
HEALTH AND SAFETY 
MANAGEMENT PLAN 

Emily & Janet Rutherford 
Kiwi Water Park 
91 McBride Street 
QUEENSTOWN 
New Zealand 

Ph:    03 4423569 
Cell:  027 697 1409 
Email:  kiwiwaterpark@gmail.com 
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SECTION 7 Drug and Alcohol –  
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SECTION 9 PPE - 
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  Procedure 
  Forms 

• PPE worker register 
 
SECTION 10 Inflatable Standards  

Worksafe – Requirements for operating water-borne inflatable devices 
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Health & Safety Procedure Framework 
 
Plan, Do, Check, Act (PDCA) is a simple four-stage method that enables our company 
to avoid recurring mistakes and continually improve processes and procedures through 
planning, reviewing, evaluating and recording processes, procedures and guidance.   
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KIWI WATER PARK LTD 
 

Policy Approval and Review for Health and Safety Policy 
Policy Reference Number:   Version:  2 
 
This policy review has been approved at Health & Safety Meeting 11 November 2022 

 
The policy is reviewed annually or reflects the list below. 
 
Reason for policy review:   (Please indicate) 

Annual 

Organisation change 

Result of incident or accident 

Change in legislation 

Change in Best Practice 

Other 

 

Name:          Janet Rutherford   
 
Position:      Owner Operator 
 

Signature:  
 
Date:           14 November 2022   
 
 
 
Next Review Date: …November 2023 
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Incident and Injury Reporting and Recording Procedure 
 
Kiwi Water Park recognises the importance of managing risks through reports of incidents and illness 
so that workers are not exposed to risks that are not controlled or monitored.  This applies to 
permanent, fixed term, part-time, casual and contracted workers involved with Kiwi Water Park. 

Purpose  
The purpose is to provide consistent procedure for recording and reporting work related incident, 
injuries and illnesses and provide a documented process for an investigation process as set out in the 
Health and Safety At Work Act 2015. 

Legislation 
• Health & safety at Work Act 2015 
• Health & Safety in Employment Amendments 2002 
• Health and Safety Regulations 1995 
• Employment Relations Act 2000 
• Human Rights Act 1993 
• The Accident Compensation Act 2001 

Responsibilities  
Management  

• Preventing incidents and injuries by providing a safe and healthy work environment. 

• Taking reasonably practicable steps to ensure that workers are aware of the incident and 
injury reporting system. 

• Ensure there are resources to provide accurate and adequate reporting. 

• Have the responsibilities for Health and Safety should there be no other designated person. 

• Collating and reviewing the information contained in the company Incident/Injury Register 
which relate to:  

Ø Notifiable Incident 
Ø Notifiable Event for Injury, Illness or Death 
Ø Investigation Procedure 
Ø Near Miss  
Ø Rehabilitation 
Ø Notify WorkSafe NZ by calling 0800 030 040 

 
Workers 

• Observing the established health and safety procedure. 

• Providing a copy of ACC completed forms as a result of medical treatment as soon as the 
consultation has concluded. 

• Reporting injuries or illnesses that are work related and result in lost time but not requiring 
medical consultation to Management.  This can be done verbally, in writing, or electronically. 
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Procedure for Reporting Incidents (which includes near-miss incidents) 
This procedure outlines the processes for reporting incidents that occur to the workers carrying out 
work for Exploring New Zealand Ltd and on related activity sites authorised by this company.  
Workers are responsible for reporting any incident, near miss or injury that occurs during the course 
of their employment to Management. 

 
Definition: 

As Soon as the Incident Occurs: 
First priority TAKE PHOTOS AND VIDEO 
 
The worker must then verbally communicate this incident/injury/near miss to Management.  Ensure 
no person disturbs the scene of the incident/Injury unless cleared by  Management or a Worksafe 
representative.  The worker must then fill in a Near Miss or Incident/Injury form in conjunction with 
their manager and this will be recorded on the appropriate register. 
 
Within 24 hours of the Incident: 
The Management in conjunction with the injured person, or person notifying the incident or near 
miss, must complete the Incident/Injury Investigation Form and update the Incident/Injury Register. 

• An “Injury” is an unforeseen event that has caused harm to people. 
 

• An “Incident” is an unforeseen event that had the potential to cause injury or has 
caused injury to people. 

 
• Incidents therefore include injuries and “near-miss” events. 

 
• A “near-miss” is an unplanned event that did not result in injury, illness, or damage – 

but had the potential to do so. Only a fortunate break in the chain of events 
prevented an injury, fatality or damage; in other words, a miss that was nonetheless 
very near. 

 
An accident that requires first aid whereby the individual can treat themselves and 
no time has been lost, is regarded as a “near miss”. 
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Investigation Procedure 
In addition to the chart above, these  are some further guidelines for collecting information regarding 
the incident or injury. 
 
When will an Investigation be required:  
Investigation will be carried out if:  

• The injury incurred requires medical treatment off-site. 	
• The injury was treated on-site and subsequent to that, time off work was required without 

requiring extra medical treatment. 	
• The medical injury required a professional practitioner after the event e.g. physiotherapy and 

with no lost time. 	
• Equipment or vehicles were damaged and there was no injury to workers, contractors or the 

public. 	
• An event where loss of services was a result of the accident, e.g. loss of power or water to 

worksite. 	
• A near miss where none of the above occurred, but the potential for a more serious 

incident/accident could have been the outcome. 	

Interviewing Witnesses: 

Management are required to interview the people associated with the incident/injury.  It is expected 
that the specific questions asked for each incident/injury will vary but as a guideline the following is a 
list of general questions that should be asked each time: 

• Where were you at the time of the accident? 
• What were you doing at the time? 
• What did you see, hear? 
• What were the environmental conditions (weather, light, noise, etc.) at the time? 
• What was the injured worker(s) doing at the time? 
• In your opinion, what caused the incident/injury? 
• How might similar incidents and injuries be prevented in the future? 

 
Procedures in Place: 

As part of the investigation Management should consider whether any of the following were in place: 

• Technical data sheets 
• Maintenance reports 
• Past incident and injury reports 
• Safe work procedures 
• Training reports that could provide evidence or relevance? 
• Was the worker trained and/or supervised at the time of the accident? 

 
Meaning of Near Miss 
 
A near miss is an incident or injury that has occurred where there is: 

• No external medical treatment required 
• No lost work time has occurred 
• No equipment of machinery has been damaged to the extent that it is inoperable. 
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A near miss could include:   

• An injury occurring on site where first aid is applied, and the worker can continue working. 
• Equipment malfunction where the equipment is not deemed to be inoperable. 
• An event that has occurred where injury is not a factor – e.g. driving company vehicle with 

expired warrant of fitness. 
 
Near miss incidents may need to be investigated, but the investigation procedure would not warrant 
notifying Worksafe.   
 
What is a notifiable event, illness or injury? 
These are specified serious work-related incidents, illnesses or injuries. 
The injuries or illnesses which require a person to be admitted to hospital for immediate treatment 
are notifiable. 
 
 
Website: www.business.govt.nz/worksafe/notifications-forms/notifiable-events/forms/form-notifiable-
death-injury-illness 

 
Please ensure that the appropriate investigation is completed in BWARE and documentation sent 
to Worksafe if applicable. 
 
Accident Investigation   

Use online forms to notify WorkSafe New Zealand of a notifiable event/accident/illness/death as 
required by Section 56 of the Health and Safety at Work Act 2015.  
www.business.govt.nz    -  accident Investigation form 
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Investigation Report Form 

 
Investigation Details 
 

Incident No.  Incident 
Title  

Investigator(s)  

Full Incident Description 

 

Post Incident Response 

  

Investigation Findings 
 

Key Learning 
 

Other Observations 

 

Summary of 
Recommendations 

 

Investigation Completed 
Date Click here to enter a date. 

 
 
Corrective Action Details 
 

Action Description Date Due Action Party Date Closed 

 Click here to 
enter a date. 

 Click here to 
enter a date. 

 Click here to 
enter a date. 

 Click here to 
enter a date. 

 Click here to 
enter a date. 

 Click here to 
enter a date. 

 
Signed: 
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Incident Form -         
 
Please fill in fully each time an incident/accident occurs  
 

Reported 
by: 

Full Name: 
 

Incident 
rating- 
 
Circle one 
 

Near Miss 
First aid injury 
Medical Treatment Injury (MTI) 
MTI  - Ambulance called 
Safety Violation 
Environment 
Fatality 
 

See explanation below 
 

 

Description 
of incident 

 
 
 
 

Immediate 
actions 
taken: 
Circle those 
applicable 

Removed from water 
Ambulance called 
Administered 1st aid 
No 1st aid needed 
Other –  
 

Comments 

Critical risk 
involved 
 
Circle one 
 

Manual handling objects/equipment 
Use of jet ski and generator 
Environment 
Water 
Slips Trips and falls 
Other – please comment 

Comments 

When did it 
happen  
 

Date and time:  

Where did 
incident 
happen 
 
Circle one 
 
 

Blob 
Childrens play area 
Car park 
Foreshore 
Main waterpark facility 
Administration office 
 

 

Worker, 
Visitor 
Contractor 
Circle one 
 

Name: 
 
Address: 

Email address: 
 
NoK: (if required) 
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 2 

 
What was 
affected  
Circle all 
areas 
 

Right 
 

Head 
Eye 
Neck 
Back 
Shoulder 
Upper arm 
Internal organs 
Elbow 
Forearm 
Wrist 
Hand 
Finger(s) 

Left 
 

Ear 
Face 
Chest 
Abdomen 
Pelvis 
Hip 
Upper leg 
Lower leg 
Knee 
Ankle 
Foot 
Toe 
 

Type of 
injury or 
illness 
 
Circle all 
areas 
 

Sprain/Strain 
Dislocation 
Puncture wound 
Multiple injuries 
Nerves or spinal cord 
Laceration /cut 
Chemical reaction 
Superficial injury 

Crushing 
Bruising 
Skin disease 
Foreign body 
Head injury 
Open wound 
Fatal 
Eye damage 
 

Any plant or 
environment 
damages 

Yes  / No 
Comments 

Other 
information 

How many times has person been on 
the water park? 

 

Approximate Age:  

Part of a group   
Name of Group: 
 

YES / NO 

Does it 
require an 
investigation 
 
  

Yes /No 
 

Reason: 

Reason for NO investigation 
 
Reason FOR investigation 

Key 
learnings 
from 
incident 
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 3 

 
 

Incident Rating 
Unknown As yet an unknown event and does not fit the classification below. 

Near miss These are events that occurred but did NOT cause any harm, but that 
under slightly different circumstances may have done so. 
 

First aid Injury An injury suffered but not serious enough to require medical 
attention beyond visit to first aid station onsite.   
 

Medical 
Treatment injury 

Worker or visitor who has suffered a medical event and been  
attended to by a professional such as GP or Physio. Use also if 
Ambulance called. 
 

Lost time injury Worker from the waterpark who is badly injured and not able to 
attend rostered work next day.  Medical cert from ACC required. 
 

Safety violation Actions that do not comply with the known safety rules that apply in 
any of the work areas and could have lead to someone being harmed. 
 

Incidents These are other events not described above, but could identify where 
a workers/visitors safety has been compromised. 
 

Environment An incident that has a harmful impact on the environment e.g. 
contamination of ground, waterways, atmospheric contamination for 
discharge of fumes, vapours or dust etc. 
 

Fatality A person has died because they were involved with any work being 
undertaken on the organisation behalf: worker, contractor, visitor or 
other. 
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Personal Protective Equipment (PPE) Policy 
Policy 

In the course of Kiwi Water Park Ltd activities, workers may encounter a potentially hazardous material, 
condition or process.  This policy provides guidelines for workers to ensure specific protection and 
Personal Protective Equipment are used at worksites.   

Purpose 

The purpose of the Personal Protective Equipment (PPE) policy is to protect our workers from risks we 
have in the workplace.  PPE is not a substitute for more effective control methods.  It is considered when 
other means of hazard and risk control are not satisfactory or possible.  It will be used with other 
controls unless there are no other means of control. 

Kiwi Water Park Ltd will provide a safe and healthy environment for its workers, contractors and visitors 
by ensuring that PPE are managed in such a way as to meet the needs of the users, demonstrate best 
practice and comply with the following legislation and related regulations and bylaws. 

