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INTRODUCTION 

The purpose of this guide is to provide our valued Contractors and 

Temporary Employees with all relevant Emergent Health and Safety 

information on policies, procedures and reporting while on assignment. We 

have also included handy tips to ensure you are working within the safest 

possible environment. 

This is supplementary to the Health and Safety requirements of your 

Contracting or Temping Assignment premises / workplace. Please take 

some time to review and familiarise yourself with their health and safety 

procedures and processes. 

 

 

 

 

Emergent endeavours to seek feedback on an ongoing basis; this will 

ensure we can create an environment where Health and Safety issues 

can be raised at any time. 
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EMERGENT HEALTH AND SAFETY COMMITMENT 
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EMERGENCIES AND HAZARDS 

The aim of this guide is to outline the policies, procedures and information 

relevant to your health and safety within your assigned work environment. 

Always follow safe work practices and never take risks. 

The Health and Safety at Work Act 2015 requires us to take all practicable 

steps to maintain a safe working environment and keep everyone safe, at 

all times.  To accomplish this we ‘eliminate, isolate or minimise’ workplace 

hazards – in that order! 

This means that we must: 

1. Eliminate – remove the hazard if possible 

2. Isolate – make sure we keep people away from the hazard 

3. Minimise – take steps to reduce the chance of someone being hurt 

and remember that when we minimise a hazard we must then 

monitor the effectiveness of our solution. 

 

How to identify Hazards 

A Hazard is anything unsafe or unhealthy within the workplace. Your 

assignment supervisor or manager should ensure you are aware of the 

system they currently use for identifying hazards. If you come across any 

unsafe hazards or situations report these immediately to your 

supervisor/manager and your Emergent Consultant. 

Potential Hazards may include: 

 Poor Lighting 

 Extreme Temperature 

 Poor ergonomically designed equipment - causing musculoskeletal 

problems 

 Excessive or irritating noises 

 Potential radiation exposure 

 Dangerous chemical or toxic exposure (sick buildings) 

 Excessive vibration of equipment 

 Heavy workloads and work pressure causing emotional stress 

 Poor flooring, loose stairs, broken handrails and cables lying around 

which could cause trips or falls 

 Falling items from shelves, cupboards etc. 
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How to respond to Emergencies that may arise 

Contractors and Temporary Employees must also familiarise themselves 

with policies and instructions for the relevant work environment. 

If necessary, contact emergency services by the company’s usual external 

dial out option then phoning 111. If you are reporting a hazardous 

substances emergency, please call the New Zealand Fire Service on 111 

and then their Response Team directly on 0800 030 040. 

It is a legal requirement not to disturb an accident scene until clearance is 

authorised by a health and safety inspector except in certain situations, 

including when persons or property are at risk, as provided for by section 

26 of the Health and Safety in Employment Act 1992. If you require scene 

clearance or other immediate assistance from a health and safety 

inspector, please call 0800 030 040. 

Any non-urgent reports should be reported directly to your on-site 

supervisor/manager and your Emergent consultant. 

 

How to eliminate Hazards 

The best way eliminate Hazards is to observe your working area & 

surroundings and think about the “what if?” Use the following points to 

decide whether there are any potential hazards in your area.  : 

 Look around your area with fresh eyes 

 Think back about any injuries or near miss experiences you have had in 

previous workplaces 

 Ask the “what if?” questions about anything that stands out 

 Ask your new colleagues about hazards they may have come across in 

their work 

Seek to discuss with your supervisor or manager the best way to eliminate 

these. 

 

Zero Tolerance of Drugs and Alcohol 

Being under the influence of drugs or alcohol while on the job poses serious 

health and safety risks to the user and to co-workers.  

Therefore, Emergent has zero tolerance for the use of alcohol, illegal 

substances, or the misuse of prescription medications during work hours or 

the presence of these substances in the body during work hours regardless 

of when consumed. The implication of breaching the zero tolerance usage 

limit may result in instant dismissal. 

 

Fire and Earthquake Safety Awareness 

On all assignments you must: 

1. Obey all alarms, signs and labels. They alert you to hazards on your 

particular job. 
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2. Understand the reporting system within your place of work. Be aware of 

the evacuation points and procedures and the location of fire 

extinguishers in the event of fire. 

