan in the event of a civil defence emergency 

BCP plan 

 

Part 3: Checklist  

Before submitting your health and safety documentation please ensure 
you can supply adequate supporting evidence of currency.  Accreditation 
with Sitewise is for the year however accreditation, qualifications, 
licences, permits, insurance can expire within the year.  The purpose of 
this Part is to make sure nothing has expired.  

NRC Use Only 

Part 1:  Yes No N/A Meets 
Expectations 

Further 
Evidence 

Required 

Current Health and Safety System Accreditation and Formal Documentation 

Current Licences, Permits and Qualifications      

Updated Training and Competency to Work records of 
learning 

     

Most up to date Risk Assessment, Hazard Identification 
and Controls 

     

The current Site-Specific Safety Plan (SSSP) or Job Safety 
Analysis (JSA) 

     

The most recent Insurance Certificates      

Have there been any reportable events and prosecutions 
last 12 months since the accreditation period? 

     

Most recent Induction, Orientation and Training Records      

Most recent Emergency Preparedness      

Most recent Hazardous Substances listing      

Most recent Incident Recording and Investigations      

Most recent Safety Inspections and/or Audits      

Management of Sub-contractors      

Communication      

NRC Use:       

Contractor confirmed as evaluated and meets NRC H&S Requirements by: 

Date:                                             

Register 
Updated: 

 All contractors will undergo a re-audit as assigned from this 
date.  

 



 

Contractor Declaration  

 

The Contractor hereby acknowledges that: 

1 They understand their obligations under the Health and Safety at Work Act 2015, and confirm 
their intention to comply always while working with NRC. 

2 They agree to consult, cooperate and coordinate with NRC and any other organisation with which 
it may have overlapping health and safety duties. 

3 They recognise that NRC can be responsible for only advising the nature of and the methods of 
controlling hazards specific to the council’s business or worksite and that the contractor shall 
apply best industry practice to ensure the safety of all involved at all times. 

4 NRC will advise the contractor of the emergency procedures, location of emergency equipment, 
location and use of safety equipment, basic safety rules, hazards and hazard controls, go and 
no-go areas and access and authorisation requirements relevant to the service being provided. 

5 They will ensure all workers are informed of the same and that no person shall be permitted to 
work on the contract without being so informed. 

6 They have a health and safety management system in place, which ensures their compliance 
with the Health and Safety at Work Act 2015. 

7 They agree to make available for inspection on request any documentation related to health and 
safety in connection with this contract. 

8 NRC has the right to monitor the contractor’s and/or sub contractor’s activities and carry out a 
safety audit or site inspection from time to time during the progress of any contract. 

9 NRC has the right to suspend work at the contractor’s expense where NRC is not satisfied that 
all reasonably practicable steps are being taken to ensure the health and safety of workers or 
others in connection with the contract. 

10 They will advise NRC immediately of any Notifiable Events as legislated (Section 56 Duty to notify 
notifiable event, Health and Safety at Work Act 2015).  And provide notification of any incidents 
or accidents to NRC in a timely manner 

11 They will advise NRC immediately of any new risk or hazard created during the contract and will 
take all reasonably practicable steps to avoid harm being caused to any person as a result of 
such hazards and/or risk. 

12 Before any work is undertaken, they will carry out a systematic identification of risk likely to be 
encountered and will develop appropriate controls.  This may be in conjunction with NRC. 

13 Where overlapping duties occur the PCBU which holds the most influence and control over the 
works, workplace and workers will hold the Lead PCBU role and there is a documented 
agreement on who is responsible for what  

14 If they are working in the corridor, berm, shoulder or footpath they are required to provide an 
approved Temporary Traffic Management Plan, copies of TC and STMS workers for that site, a 
pre-start checklist for each job and comply with the Code of Conduct for Temporary Traffic 
Management. An NRC STMS may inspect the works. 
 