Responsibilities 
Managers  

• Create a complete register of the PPE used in the workplace.  
• The register will include the issue of PPE and replacement dates. 
• Know where PPE is located, their use and who is potentially exposed enough to need their 

use. 
• Know the risks the PPE are to protect. 
• Check whether the necessary controls are in place. 
• Identify corrective actions to be taken where controls are lacking. 
• PPE must meet the relevant AS/NZS compliance standards. 

Workers  

• Familiarise themselves with the content and location of the register. 
• Support the Manager in implementation and adherence to policy and procedures relating to PPE. 
• Attending training sessions when required. 
• Report any incidents and accidents that may have resulted in the lack of use of PPE in the 

workplace to management within 24 hours of the incident occurring. 
• Report any defects in PPE which could have the potential to cause injury if not worn. 
• properly caring for, cleaning, maintaining and inspecting PPE as required  

 
Applicable Legislation  

• Health and Safety at Work (General Risk and Workplace  Management) Regulations 2016 
• Health and Safety at Work Act 2015  
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Policy Approval for Kiwi Water Park Ltd 
 
The policy is reviewed and revised every year and/or following any organizational changes, changes in 
legislation, or changes in best practices. 
 
Name:      Janet Rutherford   Position:    Owner Operator 

Signature:                Date:      14 November 2022  

Review Date:…November 2023 
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Hazard and Risk Controls and Management Procedure 

Procedure 
Kiwi Water Park Ltd has a systematic procedure to identify and record actual and potential risks in our 
workplaces.  The initial step in the management of risks is to identify them and document them in a Risk 
Management Register.  They must then be rated in the order of potential to cause harm and the risks with 
the greatest potential to cause harm must be controlled first. This is done through the process of risk 
assessment. 
 
The Purpose of these systems 
The purpose of these systems and supporting processes is to enable this company to actively reduce 
workplace hazards and critical risk as far as is reasonably practicable to deliver a safer and healthier working 
environment for our workers and contractors. 
 
What is a Hazard? 
When we refer to hazards in relation to occupational health and safety the most commonly used 
definition is ‘A Hazard is a potential source of harm or adverse health effect on a person or persons. 
 
The terms Hazard and Risk are often used interchangeably but this simple example explains the 
difference between the two.  If there was a spill of water in a room, then that water would present a 
slipping hazard to persons passing through it.  If access to that area was prevented by a physical barrier, 
then the hazard would remain though the risk would be minimised. 
 
What is a hazard and what is a risk? 
What is the difference between a Hazard and a risk 

A hazard – something that could potentially cause harm 

A risk, is a combination of two things – the degree of likelihood that the hazard will cause harm and 
how serious that harm could be. 

Risks can be tangible and intangible.   
 

Tangible Intangible 
Vehicles Dust 
Machinery Noise 
Equipment Drugs and Alcohol 
Electrical outlets Manual Handling 
Ladders Working Alone 

 
What is Risk 
Risk is something we live with every day. 
 
Simple decisions in daily life such as; driving, crossing the road, and money investment 
people are constantly making decisions based on risk, and deciding on what constitutes an acceptable level 
of risk.  Risk is the consideration of the likelihood and severity of a hazardous event occurring. 

“A risk is anything that has the potential to cause harm to workers, contractors and people within the 
vicinity of the workplace” 
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Categorising Risk 

The level of risk is often categorised upon the potential harm or adverse health effect that it may cause, 
the number of times persons are exposed, and the number of persons exposed.  For example, exposure to 
airborne asbestos fibres will always be classified as high because a single exposure may cause potentially 
fatal lung disease, whereas the risk associated with using a display screen for a short period could be 
considered to be very low as the potential harm or adverse health effects are minimal. 

Control measures include actions that can be taken to reduce the potential of exposure to the hazard, or 
the control measure could be to remove the hazard or to reduce the likelihood of the risk of the 
exposure.  A simple control measure would be the secure guarding of moving parts of machinery 
eliminating the potential for contact.  When we look at control measures, we often refer to the hierarchy 
of control measures. 
 
Critical Risks 
There is an understanding that not all risks are equal in terms of the potential for causing significant 
injury, illness, or fatality and that a focus on those risks which, although occur less frequently, could 
cause the greatest harm to workers (“critical risks”).  Identifying these risks and their controls provide for 
a safer work environment for everyone.  
 
The identification and management of risks is a key concept of good health and safety management. The 
Health and Safety Act (HSWA) 2015 places a duty to eliminate or minimise the risks to workers so far as is 
reasonably practical, and effective risk management supports this process, as is effective recording of the 
events that do, or could potentially, cause harm to workers. 
 
Critical risk Management is designed to ensure that each work area has a clear understanding of what 
potentially significant injury risks are associated with work activities, and ensure there are effective 
controls in place and verified to manage those risks.  The risks identified in the chart are with consistent 
with the risks in the Health & Safety Policy.  
 
What is a Risk Assessment 

A way of determining risks in the workplace. 

Risk assessments include analysing the possible hazards that could occur in the workplace and finding a 
solution to reduce the level of risk, avoiding injury to people or damage to property.  Before a risk 
assessment is able to be completed, assess the difference between risk and hazard. 
 
Risk  = Likelihood x Severity  

Likelihood An event likely to occur within the specific period or in specified circumstances. 

Severity The outcome from an event such as severity of injury or health of people, or 
damage to property, or damage to environment, or any combination of those 
caused by the event.  

Hazard Anything that can cause harm i.e. electricity, noise or hazardous substances. 

Risk The likelihood that damage, loss or injury will be caused by a hazard and how 
severe the outcome may be. 

Inherent Risk The risk the hazard poses in its natural and uncontrolled state before controls have 
been put in place. 

Residual Risk The risk that the hazard poses after the controls have been put in place. 
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1. Eliminate  Elimination of the hazard is not always achievable though it does 

totally remove the hazard and thereby eliminates the risk of 
exposure.  

2. Substitute with a lesser 
risk 

Substituting may not remove all of the risks associated with the 
process or activity and may introduce different ones, but the overall 
harm or health effects will be lessened.  

3. Isolate  Isolating is achieved by restricting access to plant and equipment or 
in the case of substances locking them away under strict controls.  

4. Use engineering 
controls 

Engineering Controls involve redesigning a process to place a barrier 
between the person and the hazard or remove the hazard from the 
person. 

5. Use administrative 
controls 

Administrative controls include adopting standard operating 
procedures or safe work practices or providing appropriate training, 
instruction or information to reduce the potential for harm and/or 
adverse health effects to person(s).  

6. Use personal protective 
equipment 

Personal protective equipment (PPE) which include gloves, glasses, 
earmuffs, aprons, safety footwear, dust masks which are designed to 
reduce exposure to the hazard.  PPE is usually seen as the last line of 
defence and is usually used in conjunction with one or more of the 
other control measures.  
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Why Do We need Risk Assessment 

1. To assess any danger that workers could be exposed to in the workplace. 
2. So that the risks of danger happening in the workplace can be minimised or eliminated. 
3. To protect people in the workplace, not just the person(s) carry out the work activities. 
4. To assist in setting guidelines as to how work activities are carried out in the workplace. 

What is the Risk Assessment Process 

When carrying out a risk assessment, there are 5 recommended guidelines.  

1. Identify actual and potential risks and hazards including critical risks.  
2. Ask the “what if” question.  Decide who might be harmed and how. 
3. Evaluate the risk and then decide on precautions. 
4. Record your findings in your risk register and put them in place. 
5. Review regularly and make amendments. 

 
If hazards occur after a risk assessment has been conducted, add it into your Risk Management Register 
and complete the process.  A risk assessment should be conducted at least once annually. 
 
New risks are always going to develop and enter the workplace over time.  It is important for workers to 
be encouraged to report them and apply the same process as they arise. 
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Responsibility  
Management: 

• To participate in the risk identification, assessment and control program. 
• To understand risks and hazards that affect their jobs and the control measures in place. 
• To ensure that tasks are not carried out without the proper controls in place. 

 
Workers: 

• To participate in the risk and hazard identification, assessment and control program. 
• To ensure the proper controls are provided and being used. 
• To keep documentation on risk and hazard identification, assessment and controls. 

 
Contractors: 

• Familiarise themselves with the risks in the workplace that relate directly or indirectly to their 
involvement. 

• Communicate to Management the risks that the contractors may be bring to the workplace. 
• Ensure that the contractor’s staff are suitably trained to control the risks they bring onto the 

workplace. 

• PPE – The contractors should communicate the PPE that is required to assist in control of the 
risks being introduced to the workplace. 

• The contractor will use the construction site identification board as a method of communicating 
risks being introduced to the workplace. 
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Hazard and Risk Register  
 

Version 2: Novem
ber 2021 
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RISK ASSESSMENT FORM 

Use this Form to identify any new risks that have not been previously identified.  This form must 
also be completed before any new activities or new equipment is used/implements at a site so that 
new risks can be identified and assessed. 
	
Site Name: Date: 

Identified by: Position: 

RISK INFORMATION DETAILS 

Details of 
Identified 
hazard/risk: 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

Photographs 
Taken: 
 

 Yes 
 No 

Photographs attached: 
 Yes             No 

Comments: 

Location of 
Hazard: 
 
 
 

 
 
 
 

Assessment of 
hazard/risk: 

 Extreme risk 
 High Risk 
 Medium Risk 
 Low risk 
 

Immediate action required by Management. 
Management attention and action required. 
Management attention required. 
Review process and procedures to maintain 
controls. 

Referred to for 
action: 

Date: Name: 

Signature:  

NEW CONTROL PUT IN PLACE 

Corrective action 
complete: 
 
 

 �Complete 
 ��ncomplete 

If incomplete when will corrective action be 
completed: 
 
 
 

H.A.R.M. 
Register Updated 
by: 

Date:  

Managers 
signature: 

Date:  

 
Please ensure that this hazard is entered into the Hazard and Risk Management Register 
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Daily site checklist
Site: Signature:

Date:

Conducted By:

WATERPARK PRESTART ADMIN Comments

Have you picked up office key from security

Yes No NA

Was there any update from security needing to be
recorded?  If yes answer below

Yes No NA

Update comments from security overnight.

Update on weather conditions

Nil - light breezes predicted - no impact on daily
sessions    Light to moderate wind predicted - little
impact    Moderate to strong winds predicted - each
session checked    Other weather considerations
Other

Other weather conditions affecting the waterpark

PHONES & RADIOS Comments

Printed: 28-Nov-2021
© bware 2021

1/5

123

Kiwi Water Park
Kiwi Water Park Lowburn Valley Road, Lowburn,

New Zealand
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Daily site checklist
Office phone is fully charged

Yes No NA

If No has it been put on the charger

Yes No NA

Are ALL radios charged up

Yes No NA

If No have they been put on chargers

Yes No NA

WATERPARK EXTERNAL AREA Comments

Are perimeter fences in place and secure

Yes No NA

Has the beach and grass area been checked for
broken glass and general rubbish

Yes No NA

Printed: 28-Nov-2021
© bware 2021

2/5

123

Kiwi Water Park
Kiwi Water Park Lowburn Valley Road, Lowburn,

New Zealand
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Daily site checklist
Have road cones and barrier poles been placed across
the entrance

Yes No NA

FIRST AID Comments

Is the ambulance parking bay area set up

Yes No NA

Is the first aid area set up

Yes No NA

Has the first aid kit been checked

Yes No NA

Does the first aid kit need to be restocked - comment
NO if it is OK.
* If YES - what needs replacing

ON THE WATER Comments

Have you kayaked or paddle boarded around the park
checking for debris in the water - logs, weed etc

Yes No NA

Printed: 28-Nov-2021
© bware 2021

3/5

123

Kiwi Water Park
Kiwi Water Park Lowburn Valley Road, Lowburn,

New Zealand
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Daily site checklist
Was all debris able to be removed

Yes No NA

Are all the inflatables in the correct position

Yes No NA

Are all inflatables pumped up to the correct position

Yes No NA

Are the inflatable joins secure including lacing of
ropes.

Yes No NA

Additonal comments for observations

CONDITIONS NOTICEBOARD Comments

Has the conditions noticeboard been updated

Yes No NA

Printed: 28-Nov-2021
© bware 2021

4/5

123

Kiwi Water Park
Kiwi Water Park Lowburn Valley Road, Lowburn,

New Zealand
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Daily site checklist
Have you taken a photo of the updated noticeboard
using the upload image component of this APP

Yes No NA

Overall Comment:

Printed: 28-Nov-2021
© bware 2021

5/5

123

Kiwi Water Park
Kiwi Water Park Lowburn Valley Road, Lowburn,

New Zealand
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                             Version 1: November 2020  
 

Training Policy 
Policy 
The Health and Safety at Work Act 2015 requires that workers have sufficient knowledge or experience to 
carry out all aspects of the work safely or are supervised by persons with suitable experience and take 
reasonably practicable steps to ensure their own safety at work and that no action or inaction causes 
harm to any other person.  This may require training in the use of equipment, Specific duties, substances 
or protective clothing. 
 