3. Ensure all fire exits are kept clear of obstructions. 

4. Keep flammable liquids in approved containers and follow correct 

procedures at all times for their use, storage and disposal. 

5. DO NOT smoke in any ‘non-smoking/smoke free’ areas or when in 

contact with flammable materials 

 

Changes to Workplace and Duties 

If there are any changes to your workplace or duties which may affect 

yourself or others Health and Safety, please contact your Emergent 

consultant immediately. 

 

KNOW YOUR RESPONSIBILITIES 

Safe working practices must be adhered to at all times and are our 

principal goal. You must make sure you always work in a healthy and safe 

manner, you observe and practice safe work methods, encourage other 

employees to work in a healthy & safe manner and always discourage 

other employees from working in an unsafe manner. 

 Be familiar and follow the Emergent Health and Safety Guide for 

Contractors and Temporary Employees (this document) 

 Know and follow the relevant Health and Safety policy and procedures 

for every client and each workplace 

 Attend any health and safety induction and training for each 

workplace  

 Don’t take risks 

 Follow procedures at all times 

 Report any hazards, accidents or incidents, including a “near miss” to 

Emergent and the client’s representative immediately 

 Request a site visit and inspection by Emergent should you feel this is 

necessary to identify issues, raise them appropriately and to generally 

ensure safety at work 

Failure to report an accident or incident within 24 hours may affect the 

status of any ACC claims.  

Failure to follow Health and Safety instructions/procedures is an instantly 

dismissible offence. 
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ACCIDENT & INCIDENT REPORTING AND FORMS 

One of the legislative health and safety requirements of every business is to 

document all accidents, incidents and near misses that happen within the 

workplace. This is so we can manage hazards before accidents or 

incidents happen. If harm occurs then it’s important to systematically 

record, investigate and respond to the event. 

If you witness or experience an incident, accident or hazard, please report 

it immediately to your supervisor/manager and your Emergent Consultant. 

Also ensure you complete the Emergent Accident/Incident Report Form. 

Where practical you will be given an induction on procedures when you 

arrive on an assignment. If there is anything you are unsure of, you must ask 

your supervisor or manager. 
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FORMS 
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USEFUL TIPS AND HINTS FOR CONTRACTORS AND TEMPORARY EMPLOYEES 

Office Equipment 

Only use equipment that you have been trained on 

When using filing cabinets, only open one draw at a time 

 

Lifting 

 Always lift using your knees, do not bend your back 

 Do NOT lift excessively heavy objects, if in doubt, ask for someone to 

help you 

 Be wary of shelves above shoulder height in particular and the loads 

thereon.  Use step tools and ask for assistance whenever necessary 

 

Taking regular breaks 

 It’s important to take regular break intervals during your work day 

 Try to get some fresh air on your lunch break which will refresh your mind 

and body 

 Consume sufficient water at regular intervals throughout the day 

 

Work Station 

 Keep posture as straight as possible and keep eyes at screen level 

 When typing, keep your wrist position flat. Don’t bend your wrists 

 Adjust your computer screen to the right height and minimise glare 

 Get up and move around the office regularly 

 

Please see ACC Recommended Stretches and Useful Tips in Appendix 1 
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CONTACT DETAILS 

Emergent Main Phone: (09) 359 9033 

Email: 

Company: emergent@emergent.co.nz  

Consultant: as per your contract and assignment letter information  

 

Physical Address: Emergent, Level 5, 14 Viaduct Harbour Avenue, Auckland CBD 

Postal Address: Emergent, PO Box 2153, Shortland Street Auckland 1140 

 

 

ACC CONTACT DETAILS 

Claims Helpline 0800 101 996 

Treatment Injury Centre 0800 735 566 

Email:  

information@acc.co.nz  

returntowork@acc.co.nz 

WORKSAFE CONTACT DETAILS 

Phone Accident or Serious Harm 0800 

030 040 

General Enquiry (04) 897 7699 

 

Email: info@worksafe.govt.nz 

 

  



Emergent Health and Safety in the Workplace Guide – Contractors and Temporary Employees MARCH 2016 
Page 14 of 16 

APPENDIX 1: ACC RECOMMENDED STRETCHES AND USEFUL TIPS 
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