15 If they are hiring sub-contractors, they will 

a. use sound processes in the engagement of external subcontractors as PCBUs, 
including providing clear guidelines on duties and levels of responsibility.  
 

b. Provide duty of care; and so far as is reasonably practicable, protect and maintain the 

Health and Safety of Workers and any others influenced by the work. 

 

c. Manage risk and provide Site Safety Plans upon request. 
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d. Provide Emergency Plans, First Response Procedures and First Aid where needed. 

 

e. The hiring PCBU is required to; monitor the performance of the work of the contractor 
and will establish a reasonable and practicable agreement with the contracting PCBU 
regarding frequency of monitoring. 
 

f. Ensure there are clear lines of communication where overlapping duties occur with 
other PCBU’s 
 

g. NRC may conduct an audit on the Contractors sub-contractors processes 
 
 

Failure to comply with the NRC’s health and safety requirements or working in a manner that 

endangers the Consultant/Contractor or any other person may result in the contract being 

terminated.” 

 

Signed for and behalf of the contractor 

 

 Signed for and behalf of  

Northland Regional Council 

Name:   Name:  

Designation:   Designation:  

Signature:   Signature:  

Date:   Date:  

 

  



 

Take 5 Template 

 

STOP AND THINK THORUGH THE TASK (Contact supervisor if box is bold) 
The Task YES NO N/A 

Is there a procedure for this task? ☐ ☐ ☐ 

Is there a change in the process, procedure or design? ☐ ☐ ☐ 

Do I have the required permits? ☐ ☐ ☐ 

Am I trained a competent to complete this task? ☐ ☐ ☐ 

Do I have the correct PPE, In reach Garmin, buddy system? ☐ ☐ ☐ 

Do I have a clear plan in mind? ☐ ☐ ☐ 

Identify the hazards  (Contact supervisor if box is bold) YES NO N/A 

Do I have to isolate to control energy sources? ☐ ☐ ☐ 

Am I fit to perform this task? ☐ ☐ ☐ 

Are weather conditions good for this task? ☐ ☐ ☐ 

Could the task introduce hazards to others? ☐ ☐ ☐ 

Could this impact on the environment or heritage? ☐ ☐ ☐ 

Is the work rea neat and tidy? ☐ ☐ ☐ 

Can I slip, trip or fall? ☐ ☐ ☐ 

Can I be caught in or between something? ☐ ☐ ☐ 

Can something fall on me or strike me or others? ☐ ☐ ☐ 

Have I looked close, wide, above and below the task area? ☐ ☐ ☐ 

Do I need help with this task ☐ ☐ ☐ 

Do I understand the directions given by my supervisor? ☐ ☐ ☐ 

Are there any other hazards associate with this task? ☐ ☐ ☐ 
 

JOB TASK 

Date and Time:  Job name: 

Site location:  

Person in charge: name & role  

Brief Description of work:  

Expected duration of work:  Emergency Contact #: 

 

Take 5 for Safety 

1. Step back and loo 

2. Think through the job 

3. Look for Hazards 

4. Manage and communicate 

the hazards 

5. Do the job safely 

Take 5 for Communication 

1. Ask 

2. Listen 

3. Think Evaluate 

4. Respond 
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Workplace hazards can come from a wide range of sources.  Types of hazards to think about e.g. 

Biological bacteria, viruses, insects, plans, birds, animals and humans 

Chemical physical, chemical and toxic properties 

Ergonomically 
repetitive movements, improper set up of equipment, workstations, manual 
handling 

Physical 
noise, environment including terrain and off-road, weather extremes, 
machinery, traffic control, uncontrolled release 

Psychological stress, violence, fatigue, working alone 

Other 
Working in and around water, electricity, using machinery including power 
tools, lack of training, driving, working at height 

Refer to your risk matrix for scoring 

Hazard Control Ris rating 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 

Confirmation   
I have assessed the risk and the risks are below 9 points 

Company/Organisation Name & Signature date 

 
 

 
 



 

Job safety and environmental analysis (JSEA) 
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JSEA continued 
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