Training will be given by qualified trainers in water safety and an induction day will be carried out for 
workers prior to the opening of the Kiwi Water Park.  This will encompass all areas for this type of activity. 

Appropriate health and safety information may cover: 

• The handling of emergencies that could arise in the course of work. 
• Risks workers may be exposed to in the workplace including any significant risks and steps that are 

necessary to protect themselves from those risks. 
• Typical risks that a worker may create in the course of their work. 
• The location of a Hazard & Risk Management Register for perusal. 
• The suitability and use of protective clothing and safety equipment. 

 
Health and Safety information and training is delivered so that the key messages are clearly understood, 
taking into account language, literacy, vision, hearing and other variables. 
 
Understanding of training given is demonstrated by sign-off of a record of training and experience on a 
Worker Training Record or in the worker’s personnel file. 
 
This policy applies to workers of Kiwi Water Park.   

Legislation 
• Health & safety at Work Act 2015 
 

Additional policies to be taken into consideration are: 

• Kiwi Water Park  Drug and Alcohol policy. 
• Kiwi Water Park  Health and Safety Policy. 
• Health and Safety at Work (Adventure Activities) Regulations 2016 
• Australian Standard 3533.4.5 – 2017 Water-borne Inflatable Devices 

 
 

Policy Approval for Kiwi Water Park Ltd 
 
The policy is reviewed and revised every year and/or following any organizational changes, changes in 
legislation, or changes in best practices. 
 
Name:      Janet Rutherford   Position:    Owner Operator 

Signature:                Date:      14 November 2022…  

Review Date:…November 2023 
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1	

	
Training Procedures 
 
Procedure 
Management are responsible for training of workers with information regarding: 

• Associated work activities 
• The risks they are likely to encounter during their work 
• How to manage risks 
• A mentor or buddy may be assigned to supervise on-the-job instruction and development.  

This will be dependent on location and will be tailored to the individuals existing knowledge. 
 

Health & Safety Topics covered in Induction training may include: 

• Specific work risks and safety measures 
• The location and use of protective clothing and equipment 
• The location and operation of fire extinguishers and first aiders. 
• Emergency evacuation procedures. 
• Accident and risk reporting systems 
• Worker responsibilities 
• Worker involvement system for consultation on health and safety issues 

Understanding is demonstrated by completion and sign-off of the training.  Records of these will be 
held in the workers files. 

Worker Participation 
At regular intervals, workers will have the opportunity to raise and discuss health and safety topics at  
staff meetings.  The person conducting such meetings should ensure health and safety is an item on 
the agenda.  

Renewal of Certificates and Licences 

Copies of training certificates are to be included on the workers personnel file.  These include and are 
not limited to: 

• First Aid Certificate 
• Fire Extinguisher training 
• Fire Warden training 
• PPE training 

 
Training – Internal and External 

a. Identify external training if required for workers and establish a schedule to ensure this takes 
place.  

 
b. Identify internal training if required, the trainer to perform the training, and a timeframe 

required for competency. 
 
All training undertaken should be recorded, signed off and dated on the Worker Training Records.  

Workers who are either new to the company or are being trained for work they have not performed 
previously, should be internally/externally trained and assessed for practical ability and trade 
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2	

knowledge by staff who are designated as trainers.  Trainers must have the relevant skills and 
experience to provide training and be included on the internal trainers’ register. 

Trainees must prove competence prior to being allowed to perform the work onsite.  Trainees 
undergoing external training should prove competence by meeting criteria set by the trainer.  Once 
the trainee has demonstrated competency, they should then be permitted to do the tasks, initially 
under supervision. 

The training procedure for the workers should ensure they are able to carry out their tasks safely and 
efficiently without constant supervision, thereby improving productivity and reducing accidents, 
injuries and ill health.  Workers are encouraged to ask for help with tasks that are either: outside their 
capability or, involve risks that make the task dangerous for one person to undertake.   

Ensure that verification of internal training is filled out, signed and filed in the workers personnel file.  
The Internal Training Assessment Forms for identifying this training is included in this procedure as 
Appendices A – Individual Training and B – Group Training. 
 

Examples of Training  
INTERNAL TRAINING 
Verified by signoff of training by internal trainer 

EXTERNAL TRAINING 
Verified by receipt of certificate or licence 

Staff induction First aid 
Emergency Evacuations Fire Extinguisher training 
Accident/incident reporting Drivers licences 
Risk and hazard ID Manual handling 
Machinery  Drug & Alcohol 
Worker participation in H & S  

 
Personal Protective Equipment and Clothing (PPE) 
Workers who may be exposed to risks in the workplace may have access to appropriate safety 
equipment and clothing.  Appropriate training should be given in the use and maintenance of PPE.   
This training may be provided by the supplier, either internally or externally or by a senior member of 
the company who has been trained internally or externally and should be recorded in a PPE Register. 
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 Appendix B  
 

1 

GROUP INTERNAL TRAINING 

Training Details and Evaluation 

Objective: 

Description – What training is 
involved. 

Comments Covered 
Y/N 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

Additional Information:  

 
 

 

 

Trainers Information 

Name:  Signature:  

Number of attendees:    
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 Appendix B  
 

2 

Group Internal Training Signoff Assessment 

Date:  Location: 

Attendee Signature Grade Comments 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 
     

Assessed Competency  

Grading Key 

A Under Supervision C Proficient 

B Requires Supervision D Completed 

Refresher Date:   
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 Appendix B  
 

3 

  
 

Checklist for Internal Group Training  Comments 
Training Details and Evaluation 

• Put in the Objective you are wanting to train on.  E.g. 
Ladders 

• Description means you put in the points you think are 
most important to be covered off.   

• Don’t have too many points to cover off – just main ones 
you feel constitute the training.   

• If for some reason you cannot cover off all the points after 
you have already set out the form, then put in y/n with a 
comment.  i.e. it may be irrelevant or covered off 
somewhere else.  

• Make sure everything is applicable to your workplace. 
 

 

Trainers Information 

• Make sure there is the Trainers Actual Name (not initials) 
• Sign off the form and date it. 
• Make sure the number of attendees equals the signoff 

 

Signoff and Assessment 

• Fill in date training took place and the location – might be 
worksite or office etc. 

• Under attendee – full name  
• Signature full signature – not initials  
• At the finish of training you put in a grade and any 

comments relevant to that attendee. 
• This is to assess the competency of the worker doing the 

training and whether you feel they are proficient or 
require more training etc.   

• There could be more than one grade – (i.e. completed but 
Requires supervision B & D and reason in the comments 
section beside attendee.  

 

Assessed Competency  

• Put in a refresher date for the training – might be 2 yearly 
or could be sooner if requirement/legislation/incident or 
accident etc deem it necessary.   

• Record in workers training on Bware in the group training 
section. 
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1 

COMPANY INDUCTION FORM -  HEALTH & SAFETY 

WORKER NAME:  

EMPLOYMENT START 
DATE: 

 POSITION/JOB TITLE:  

  
Please mark with a Ö tick or X 
 
Health & Safety 
 
I have been shown: 
 

 How to do my job safely including the use of 
safety equipment. 

 The safety signs and what they mean. 

 How to safely use/store and maintain 
 safety equipment. 

  I have been issued with PPE (Personal Protective 
Equipment) and I am aware of company 
procedure around the use of PPE.  

 I have been made aware of company policy 
regarding replacement of PPE. 

 How to safely use/store and maintain equipment. 
 
I know: 
 

 My responsibilities as a worker. 

 Who to report health and safety issues to? 

 Where health and safety information is kept. 

 
Risks: 
 
I know: 
 

 What the risks are on the property. 

 What the controls are for these risks. 

 How to report risks. 

 Where records of risks are kept. 

 Safe work procedures and safe operating 
procedures.  

 

 

  

Incidents and Injuries: 
 
I know how to report: 
 

 Injuries. 

 Incidents/near misses. 

 Early signs of discomfort. 

 I know reports will be investigated and I will be 
kept informed of the results. 

 
Meetings: 
 

   I am aware of my responsibility to attend and 
participate in Health & Safety meetings. 

 
   I have been made aware of where previous 

Minutes of Meetings are located. 
 

Training 

   Please list the relevant training undertaken that 
supports the working job description.  

 
1.    ______________________________________ 

2.    ______________________________________ 

3.    ______________________________________ 

4.    ______________________________________ 

Please supply copies and evidence of the training 
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2 

 

 

 

 

COMPANY INDUCTION FORM -  HEALTH & SAFETY 

Declaration: 

The above has been fully explained to me and I acknowledge the responsibility of maintaining a safe working 
environment while on this workplace.   

I acknowledge that if there is an item of the health and safety requirements I do not understand or any further 
information I require, I will be able to acquire this information from the Manager.   

I acknowledge that this induction in no way diminishes my obligation and responsibilities under the Health 
and Safety at Work Act 2015. 

SIGNED BY WORKER  DATE  

SIGNED BY 
MANAGEMENT 

 DATE  
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DOCUMENTS FOR CONTRACTOR HEALTH & SAFETY  
 

EVALUATION AND ACKNOWLEDGEMENT  
 

 
 
 

1. Checklist of Documents or Supporting Evidence for Health & Safety 
 

Schedule A,      Schedule B,      Schedule C. 
 

2. Contractor Assessment Declaration. 
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CHECKLIST OF DOCUMENTS OR SUPPORTING EVIDENCE  
FOR HEALTH AND SAFETY 

 

Company Name: Date: 
 

Your company is required to be able to produce the following documentation if required.   Please 

acknowledge below the documents your Company has in place as part of your Health & Safety 

Management Plan and covering legislation for Health & Safety at Work Act 2015.  The documents could be 

required to be produced by the following methods, but are not limited to the schedules below. 

 

v Kiwi Water Park reserves the right to do a random audit or a scheduled audit of your health and safety 

systems. 

 

v We may empower an independent auditor to do a random audit or a scheduled audit of your health and 

safety systems.  The outcome of this type of audit could be confidential between the auditor and our 

company.   

 

v Worksafe New Zealand may conduct an audit or investigation of your processes as a result of a serious 

harm accident or as part of their duties under the Worksafe New Zealand Act 2015.  
 

Schedule A 
 

Has your company any of the following pre-qualifications?     YES      NO 
ISO45001   
IMPAC PREQUAL   
SITEWISE   
OTHER – Please name   
 
    IF   YES The procedures in Schedule B below are covered within your certificates 

Please provide a copy of the qualification certificates 
     IF  NO Please indicate if the procedures in Schedule B below are in place in your company. 

 
   Schedule B 
 

Document YES NO N/A 
Health and Safety Policy    

Health and safety manual    

Workplace drug and alcohol policy    

Competency Register    

Staff Induction    

Risk identification    

SDS sheets available for hazardous substances    

Emergency and Evacuation reports    

Task Analysis register    

Accident/Incident register    

Near Miss register    

Investigation report for Accident/Incident/near Miss reporting    

Site Induction    

Site safety inspection file    

Toolbox meeting minutes    

Health & Safety committee meeting minutes    

PPE register    

SOP (safe operating procedures)    

Re
lea

se
d 
un

de
r t

he
 O

ffi
cia

l I
nf
or

m
at
ion

 A
ct 

19
82



	

   Version 2: November 2022    

3	

Working Alone Procedure and Safe Working Method Statement    

 
Schedule C  - Evidence 
 
Submit the documents below (if available), regardless whether you have completed  Schedule A or 
Schedule B. 
 

 YES NO N/A 

    Indemnity Insurance Certificate (copy)    

    Risk Management Register or Hazard Register    

   Training Register (internal and external, licences, certs and        
completed courses) 

   

   Audit reports    

   Hazardous Substance Register    
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CONTRACTOR ASSESSMENT DECLARATION: 
 
I/WE hereby confirm that the responses given, are true and accurate and that the persons employed or 
subcontractors engaged by me/us: 
 
(a) Have the appropriate qualifications, certifications, skill and experience to carry out the work I/WE 

have been engaged to undertake in a safe manner; and  
 
(b) Will adhere to applicable health and safety legislation (including the Health and Safety at Work Act 

2015) and Kiwi Water Park health and safety policy and procedures; and 
 
(c) Undertakes to advise of any alterations, additions or amendments to the information given in this 

document. 
 
(d) Kiwi Water Park has a comprehensive drug and alcohol policy to ensure that their workplaces have 

zero tolerance for this type of serious substance risk.  Signing this declaration is acknowledgement 
that the Contractor, their Sub-contractors and workers will abide by this policy.  A copy of this 
policy and procedures is available on request. 

 
(e) The contractor acknowledges that they will advise Kiwi Water Park within 5 working days of an 

Improvement or Prohibition notice issued by Worksafe.  This includes all workplaces where the 
contractors have involvement with.   

 
(f) The contractor acknowledges that if as part of the contracted work to be undertaken that there 

may be a requirement for the contractor to work alone and unsupervised, as part of this 
procedure, the contractor acknowledges that they have the necessary Safe Operating Procedures 
(SOP’s) in place to allow the contracted work to proceed safely. 

 
(g) All forms and documents supplied are true and accurate copies.   If there have been any 

alterations or additions to any of the documents supplied, after being submitted and before the 
review process, then the contractor accepts it is their responsibility to advise this Company of 
those changes, either in writing or electronically,  

 
(h) The information provided on the Checklist of Documents and Supporting Evidence for Health and 

Safety (Schedules A, B & C) is true and accurate and acknowledgement is given for any audit 
processes outlined to take place. 

 
This contract will be reviewed on an annual basis and will include Contractor Health and Safety 
performance, and compliance, prior to review.  Failure to comply with the Kiwi Water Park health and 
safety compliance could be reason not to renew the contract. 
 

Company Name:  

Person completing form: Position: 

Signature: Date: 

Email Address:  

Annual Review date:  
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1 

Pandemic Policy  
Kiwi Water Park Ltd strives to provide a safe and healthy workplace for workers and this pandemic 
flu policy outlines our overall response to a pandemic flu outbreak and our emergency-
preparedness. 

 
Scope 

Pandemic influenza poses the most serious global threats to public health and our economy. 
Inability to predict when such a disease might strike and with what severity makes it incumbent on 
this Company to consider how our business might be affected and to articulate what needs to be 
done to respond to an outbreak. 

 
Legislation 

• Health Amendment Act 2006 
• Health Act 1956 – Part 3 (amended 2006) 
• Epidemic Preparedness Act 2006 
• And other epidemic amendment Acts. 

 
Responsibilities 

Managers  

• Managers are responsible for ensuring that workers understand the organisation’s pandemic 
recovery plan policy and procedure. 

• The organisation’s leave and absence policies will be continuously developed as the status of 
the pandemic changes.  

• The leave policies that will be developed include the organisation’s sick leave policy and 
bereavement policy. 

• The Company will have appropriate plans in place to:  
1. Avoid unnecessary travel  
2. Cancellation of face to face meetings 

• A pandemic communications strategy will be developed to ensure that workers are provided 
with up-to-date and accurate information on the status of the pandemic as it relates to our 
Company. 

• Information will be provided to workers via the organisation's e-mail and, where possible, 
through team meetings. 

Workers  

• Familiarise themselves with the procedures Management have put in place and know the 
risk the pandemic plan will impose of them. 

• Workers are required to be vaccinated before undertaking duties on site.   
• Advise the Company if they are showing any signs of contagion. 
• Advise the Company of contagion or positive test before agreeing to undertake work at 

worksites. 
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Policy Approval for Kiwi Water Park Ltd 
 

The policy is reviewed and revised every year and/or following any organizational changes, changes in 

legislation, or changes in best practices. 

 

Name:      Janet Rutherford   Position:    Owner Operator 

Signature:                Date:      14 November 2022…  

Review Date:…November 2023 
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Pandemic Procedure  
 
Definitions  
Influenza or “flu” is caused by a variety of influenza A viruses.  These viruses can cause different 
diseases: avail (or bird) flu, H1N1 (swine flu), pandemic influenza and seasonal influenza. 
 
Pandemic influenza can occur when mutating influenza viruses become transmissible to humans, 
who generally lack any natural immunity to fight off the virus’s adverse health effects.  
 
Planning for Pandemic 
It is important to plan for how this may affect this business and the ability of workers to perform 
their jobs. 
 
Areas to plan for include: 

• How will you maintain your essential services or activities with high numbers of staff 
absences over an extended period? 

• What essential goods and services you reply on and how you will manage any disruptions to 
supply. 

• How you can implement alternative work practices in your workplace. 
• What services will need additional support to meet a surge in demand e.g. IT support 

services). 
• How you can protect your workers and reduce the risk of spread of the pandemic influenza 

virus in your workplace. 
• Workplace environments vary greatly so consider your particular work environment and 

what is frequently used and touched by workers, clients and others. 
• The hierarchy of controls prioritizes intervention strategies based on the premise that the 

best way to control a hazard is to systematically remove it from the workplace, rather than 
relying on workers to reduce their exposure. 

• Have a business continuity plan in place. 

 
How to Maintain Operations During a Pandemic 

• Advise staff to stay at home if they are sick or if displaying flu-like symptons, send home. 
• Use covid-19 testing for positive/negative testing and have plans in place if worker tests 

positive.  
• Remaining workers may have to carry out unfamiliar tasks – ensure there is appropriate 

training for them.  
• Adopt sensible hygiene measures for protection to reduce potential for contamination 

through changing work practices. 
• Discussion with staff as part of preparedness planning. 
• Implement methods of communicating when a closure is forced upon both the Company 

and workers.  
• Approach to leave usage during the pandemic, including sick leave, discretionary leave or 

leave without pay.  
• Assist workers in managing additional stresses related to the pandemic. These are likely to 

include distress related to personal or family illness, life disruption, grief related to loss of 
family, friends or co-workers, loss of routine support systems, and similar challenges. 
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• Evaluate the Company’s particular workplace to develop a plan for protecting their 
employees that may combine both immediate actions as well as longer term solutions. 

• PPE can prevent some exposure if used correctly, but should be a last resort after 
engineering and administrative controls.  

 
 

- STAY SAFE -  
 
CONSULTATION               CO-OPERATION  CO-ORDINATION 
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Drug and Alcohol Policy & Procedures 
1.0 POLICY STATEMENT 
 

1.1 Kiwi Water Park is committed to providing a workplace where drug and alcohol education 
is part of the culture for workers, and contractors by observing and recognising:  

  
a) Our obligation to ensure the safety and health of workers, and contractors under the 

Health and Safety at Work Act 2015. 
b) That the influence of drugs or alcohol on a person’s behavior has been identified as a 

potential, actual and significant risk in the workplace and that our industry consists 
primarily of safety sensitive roles.  It is our duty to take reasonably practicable steps to 
eliminate, and/or isolate the risks. 

c) The duty of workers and contractors to take reasonably practicable steps to ensure 
that their action or inaction in the workplace does not harm themselves or any other 
person.  Workers and contractors fail in their duty if they present themselves for work 
under the influence of drugs or alcohol. 

 
1.2 To achieve our aim of a drug and alcohol educated culture in our workplace we are committed 

to: 
a) Seeking the understanding and support of workers and contractors in implementing 

the policy.  This includes informing workers and contractors of their rights when 
implementing the testing policy and procedures and which drugs and alcohol have 
been recognised as causing workplace impairment and at what levels.   

b) Educating and increasing awareness by providing training, information and assistance 
about the use, treatment of and testing for drugs and alcohol. 

c) Performing where applicable post incident/accident, reasonable-cause, random and 
follow-up screening tests for drugs and alcohol, with a view to reducing and preventing 
the occurrence of workplace accidents and supporting staff with drug and alcohol 
problems where appropriate. 

d) Where appropriate, initiating a disciplinary process and/or suspending to ensure the 
health and safety of our workplace.   

 
1.3 Workers and contractors must read and abide by the requirements set out in this policy.  

 
2.0 DEFINITIONS 

 
2.1 Adulteration:  The deliberate action of someone to compromise the integrity of testing. e.g. 

the use of a dilutant or masking agent, or providing a substitute urine specimen, in order to 
compromise the detection of drugs in their urine.  

 
2.2 Alcohol:  Any beverage that contains ethyl alcohol (ethanol), including but not limited to beer, 

wine and distilled spirits. 
 

2.3 Drugs:  The term refers to any mind altering or legally controlled substance unless it is 
prescribed by a doctor and used in accordance with medical directions. This includes any 
drugs listed in the Misuse of Drugs Act 1975 and any drugs listed in the AS/NZS 4308:2008: 
Procedures for specimen collection and quantitation of drugs of abuse in urine.  
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2.4 This term also includes drugs other than those listed in the Standard, such as those drugs 
referred to as “designer drugs”, including (but not limited to) synthetic cannabinoids and 
herbal highs, as well as other synthetic drugs such as opioids, hallucinogens, piperazines, 
stimulants and sedatives in the definition of “drugs”. 

 
2.5 Worker:   Any person who is engaged by the employer to work in a permanent, fixed term or 

casual employment relationship. 
 

2.6 Contractor: Any person or worker of a contractor who is engaged by the Principal to work in 
a permanent, fixed term or casual contracting relationship. 

 
2.7 Drug testing undertaken will be undertaken by an accredited collector according to the 

Australian/New Zealand Standard AS/NZS 4308:2008 standards (or updated amendments) 
and by an accredited agency facility or laboratory e.g. New Zealand Drug Detection Agency 
(NZDDA).  

 
3.0 RESPONSIBILITIES 
 

3.1 Our Company bears the responsibility for implementing this policy and ensuring adequate 
resources are allocated for doing so.  In particular, we are responsible for training Health & 
Safety Representatives to ensure that they understand, disseminate and implement the 
policy in their areas of responsibility. 

 
Workers should have access to a copy of this policy and information within it.  The introduction 
of this policy will be supported by consultation on it with attempts to increase workers’ 
awareness of the issues. Our Company will ensure that the Health & Safety Representative 
and workers will undergo appropriate training.  
 
Social work situations will be made available for staff from time to time and Kiwi Water Park 
will at such occasions, provide food in the form of nibbles which could vary depending on the 
status of the event.  It will, however, be the workers responsibility to monitor their own 
consumption of alcohol at such functions to ensure they are not impaired, and if driving, 
comply with the legislative drink and driving regulations. 

 
4.0 TYPES OF TESTING 

 
4.1 Sample collection and/or testing should be undertaken by an accredited person, agency, 

facility or laboratory.  The ‘chain of custody’ should be maintained and sample collection 
and/or testing may take place onsite and/or elsewhere.  It should be carried out privately and 
confidentially wherever reasonably practicable except where the integrity of testing and/or 
the sample may be at risk.  The worker’s informed consent will be sought prior to testing as 
per Appendix 6 and/or any forms used by the accredited person, agency, facility or laboratory.  
 

4.2 Pre-Employment: 
The Company may require an applicant to undergo pre-employment testing.  This could be at 
2 different stages of the process.  Refer to appendix 2. 
 
a) The prospective applicant may be required to submit a test result at the same time as the 

application for is submitted. 
b) As part of the application process and prior to a job offer, the applicant may be required 

to submit themselves for a drug and alcohol test.  
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There will be no offer of employment or transfer to safety critical roles made to the applicant 
until negative results have been received.  The testing method used is to be consistent and 
meet AS/NZS 4308: 2008 and carried out by an accredited agency facility or laboratory. 
 
A positive result will not preclude that person for applying for future vacancies. 
 
If an applicant refuses to be tested, they may not be eligible for employment with Mt 
Cardrona Station. 
 

4.3 Reasonable Cause:   
a) Whenever a worker and contractor arrives at work in an unfit state and the employer 

has reasonable cause to suspect this is as a result of being under the impairment of drugs 
or alcohol, the worker and contractor may be tested for the presence of alcohol or drugs. 

 
b)  A reasonable cause exists where the Health & Safety Representative and/or one other 

person (such as another member of staff, contractor or a member of the public) suspects 
on reasonable grounds, that workers, contractors or visitor’s ability to perform work in 
a safe manner may be affected, based on observed reasonable cause indicators (actions, 
appearance or conduct of a worker and contractor that indicate drug or alcohol use). 

 
c) The process is not restricted to this Company’s workers, but is inclusive for workers and 

contractors on site at the time the testing process was initiated.   
 

Where reasonably practicable, we will do the following: 
a) The Health & Safety Representative will advise the worker and/or contractor of the 

grounds on which the reasonable suspicion is based.  Refer to Appendix 4 and 5. 
b)   Testing will occur in accordance with Section 5 of this policy. 

 

When assessing for reasonable cause, there will usually be more than one indicator present.   

Examples of reasonable cause indicators include, but are not limited to, the following: 

 

¨ Excessive lateness 
¨ Increased health problems or 

complaints about health 
¨ Changes in personality 
¨ Changes in appearance – clothing, hair 

personal hygiene. 
¨ Reduced ability to perform tasks 

requiring concentration and co-
ordination 

¨ Going to the bathroom more than 
normal 

¨ Dizziness 
¨ Emotional signs – outbursts, anger, 

aggression 
¨ Absences often on Monday, Friday or in 

conjunction with holidays 
¨ Depression 
¨ Involvement in various minor accidents 
¨ Odour of alcohol or drugs 

 

¨ Hangovers 
¨ Impaired motor skills 
¨ Less energy 
¨ Changes in alertness – difficulty with 

attention span 
¨ Feigning sickness or emergencies to 

get out of work early 
¨ Defensive when confronted about 

behaviour 
¨ Slurred speech 
¨ Violent behaviour 
¨ Irritability 
¨ Impaired or reduced short term 

memory 
¨ Intense anxiety or panic attacks 
¨ Bloodshot eyes 
¨ Impairment in learning and memory, 

perception and judgment 
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4.4 Post-Accident/Near Miss Testing: 
When a workplace accident or near miss occurs, the workers/contractors may be required to 
undergo testing including: 
a) Whenever any equipment, vehicle or plant accident or near miss occurs that did or could 

have caused serious harm. 
b) The accident or near miss resulted in an injury requiring consultation with a medical 

practitioner. 
c) The accident or near miss caused damage to property. 

 
Testing is not limited to the injured workers and contractors but may, at our discretion, 
require all workers involved in the accident/incident. 
 
Testing should be undertaken as soon as is reasonably practicable after the accident, incident 
or near miss, however if the workers and contractors involved requires medical treatment, 
this should be administered first.  Refer to Appendix 1 and 3. 
 

4.5 Random Testing: 

Random unannounced testing may follow the periodic selection of a defined number of 
persons and any person may be tested at any time, even if they have been tested before.  A 
randomly selected sample, representing a cross-section of workers (salaried and waged) will 
be notified that they are to participate in a drug and alcohol test.   
 
The selected process will be contracted out to an external service provider whose selection 
criteria will be documented prior to the selection process.  Random testing will be compiled 
during normal working hours.  The process is not restricted to Company workers, but is 
inclusive for all workers on site at the time the testing process was initiated.  Refer to 
Appendix 3. 

 
4.6 Follow-Up Testing:   

Where a worker or contractor has returned a positive result from testing for the first time 
(“first occasion”) and/or has been subject to disciplinary procedures for alcohol or drug 
related misconduct, the worker or contractor will be required to undergo follow-up testing.   
 
Any follow-up testing will be conducted over the period of two years and the worker or 
contractor may be tested without notification up to 12 times during that period.  Any positive 
result from testing during this period may be dealt with as a “second occasion.” 
 

 
5.0 DRUGS TESTING PROCEDURE 

 
5.1 All aspects of the testing procedure will be carried out in a confidential and private manner. 

The collections will be done either offsite through an AS/NZS 4308:2008 accredited agency 
facility or laboratory, or onsite by an accredited collector such as the New Zealand Drug 
Detection Agency (NZDDA).  

 
5.2 Workers and contractors will be required to comply with the following procedure: 

a) Read and sign an informed consent form.  Refer to Appendix 6. 
b) Complete a drug testing custody and control form. 
c) Confirmation of identity either by providing identification by the worker or contractor’s 

Health & Safety Representative. 
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d) Provide a urine specimen (in private) which will be split into at least two samples by the 
collecting agent. 

e) Read, sign and date the chain-of-custody statement certifying the specimen is that 
person’s and it has not been changed or altered at the time of collection. 

f) Note the temperature reading on the collection bottle and verify the temperature 
reading was correctly recorded on the form.   

 
5.3 One specimen is screened for the presence of drugs.  If there is a positive response (indicating 

the presence of drugs) at this screening phase, another portion of the sample is taken to the 
second confirmation phase.  Further tests for specimen integrity (e.g. to check for dilution, or 
the presence of a masking agent, will also be conducted. 

 
5.4 At the confirmation stage a positive test will only be reported by the testing facility/agency if 

GC(LC)MS confirmed levels of drug residue exceed confirmation cut-off levels.  Cut-off levels 
conform to the Australian/New Zealand Standard AS/NZS 4308:2008 or updated 
amendments.   

 
5.5 If a worker or contractor disagrees with an initial positive test result, then they have the 

option of having the second sample re-tested at an accredited laboratory. This request should 
be made within 14 days of receiving the initial positive result and this reanalysis looks for the 
presence of any amount of the drug (i.e. it is not restricted to cut-off levels).  

 
5.6 If the second test proves positive, this will be accepted as a conclusive result.  If the second 

test result proves negative, this will be accepted as a conclusive  
 
6.0 ALCOHOL TESTING PROCEDURE 

 
6.1 All aspects of the testing procedure will be carried out in a confidential and private manner.  

 
6.2 The workers and contractors will be required to comply with the following procedure: 

a) The workers and contractors will sign an informed consent form. Refer to Appendix 6. 
b) The test for alcohol will be carried out using a breath alcohol screening device which 

complies with the Australian standard AS 3547-1997 “Breath alcohol testing devices for 
personal use.” 

c) The first test will require the workers and contractors to blow into the device with the 
mouthpiece attached. 

 
Under 20 years of age  
(a) If the first reading records any level of alcohol per litre of breath the result is deemed to 

be “Detectable”.  
(b) Following a “Detectable” test, a confirmatory test on the same device is performed after 

15 minutes using a new mouthpiece.  
(c) If the confirmatory result records any level of alcohol per litre of breath, the test is 

deemed to be a Positive Breath Alcohol Test.  
 

Over 20 years of age  
(a) If the first reading is recorded less than 100 micrograms of alcohol per litre of breath the 

result is deemed negative and the individual may return to full duties. 
(b) If the reading is recorded over 100 micrograms of alcohol per litre of breath the result is 

deemed to be “Detectable”.  
(c) Following a “Detectable” test, a confirmatory test on the same device is performed after 

15 minutes using a new mouthpiece.  
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(d) If the confirmatory result is recorded less than 100 micrograms of alcohol per litre of 
breath the result is deemed negative and the individual may return to full duties.  

(e) If the confirmatory result is recorded over 100 micrograms of alcohol per litre of breath, 
the test is deemed to be a “Positive Breath Alcohol Test”. 
 
 

7.0 CONSEQUENCES OF REFUSAL TO UNDERTAKE TESTING 

If the worker refuses to undertake testing they should be advised that refusing to test is 
considered serious misconduct and it may lead to their dismissal.  

If they continue to refuse to undertake testing, the worker will be given the opportunity to explain 
the reasons which will be recorded and taken into account as part of the subsequent investigation 
under our Company’s disciplinary procedures.  

The worker shall then be stood down from work, on a pay rate deemed appropriate, until the 
investigation is undertaken and the disciplinary process is complete.  Refer to Appendix 1 

8.0 CONSEQUENCES OF A POSITIVE TEST 
 

8.1 Positive Testing Results:  A positive result (positive) from the initial screen test, a positive lab 
result, a positive breath alcohol text, or a refusal to provide consent to testing and/or 
attempts to falsify testing results may, in the absence of a satisfactory explanation, constitute 
serious misconduct that may attract disciplinary action up to and including summary 
dismissal.  

8.2   
Positive Drug Testing Result Procedure: Kiwi Water Park may consider in the absence of a 
satisfactory explanation that the worker or contractor is guilty of serious misconduct that may 
warrant disciplinary action up to and including a final written warning and/or summary 
dismissal.   
 
Where reasonably practicable, the following may occur: 

 
(a) Following a positive test the employer should seek to meet with the worker or 

contractor where an explanation should be sought. The worker or contractor will be 
given the opportunity to provide comment on any proposal to suspend with or 
without pay and/or take disciplinary action.  

(b) Where insufficient reasons are provided by the worker to avoid suspension, 
suspension from duty with or without pay may result.  

(c) The sample will be sent to the lab for further testing.  
(d) If a positive result is returned from the lab (or a negative lab result but a positive 

screen for synthetics) a disciplinary meeting will be held with the worker for the 
purpose of hearing their explanation for their behaviour. The employer will advise 
the worker: 
• Of the unacceptability of their behaviour and the risk such behaviour creates for 

the safety of the individual and other workers. 
• That any proven breach of this policy may result in termination of employment 

for serious misconduct. 
• Of their responsibility to demonstrate the problem has been effectively 

addressed. 
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(e) After contemplation of the worker’s response the employer will make a decision 
regarding disciplinary action.   

 
Negative results from testing:  A negative lab testing result will result in the worker or 
contractors employment being continued with no loss of earnings unless the screen test 
indicated the presence of synthetics. 
 
Synthetic Drugs:  Where a worker or contractor has returned a positive result for synthetic 
substances in the screening test, but a negative result in the laboratory, they will be required 
to return a negative screen before returning to work.  If a further positive result is received 
the worker or contractor would continue to be suspended from work without pay.  
Disciplinary action up to and including summary dismissal may be taken by the employer 
where the worker or contractor cannot provide a negative screening test. 

 
Positive Alcohol Testing Result Procedure: Kiwi Water Park may consider in the absence of a 
satisfactory explanation, that the worker or contractor is guilty of serious misconduct that 
may warrant disciplinary action up to and including a final written warning and/or summary 
dismissal.  Where reasonably practicable, the following may occur: 
(f) Following a positive breath alcohol test the employer should seek to meet with the 

worker or contractor where an explanation should be sought. The worker or  
 

contractor will be given the opportunity to provide comment on any proposal to 
suspend with or without pay and/or take disciplinary action. 
  

(g) Where insufficient reasons are provided by the worker or contractor to avoid 
suspension, suspension from duty with or without pay may result.  

(h) A disciplinary meeting will be held with the worker or contractor for the purpose of 
hearing their explanation for their behaviour. The employer will advise the worker or 
contractor: 
• Of the unacceptability of their behaviour and the risk such behaviour creates 

for the safety of the individual and other workers. 
• That any proven breach of this policy may result in termination of employment 

for serious misconduct. 
• Of their responsibility to demonstrate the problem has been effectively 

addressed. 
 

(i) After contemplation of the worker or contractor’s response, the employer will make 
a decision regarding disciplinary action.  Refer Appendix 1. 
 

8.3 Return to Work Conditions: Where dismissal is not warranted the employer may offer or 
impose one or all of the following return to work conditions.  
(a) Where appropriate, the worker or contractor may be offered the opportunity to 

participate in counseling or an appropriate rehabilitation programme, provided the 
worker or contractor has acknowledged the unacceptability of their behaviour. 
 

(b) The worker or contractor will be required to undergo a further test and return a 
negative result.  The worker or contractor will be advised of the timing of this test at 
the conclusion of the disciplinary process.  The worker or contractor may not return 
to work until a negative test has been received. 
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(c) The worker or contractor may be notified that they will be monitored for a two-year 
period and that during that time periodic testing may occur (up to 12 times during 
this period).  

 
8.4 Refusal to provide consent to undergo testing:  We seek the cooperation of all workers in 

agreeing to undergo testing.  Where a worker or contractor refuses to provide consent to 
undergo testing when required to do so, this may, in the absence of a satisfactory explanation, 
constitute serious misconduct that may result in disciplinary action up to and including 
summary dismissal. 

 
8.5 Attempt to Falsify:  Any attempt to falsify the results of any testing including but not limited 

to adulteration and/or attempts by the worker or contractor to compromise the integrity of 
the testing process may in the absence of a satisfactory explanation, constitute serious 
misconduct that may attract disciplinary action up to and including summary dismissal. 

 
8.6 Other Examples of Serious Misconduct:  This Company prohibits the following and if proven 

may, in the absence of a satisfactory explanation, constitute serious misconduct that may 
result in disciplinary action up to and including summary dismissal.  Please note that the 
following may not require testing to be proven and/or constitute serious misconduct: 

a) Admission of drug or alcohol use at work.  
b) The use, transfer or possession of any drugs or alcohol (alcohol provided and 

permitted at Company functions at the Health & Safety Representative’s discretion 
is excluded) while at work and/or on Company property.    

c) The reporting to work under the influence of drugs or alcohol including reporting to 
work while intoxicated.   

d) Repeated failure of the screening test including due to the presence of a synthetic 
substance.  

 
8.7 Health Rehabilitation: 
   

a) Kiwi Water Park recognises that problem substance dependency is treatable  
and that the earlier the problem is recognised, the better the chance of successful 
treatment.  Staff may be provided with initial support through EAP Services and on a 
case by case basis our Company may consider that providing further support to 
arrange a health rehabilitation programme is appropriate.  

   
b) The worker may be required to sign a Rehabilitation Agreement which will include 

acknowledgement of a positive testing result, commitment to a drug and alcohol 
rehabilitation programme, consent to follow up testing over a specific period, 
permission for Kiwi Water Park representatives to discuss recommendations, and 
compliance and whether to consider allowing a worker to use sick and/or other paid 
or unpaid leave provisions before or while undergoing treatment.   

 
 
9.0 PROTECTION OF PRIVACY 
 

9.1 Relevant information should be safeguarded according to Privacy Act 1993 and will only be 
provided on authorisation of the  Management to relevant Company personnel in order to 
ensure health, safety and performance of staff on Company sites and operations, subject to 
our right to seek professional advice and or legal representation.  
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9.2 Information gathered as a result of testing is collected for the purpose of implementing this 
policy and achieving its objectives.  

  
9.3 Information will be held securely by Management for the duration of the individual’s or 

contractor’s employment and will not be held longer than 3 months after their employment 
ends.  Information will not be disclosed to parties other than Health & Safety Representative 
without the worker or contractor’s consent.  

 
9.4 A breach of privacy may be regarded as serious misconduct justifying disciplinary action.  

 
 
Policy Approval for Kiwi Water Park Ltd 
 

The policy is reviewed and revised every year and/or following any organizational changes, changes in 

legislation, or changes in best practices. 

 

Name:      Janet Rutherford   Position:    Owner Operator 

Signature:                Date:      14 November 2022…  

Review Date:…November 2023 
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Emergency Procedures 
Procedure 
It is the intention of Kiwi Water Park to ensure that any risks arising from event activities are 
eliminated or reduced to a minimum.  Although such an incident is highly unlikely if all risks are 
adequately controlled, the consequences could be still  be major and so the company will plan 
emergency procedures to ensure injury and damage limitation in the event of such an incident.   

Workers may have emergency responsibilities assigned to them and will therefore be trained how to 
carry them out.  All emergency equipment including first aid kits and fire extinguishers should be 
checked and replenished as necessary by the management. 
 
Record Keeping 
Satisfactory records can be readily available for inspection at any reasonable time by the relevant 
enforcing authorities.  Records kept of the following. 

• Procedures to be followed in the event of an emergency. 
• Competent persons responsible for implementing procedures. 
• Details of emergency evacuation drills and any other relevant training provided. 
• Maintenance of emergency alarms and other equipment for use in an emergency. 

Emergency Arrangements for Controlling a Major Incident 
In order to be prepared for any emergency event, procedures to be followed in such an event are 
detailed below:   
 
(a) Carry out a risk assessment to identify foreseeable major incidents for which emergency 

procedures would be required. 

(b) Establish procedures to be followed in the event of an emergency situation, including:- 

(i) raising the alarm 
(ii) means of escape 
(iii) assembly points and "safe havens" 
(iv) summoning the emergency services 
 

(c) Appoint persons to be responsible for specific procedures in the event of an emergency 
situation. (One person may have several roles) 

(i) site main controller 
(ii) fire warden and marshalls 
(iii) persons responsible for emergency power supplies  
(iv) persons responsible for moving equipment to or from the scene of the incident 
(v) first aiders 
 

 (d) provide a written version of the procedures to all personnel, including details of the 
responsibilities of persons listed in (c). 

(e) stage evacuation drills, test and check emergency equipment and inspect the means of 
escape. 

(f) keep all access routes for emergency services and all escape routes clear at all times. 

(g) assist the emergency services by clearly marking the premises and by drawing up a simple 
plan of the premises  
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Safe System of Work 

1. The main site controller should:- 

(a) Ensure that the emergency services and key personnel have been summoned and 
the emergency plan is activated and direct operations and set up communications 
with the emergency control centre  

(b) Direct the shutting down and evacuation of any areas likely to be affected.  

(c) Liaise with emergency services. 

(d)  Arrange for a log of the emergency to be kept. 
 
3. Workers (without special responsibilities) should:- 

(a) Not attempt fire fighting or other emergency action for which they have not been 
trained. 

(b) Evacuate the area as soon as the alarm is heard. 

(c) Switch off equipment which could further compound the risk. 

(d)  Report to Assembly point. 

 
Serious Injury 
If there is a serious accident: 

1.  Keep calm. 

2.  Ensure your own safety and the safety of others. 

3.  Assess area for danger e.g. live wires, falling materials. 

4.  Provide first aid treatment as required.  Do not assume death has occurred – give immediate 
fist aid. 

5.  Notify Management: isolate and contain area. 

6.  If serious harm, preserve accident scene and notify Worksafe New Zealand for scene 
clearance.  Where possible photograph the area. 

7.  Complete the Notifiable Event Worksafe forms online.  Complete any Accident/incident 
Details on appropriate forms and registers. 

 
Fire 
Whilst every event is unique, there are some basic steps to follow when responding to any fire 
emergency, which are outlined below: 
 

If you discover a fire: 

1. Warn anyone in immediate danger of the hazard. 

2. Contact management. 

3. Do not extinguish the fire unless there is no personal danger to you or anyone else.   

4. Do not use fire extinguishers unless trained to use them. 

5. Ensure that everyone is removed from the scene and are not at risk. 
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6. Move to the designated assembly point. 

7. Walk calmly and quickly and avoid panic.  

8. Ensure people remain at the evacuation point until clearance to leave is given. Do not return 
until given the all clear by the emergency Services. 

9. The continuing operation will be determined by the nature of the fire.  
Extreme Weather Conditions 
§ If any adverse weather conditions that could risk health and safety transpire during event hours, 

management will make an assessment as to whether the event will continue.    
§ Accurate weather forecasting will be from external provider MetService and from internal 

permanent weather barometer which is captured from the highest point of the park.  
Earthquake 
In an Earthquake - keep calm. 
1. Move away from any equipment, objects that may fall.  
2. Take cover away from moveable solid objects and hold onto something until the shaking 

stops.  
3. Move into a clear open space. 
4. If operating a vehicle or machinery, turn off, and move into a clear open space. 

 

What to do during an earthquake 
 

§ Quickly drop, cover and hold. 

§ Drop to the ground (to avoid falling). 
§ Take cover under something strong. 
§ Hold onto it until the shaking stops. 

 

 
 
When the shaking stops: 

1. Keep calm and ensure your personal safety first. 

2. Check those around you and help those who need assistance. 

3. If anyone requires medical assistance, contact Management and/or administer first aid. 

4. Ensure electrical sources are turned off. 

5. Liaise with Civil Defence and Emergency services. 

6. The continuing operation of work will be determined by the nature of the emergency  
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Policy Approval for Kiwi Water Park Ltd 
 

The policy is reviewed and revised every year and/or following any organizational changes, changes in 

legislation, or changes in best practices. 

 

Name:      Janet Rutherford   Position:    Owner Operator 

Signature:                Date:      14 November 2022…  

Review Date:…November 2023 
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Evacuation Assembly Points and Procedures 

Assembly Point:    BEHIND THE FIRST AID STATION 

To ensure everyone’s safety during the evacuation of the water park, please 
follow these guidelines: 

• When the alarm sounds, evacuate immediately. 
• If a person is mobility impaired assist the person to the assembly location.  
• Report to your assigned evacuation assembly point and wait for further instructions. 
• Report any missing or trapped people to emergency personnel immediately. 
• Do not re-enter the water park area until directed to do so by emergency personnel. 
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1 

Personal Protective Equipment (PPE) Policy 
Policy 

In the course of Kiwi Water Park Ltd activities, workers may encounter a potentially hazardous material, 
condition or process.  This policy provides guidelines for workers to ensure specific protection and 
Personal Protective Equipment are used at worksites.   

Purpose 

The purpose of the Personal Protective Equipment (PPE) policy is to protect our workers from risks we 
have in the workplace.  PPE is not a substitute for more effective control methods.  It is considered when 
other means of hazard and risk control are not satisfactory or possible.  It will be used with other 
controls unless there are no other means of control. 

Kiwi Water Park Ltd will provide a safe and healthy environment for its workers, contractors and visitors 
by ensuring that PPE are managed in such a way as to meet the needs of the users, demonstrate best 
practice and comply with the following legislation and related regulations and bylaws. 

Responsibilities 
Managers  

• Create a complete register of the PPE used in the workplace.  
• The register will include the issue of PPE and replacement dates. 
• Know where PPE is located, their use and who is potentially exposed enough to need their 

use. 
• Know the risks the PPE are to protect. 
• Check whether the necessary controls are in place. 
• Identify corrective actions to be taken where controls are lacking. 
• PPE must meet the relevant AS/NZS compliance standards. 

Workers  

• Familiarise themselves with the content and location of the register. 
• Support the Manager in implementation and adherence to policy and procedures relating to PPE. 
• Attending training sessions when required. 
• Report any incidents and accidents that may have resulted in the lack of use of PPE in the 

workplace to management within 24 hours of the incident occurring. 
• Report any defects in PPE which could have the potential to cause injury if not worn. 
• properly caring for, cleaning, maintaining and inspecting PPE as required  

 
Applicable Legislation  

• Health and Safety at Work (General Risk and Workplace  Management) Regulations 2016 
• Health and Safety at Work Act 2015  
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 Version 1:  December 2020  
 

2 

Policy Approval for Kiwi Water Park Ltd 
 
The policy is reviewed and revised every year and/or following any organizational changes, changes in 
legislation, or changes in best practices. 
 
Name:      Janet Rutherford   Position:    Owner Operator 

Signature:                Date:      14 November 2022  

Review Date:…November 2023 

 

Re
lea

se
d 
un

de
r t

he
 O

ffi
cia

l I
nf
or

m
at
ion

 A
ct 

19
82



  

 
 

 
 

Version  2:  November 2022 
 

 

Personal Protective Equipment Procedure  
(a) Supply and use of PPE 

PPE may be supplied to workers, and others when risks cannot be controlled by engineering measures or 
when it is specifically required under legislation.  Safety devices and control equipment guards must be 
in use if fitted to machinery and equipment and PPE is to be an adjunct to these control measures.  

Individuals must wear PPE as instructed by the Senior Management, by a safety data sheet (SDS), risk 
assessment or a standard work procedure. 

Training in the correct use, storage and cleaning of PPE should be provided and records kept. 

 

(b)  Acquisition and storage 

• PPE must comply with the appropriate Australian and New Zealand Standards where the 
standard is applicable. 

• Users of PPE need to store the equipment in a safe area. The equipment must be cleaned 
regularly and cleaned prior to use if shared. 

• PPE needs to be checked regularly both during storage and use should be easily accessible when 
needed. 

 
(c) Inspections 
  
Management should carry out regular inspections to ensure that PPE is on hand and is maintained in 
good condition to ensure its continued effectiveness; and must keep records on any acquisition, cleaning 
and training in relation to the equipment.  Individuals must inform Management if there are deficiencies 
in the supply or condition of any PPE required to carry out work safely. 

Inspections can be carried out: 

• A health and safety meeting  
• Any other regular opportunity to present PPE for inspection. 

 
Inspections should include verification that PPE has a current certificate of compliance if required.  When 
inspections are being carried out, the appropriate PPE register should reflect this and be updated if 
required. 
 

(d)  When should you use PPE? 

PPE and administrative controls are lowest on the hierarchy of control measures.  PPE does not control 
the risk at the source and should not be relied on as the main control measure unless it is a temporary or 
interim measure or when options higher on the list of controls have been exhausted.  PPE can be used 
effectively in conjunction with other control measures to manage exposure to a risk. 

The effectiveness of PPE as a control measure is limited as it can: 

• Be uncomfortable to wear.   
• Make working difficult.  
• Create other risks to a person's health and safety.  
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Version  2:  November 2022 
 

 

 
(e)  Selection of PPE 

To ensure that the item of PPE will provide the level of protection that is it designed to, PPE should: 

• Be appropriate for the type of work and give appropriate protection for the risk. 
• Give adequate protection to the user. 
• Not create additional health or safety risks. 
• Be compatible with other PPE being used. 
• Fit properly and be comfortable. 
• Not interfere with any medical conditions of the user. 
• Be easy to use. 
• Comply with relevant Australian/New Zealand Standards. 
 

Consult with workers when selecting PPE and consider individual characteristics and preferences. 
 
(f) Using PPE 

Make sure that: 
• PPE is used in accordance with the manufacturers' instructions. 
• The PPE fits correctly. 
• Individuals are instructed and trained in how to use it. 
• Waterpark non slip socks are mandatory.  

 
Training should cover arrangements for the provision, correct use, storage and maintenance of PPE and 
this may be required: 

• When new workers are inducted at worksites. 
• When new PPE replaces old PPE or new PPE is acquired. 
• To refresh worker's training. 

 
A PPE register and records need to be kept of any training and equipment provided in the workers 
person file.   
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Appendix A 

  

 

PPE REG
ISTER 

TH
IS PPE REG

ISTER BELO
N

G
S TO

: 
W

orker N
am

e: 

Register M
aintained By: 

 
V
 1.0  

D
ated

:  

D
A

TE O
F PPE PO

LICY TRA
IN

IN
G

 
 

Signature: 

 

G
eneral Inform

ation 

All PPE issued to individuals m
ust be recorded on this register.  The register shall be audited on a biannual basis to confirm

 all 
PPE on issue is currently in date.  D

ates of expiry shall be determ
ined using the O

riginal Equipm
ent M

anufacturers (O
EM

) 
recom

m
endations.  As PPE shall be m

aintained according to the O
EM

 requirem
ents and Training provided on its use. 

P
P
E Item

 N
o/d

etails 
D

ate issued
 

Exp
iry d

ate 
R
enew

al/reissue 
T
raining p

rovid
ed

 
W

orker Signature 
C
om

m
ents 

Sunblock 
 

 
☐

 
 

 

W
et w

eather gear 
 

 
☐

 
 

 

Sunhats 
 

 
☐

 
 

 

Footw
ear 

 
 

☐
 

 
 

 
 

 
☐

 
 

 

 
 

 
☐

 
 

 

 
 

 
☐

 
 

 

 
 

 
☐

 
 

 

  
 

 
☐
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INFLATABLE SLIDES, ISLANDS, PLATFORMS, WATER BALLS

Requirements for operating  
water-borne inflatable devices

This technical bulletin is aimed at operators of water-borne inflatable1 
devices (‘WBI’) who o#er free or paid rides to the public. 
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So far as is reasonably practicable 
So far as is reasonably practicable means thinking 
about the ways that someone could be harmed (risks) 
and doing what is possible in your circumstances to 
ensure the safety of that person. 

This bulletin is designed to help operators of WBIs 
understand their responsibilities under the Health  
and Safety at Work Act 2015 (HSWA). It also provides 
advice on what operators can do to fulfil their duties. 

Primary duty of care 
As a person conducting a business or undertaking 
(PCBU), you have a duty to ensure, so far as is 
reasonably practicable, the health and safety of your 
workers, and others (members of the public) who  
may be exposed to risk from the WBI operation.  
Risks that arise from your work must be eliminated  
so far is reasonably practicable. If a risk can’t be 
eliminated, it must be minimised.

Some of the steps you can take to manage the risks 
from WBIs are: 

 – making sure that your WBI and its operation  
comply with Australian Standard 3533.4.5 – 2017 
Water-borne Inflatable Devices

 – carrying out a risk assessment to identify site  
specific and any other risks

1 WBIs are not currently defined as an amusement device in Regulations and are not required to be registered. However, by design and 
intent of use, they provide amusement for members of the public.

 – making sure that anyone operating the WBI  
is competent

 – making sure that manufacturer guidance on the 
design, installation and operation of the WBI is 
adhered to.
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Some common risks
Some of the risks that you should consider in any  
risk assessment include:

 – trapping 

 – drowning

 – inappropriate patron behaviour

 – insu%cient water depth at device exits

 – deflation while in use

 – weak swimmers

 – poor water quality

 – insecure blower installation

 – bad weather – wind

 – water current 

 – trips, slips and falls.

This is not an exhaustive list and you should always 
carry out your own risk assessment to identify all  
risks and the control measures needed.

Have a safety system
WorkSafe expects any operator of WBIs to have a safety 
system that includes the manufacturer’s requirements, 
activity controls and standard operating procedures. 

Safe operating procedures may incorporate:

 – emergency procedures

 – evacuation procedures

 – adequate supervision as defined in AS 3533.4.5 – 2017

 – procedures for reporting and recording incidents  
or accidents

 – making sure the electrical supply is through a 
residual current protection device(s) or isolating 
transformer(s). All electrical leads must be certified.

 – controlling the rate of deflation

 – regulating minimum and maximum inflation air 
pressure and having a means of monitoring this.

Activity Controls should be based on the Rules of Use 
found in AS 3533.4.5 – 2017. These include:

 – ensuring that users don’t swim under or become 
trapped under the WBI

 – attracting patron attention 

 – preventing inappropriate activities by providing 
adequate supervision

 – appropriate food and drink restrictions.

Operators of WBIs must be able to produce evidence  
to show how the inflatable device(s) meets the Standard. 
Any labels which indicate a device is compliant must  
be accompanied by supporting documentary evidence. 

A WorkSafe Inspector may issue a prohibition notice if 
they believe the operation of the device or the device 
itself is unsafe (likely to cause serious harm). This may 
prohibit the use of the WBI until it is proven to be safe. 

Responsibilities of event organisers
Event Organisers (upstream duty holders) have a duty 
of care under the HSWA to ensure that worker’s health 
and safety is not at risk from their activity. 

We recommend that event organisers do not use any 
WBI operator that is unable to clearly demonstrate 
that they meet the requirements of Australian Standard 
3533.4.1 – 2017. 

Note: You can’t contract out of your duties under 
HSWA. Any waivers that are an attempt to contract  
out of your duties to workers or members of the public 
are not e#ective in the case of a breach.

When will it take e!ect?
The requirements outlined in this bulletin will take  
e#ect immediately from the date of issue.

Resources
The standard is available to purchase: https://infostore.
saiglobal.com/en-au/Standards/AS-3533-4-5-2017-
1898679

Bulletin on risks of using water balls: www.worksafe.
qld.gov.au/injury-prevention-safety/alerts/whsq/2010/
inflatable-water-balls
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Re
lea

se
d 
un

de
r t

he
 O

ffi
cia

l I
nf
or

m
at
ion

 A
ct 

19
82



                 
Contents 

y
W

h
o

 a
re

 A
fle

x
?
 

y
T

h
e
 In

te
rim

 A
u

s
tra

lia
n

 S
ta

n
d

a
rd

 

y
T

h
e
 O

b
je

c
tiv

e
 

y
H

o
w

 it a
ffe

c
ts th

e
 m

a
n

u
fa

c
tu

re
r 

y
H

o
w

 it a
ffe

c
ts y

o
u

 

y
W

h
ic

h
 In

fla
ta

b
le

s d
o

e
s it c

o
v
e
r?

 

y
O

u
r c

o
lle

c
tiv

e
 re

s
p

o
n

s
ib

ility
 

y
W

h
a
t n

o
w

?
 

Re
lea

se
d 
un

de
r t

he
 O

ffi
cia

l I
nf
or

m
at
ion

 A
ct 

19
82



 
 

W
ho are 

 
 

 ?  
 

 

�A
flex sp

e
cia

lise
 in

 th
e

 d
e

sig
n

, m
a

n
u

fa
ctu

re
 a

n
d

 in
te

rn
a

tio
n

a
l      

d
istrib

u
tio

n
 o

f co
m

m
e

rcia
l p

o
o

l a
n

d
 o

p
e

n
 w

a
te

r in
fla

ta
b

le
s 

 �P
o

rtfo
lio

 p
ro

d
u

cts th
a

t in
clu

d
e

 a
irflo

w
 a

n
d

 se
a

le
d

 in
fla

ta
b

le
s 

 �W
ith

 o
ve

r 1
8

 ye
a

rs exp
e

rie
n

ce
 in

 th
e

 a
q

u
a

tic in
d

u
stry 

 � M
a

rke
t le

a
d

e
r in

 in
fla

ta
b

le
 p

ro
d

u
cts to

 th
e

 a
q

u
a

tic in
d

u
stry in

 

A
u

stra
lia

 &
 N

Z 
 

Re
lea

se
d 
un

de
r t

he
 O

ffi
cia

l I
nf
or

m
at
ion

 A
ct 

19
82



 

T
h
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: 

W
h

a
t is it?

 

y
Australian Standards are living docum

ents to reflect progress in Science, 
technology and system

s. 
 

y
The Interim

 Australian Standard – Am
usem

ent rides and devices Part 4.5: 
Specific requirem

ents – W
aterborne Inflatables AS 3533.4.5 (Int) – 

6.8.2012 Expires 6.8.2014. 
 

y
It is 29 page docum

ent designed to cover all aspects of safety for 
Inflatables on w

ater, covering 19 defined areas. 
 

y
Attention is draw

n to the fact that this docum
ent is Interim

 and should be 
regarded as a developm

ental standard. It w
ill have a currency period of 

tw
o years, after this date it w

ill either be superseded by another standard, 
confirm

ed as an interim
 Standard for a further tw

o year period in its 
current form

 or w
ithdraw

n. 
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The objective  
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The Im
plications 

from
 a m

anufacturing perspective  
y

 O
f the 19 covered areas, the first 3 are scope, referenced 

docum
ents and definitions (the first 6 pages). These are inform

ative 
rather than instructive. 
 

y
The next areas 4 – 14 are specifically for the m

anufacturer: 
  

 
4 - M

ethods of Construction 
 

 
5 – Anchorage 

 
 

6 – Structural Integrity 
 

 
7 - O

pen sides, access and egress 
 

 
8 – Containm

ent 
 

 
9 – W

ater Depth (see form
ula and chart) 
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9. W
ater Depth Calculation 

yD
(m

in) = (H
d + H

p) 

  2 
  

 

M
in

im
u

m
 W

a
te

r D
e
p

th
 R

e
q

u
ire

m
e
n

ts (m
e
tre

s
)  

 

D
(m

in) = m
inim

um
 w

ater depth, in m
etres 

H
d     = product height, in m

etres 
H

p     = height of person, in m
etres (average 1.8) 

Fall height from
 W

B
I 

2.7 
2.3 

1.9 
1.8 

0.9 
0.6 

D
e
p

th
 o

f w
a
te

r re
q

u
ire

d
 

2
.2

5
 

2
.0

5
 

1.8
5
 

1.8
 

1.3
5
 

1.2
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The Im
plications 

from
 a m

anufacturing perspective 
cont…

 
 

 
 

 

 
 

 
 

 
 

 
10 – Entrapm

ent 
 

 
 

11 – Blow
ers 

 
 

 
12 – Em

ergency Exit 
 

 
 

13 – Inform
ation to be provided by  

 
       

 
         

         the m
anufacturer and supplier 

 
 

 
14 – M

arking 
  

All of the above are the responsibility of the m
anufacturer. This 

accounts for 10 pages of the actual docum
ent. 
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The im
plications for Facility 

M
anagers 

y
 The final areas 15 to 19 (5 pages) are for specifically related to you 
as pool m

anagers: 
 

 
 

  
 

15 – O
peration, M

aintenance and  
 

          
         

 
         Supervision of W

BIs 
 

 
16 – Inspections 

 
 

17 – M
aintenance 

 
 

18 – Supervision 
 

 
19 - O

peration 
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W
hat does this m

ean for you? 
y

15 – Risk assessm
ent, em

ergency Action Plan, rules of play, staff and 
operational practices. 
 

y
16 – Daily and post-assem

bly inspection, annual inspection to be carried out by 
a com

petent person. 
 

y
17 – Routine (cleaning, drying etc.) and corrective m

aintenance. 
 

y
18 – Supervision should be under control of a com

petent person w
ho has a 

current industry recognised qualification in life guarding/w
ater rescue and 

resuscitation. 
 

y
19 – Follow

 the m
anufacturer's instructions, particularly in relation to 

installation, operation, m
aintenance and inspection. 

 
y

Follow
 the Aflex O

perations G
uide and log book supplied  w

ith the product 
and it covers m

ost of the above. 

Re
lea

se
d 
un

de
r t

he
 O

ffi
cia

l I
nf
or

m
at
ion

 A
ct 

19
82



W
hich Inflatables does the 

standard apply to? 
y

All airflow
 w

aterborne inflatables  
 

D
e

fin
itio

n
 -‘A

n
 in

fla
ta

b
le

 u
se

d
 o

n
 co

n
tro

lle
d

 w
a

te
r’ 

 
y

It is applicable to all current and new
 airflow

 inflatables 
 

y
So w

ho can inspect them
? 

 
 

As the docum
ent states, it can be conducted by a com

petent person 
 D

e
fin

itio
n

 –
 ‘A

 p
e

rso
n

 w
h

o
 h

a
s a

cq
u

ire
d

 th
ro

u
g

h
 tra

in
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g
, q

u
a

lifica
tio

n
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o
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n
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r a
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f th
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, th

e
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e
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a
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g
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t p
e
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d
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 y
(It does not cover sealed inflatables at this stage) 
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O
ur Collective Responsibility 

y
As the new

 Australian Standard for W
BIs is live it is for all parties 

concerned to collaborate to achieve the highest possible standards for the 
patrons that frequent your facilities, keeping up the exem

plary safety 
records w

hile achieving differentiation in each of your environm
ents by 

m
eeting the dem

ands of your com
m

unity.  
 

y
O

n the w
hole, the standards are asking you to do w

hat you already do in 
your w

orking day, it is calling for com
m

on sense, professionalism
 and 

diligence. From
 experience, operations in facilities are m

anaged risk 
m

inute by m
inute, having an inflatable is no different, the exception now

 is 
that w

e all have a set of published guidelines to follow
.  

 
y

As a m
anufacturer of the product w

e adhere to the dem
ands m

ade of us, 
although, for Aflex w

e w
ere over achieving on m

ost areas prior to the 
standards. As a facility m

anager and provider of inflatable play for your 
patrons, your responsibility is oversee that quality supervision never falters 
and that you m

aintain and inspect your products regularly to ensure 
com

pliance. 
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Assisting Docum
entation from

 Aflex 
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In conclusion…
 

y
The standards are not there to stop us using inflatables they are there to 
prom

ote a foundation for us all w
ork from

. They are not here to solve 
problem

s that exist w
ithin the industry, they are now

 there as an 
opportunity for us to take inflatable play to the safest level possible and at 
aflex w

e em
brace this new

 start, w
e w

ill help facilitate the sm
ooth 

im
plem

entation of the standards w
ith your cooperation.  

 
y

The key to the success of this new
 platform

 is not in the confusion to the 
docum

ent as a w
hole but the collaboration of our tw

o industries and 
keeping the right channels of com

m
unication open to achieve com

pliance 
and not only retain the num

bers through doors but increase the potential 
that exists in each of our com

m
unities. 
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INFLATABLE SLIDES, ISLANDS, PLATFORMS, WATER BALLS

Requirements for operating  
water-borne inflatable devices

This technical bulletin is aimed at operators of water-borne inflatable1 
devices (‘WBI’) who o#er free or paid rides to the public. 
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So far as is reasonably practicable 
So far as is reasonably practicable means thinking 
about the ways that someone could be harmed (risks) 
and doing what is possible in your circumstances to 
ensure the safety of that person. 

This bulletin is designed to help operators of WBIs 
understand their responsibilities under the Health  
and Safety at Work Act 2015 (HSWA). It also provides 
advice on what operators can do to fulfil their duties. 

Primary duty of care 
As a person conducting a business or undertaking 
(PCBU), you have a duty to ensure, so far as is 
reasonably practicable, the health and safety of your 
workers, and others (members of the public) who  
may be exposed to risk from the WBI operation.  
Risks that arise from your work must be eliminated  
so far is reasonably practicable. If a risk can’t be 
eliminated, it must be minimised.

Some of the steps you can take to manage the risks 
from WBIs are: 

 – making sure that your WBI and its operation  
comply with Australian Standard 3533.4.5 – 2017 
Water-borne Inflatable Devices

 – carrying out a risk assessment to identify site  
specific and any other risks

1 WBIs are not currently defined as an amusement device in Regulations and are not required to be registered. However, by design and 
intent of use, they provide amusement for members of the public.

 – making sure that anyone operating the WBI  
is competent

 – making sure that manufacturer guidance on the 
design, installation and operation of the WBI is 
adhered to.
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Some common risks
Some of the risks that you should consider in any  
risk assessment include:

 – trapping 

 – drowning

 – inappropriate patron behaviour

 – insu%cient water depth at device exits

 – deflation while in use

 – weak swimmers

 – poor water quality

 – insecure blower installation

 – bad weather – wind

 – water current 

 – trips, slips and falls.

This is not an exhaustive list and you should always 
carry out your own risk assessment to identify all  
risks and the control measures needed.

Have a safety system
WorkSafe expects any operator of WBIs to have a safety 
system that includes the manufacturer’s requirements, 
activity controls and standard operating procedures. 

Safe operating procedures may incorporate:

 – emergency procedures

 – evacuation procedures

 – adequate supervision as defined in AS 3533.4.5 – 2017

 – procedures for reporting and recording incidents  
or accidents

 – making sure the electrical supply is through a 
residual current protection device(s) or isolating 
transformer(s). All electrical leads must be certified.

 – controlling the rate of deflation

 – regulating minimum and maximum inflation air 
pressure and having a means of monitoring this.

Activity Controls should be based on the Rules of Use 
found in AS 3533.4.5 – 2017. These include:

 – ensuring that users don’t swim under or become 
trapped under the WBI

 – attracting patron attention 

 – preventing inappropriate activities by providing 
adequate supervision

 – appropriate food and drink restrictions.

Operators of WBIs must be able to produce evidence  
to show how the inflatable device(s) meets the Standard. 
Any labels which indicate a device is compliant must  
be accompanied by supporting documentary evidence. 

A WorkSafe Inspector may issue a prohibition notice if 
they believe the operation of the device or the device 
itself is unsafe (likely to cause serious harm). This may 
prohibit the use of the WBI until it is proven to be safe. 

Responsibilities of event organisers
Event Organisers (upstream duty holders) have a duty 
of care under the HSWA to ensure that worker’s health 
and safety is not at risk from their activity. 

We recommend that event organisers do not use any 
WBI operator that is unable to clearly demonstrate 
that they meet the requirements of Australian Standard 
3533.4.1 – 2017. 

Note: You can’t contract out of your duties under 
HSWA. Any waivers that are an attempt to contract  
out of your duties to workers or members of the public 
are not e#ective in the case of a breach.

When will it take e!ect?
The requirements outlined in this bulletin will take  
e#ect immediately from the date of issue.

Resources
The standard is available to purchase: https://infostore.
saiglobal.com/en-au/Standards/AS-3533-4-5-2017-
1898679

Bulletin on risks of using water balls: www.worksafe.
qld.gov.au/injury-prevention-safety/alerts/whsq/2010/
inflatable-water-balls
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The Standards 
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  Who are    ?  
 

 

�Aflex specialise in the design, manufacture and international      

distribution of commercial pool and open water inflatables 

 

�Portfolio products that include airflow and sealed inflatables 

 

�With over 18 years experience in the aquatic industry 

 

� Market leader in inflatable products to the aquatic industry in 

Australia & NZ 
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The Interim Australian Standard: 

What is it? 

y Australian Standards are living documents to reflect progress in Science, 
technology and systems. 
 

y The Interim Australian Standard – Amusement rides and devices Part 4.5: 
Specific requirements – Waterborne Inflatables AS 3533.4.5 (Int) – 
6.8.2012 Expires 6.8.2014. 
 

y It is 29 page document designed to cover all aspects of safety for 
Inflatables on water, covering 19 defined areas. 
 

y Attention is drawn to the fact that this document is Interim and should be 
regarded as a developmental standard. It will have a currency period of 
two years, after this date it will either be superseded by another standard, 
confirmed as an interim Standard for a further two year period in its 
current form or withdrawn. 
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The objective  
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The Implications 
from a manufacturing perspective  
y  Of the 19 covered areas, the first 3 are scope, referenced 

documents and definitions (the first 6 pages). These are informative 
rather than instructive. 
 

y The next areas 4 – 14 are specifically for the manufacturer: 
 
  4 - Methods of Construction 
  5 – Anchorage 
  6 – Structural Integrity 
  7 - Open sides, access and egress 
  8 – Containment 
  9 – Water Depth (see formula and chart) 
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9. Water Depth Calculation 

yD(min) = (Hd + Hp) 

  2 
 

 
 

Minimum Water Depth Requirements (metres)  

 

D(min) = minimum water depth, in metres 
Hd     = product height, in metres 
Hp     = height of person, in metres (average 1.8) 

Fall height from WBI 2.7 2.3 1.9 1.8 0.9 0.6 

Depth of water required 2.25 2.05 1.85 1.8 1.35 1.2 
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Water depth Visual 
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The Implications 
from a manufacturing perspective 

cont…     

    
   10 – Entrapment 
   11 – Blowers 
   12 – Emergency Exit 
   13 – Information to be provided by          

                   the manufacturer and supplier 
   14 – Marking 
 
 All of the above are the responsibility of the manufacturer. This 

accounts for 10 pages of the actual document. Re
lea

se
d 
un

de
r t

he
 O

ffi
cia

l I
nf
or

m
at
ion

 A
ct 

19
82



The implications for Facility 
Managers 

y  The final areas 15 to 19 (5 pages) are for specifically related to you 
as pool managers: 

   
 
  15 – Operation, Maintenance and                      

          Supervision of WBIs 
  16 – Inspections 
  17 – Maintenance 
  18 – Supervision 
  19 - Operation 
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What does this mean for you? 
y 15 – Risk assessment, emergency Action Plan, rules of play, staff and 

operational practices. 
 

y 16 – Daily and post-assembly inspection, annual inspection to be carried out by 
a competent person. 
 

y 17 – Routine (cleaning, drying etc.) and corrective maintenance. 
 

y 18 – Supervision should be under control of a competent person who has a 
current industry recognised qualification in life guarding/water rescue and 
resuscitation. 
 

y 19 – Follow the manufacturer's instructions, particularly in relation to 
installation, operation, maintenance and inspection. 
 

y Follow the Aflex Operations Guide and log book supplied  with the product 
and it covers most of the above. Re
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Which Inflatables does the 
standard apply to? 

y All airflow waterborne inflatables  
 

Definition -‘An inflatable used on controlled water’ 

 
y It is applicable to all current and new airflow inflatables 

 
y So who can inspect them? 

 
 As the document states, it can be conducted by a competent person 
 
Definition – ‘A person who has acquired through training, qualifications 

or experience, or a combination of these, the knowledge and skills 
enabling that person to perform a specified task’ 

 
y (It does not cover sealed inflatables at this stage) 
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Our Collective Responsibility 
y As the new Australian Standard for WBIs is live it is for all parties 

concerned to collaborate to achieve the highest possible standards for the 
patrons that frequent your facilities, keeping up the exemplary safety 
records while achieving differentiation in each of your environments by 
meeting the demands of your community.  
 

y On the whole, the standards are asking you to do what you already do in 
your working day, it is calling for common sense, professionalism and 
diligence. From experience, operations in facilities are managed risk 
minute by minute, having an inflatable is no different, the exception now is 
that we all have a set of published guidelines to follow.  
 

y As a manufacturer of the product we adhere to the demands made of us, 
although, for Aflex we were over achieving on most areas prior to the 
standards. As a facility manager and provider of inflatable play for your 
patrons, your responsibility is oversee that quality supervision never falters 
and that you maintain and inspect your products regularly to ensure 
compliance. 
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Assisting Documentation from Aflex 
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In conclusion… 
y The standards are not there to stop us using inflatables they are there to 

promote a foundation for us all work from. They are not here to solve 
problems that exist within the industry, they are now there as an 
opportunity for us to take inflatable play to the safest level possible and at 
aflex we embrace this new start, we will help facilitate the smooth 
implementation of the standards with your cooperation.  
 

y The key to the success of this new platform is not in the confusion to the 
document as a whole but the collaboration of our two industries and 
keeping the right channels of communication open to achieve compliance 
and not only retain the numbers through doors but increase the potential 
that exists in each of our communities. 
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