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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. 
 
 
 
 
 
 
 

 
Your ongoing feedback is key to our mutual success 

Emergent endeavours to seek feedback on an ongoing basis; to 

assure we create an environment where Health and Safety is front of 

mind and where issues can be raised at any time.
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EMERGENT HEALTH AND SAFETY COMMITMENT 

 

Health & Safety Policy 
 

Emergent considers the health and safety of all its workers (employees, contractors, 

volunteers), clients and authorised visitors to its premises, to be of utmost importance. 

 

As such, Emergent maintains a Health and Safety Management System which complies 

with legislation and promotes best management practices described within AS/NZS 

4801:2001. 

 

Establishment of this management system is evidence of Emergent commitment to: 

 

• Comply with all applicable Occupational Health and Safety regulations, standards, 

industry best practices and guidelines; 

• Provide safe working conditions;  

• Ensure appropriate controls for hazards are established;  

• Ensure that Health and Safety considerations receive appropriate priority in design, 

operation and maintenance of all Emergent owned (or leased) property and 

equipment; 

• Ensure all persons receive appropriate training to gain a proper understanding of all 

applicable Health and Safety practices, Emergent procedures and regulatory 

requirements; 

• Strive for continuous improvement in the area of Health and Safety performance by 

monitoring operations and through regular measurement and review of its targets, 

objectives, policies, procedures and processes.  

 

Safety Responsibility 

 

• The Director of Emergent is accountable for ensuring this policy is implemented, 

reviewed regularly and updated as required. 

• All workers are responsible for the communication and demonstration of a safety-first 

culture, in accordance with this policy and its overriding objectives.  They are 

accountable for the protection and actions of personnel under their authority and 

will always reinforce safe work behaviours.  

• All workers engaged in activities under Emergent’s control are responsible for 

stopping and reporting unsafe acts and conditions, and for adhering to Emergent 

policies and procedures. 

 

 

 

Name    Rachael Lewis-Green 

 

Signed    

  

 

Date   8 November 2024 

 

Review Date  8 November 2025 
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Director and Officer Responsibilities 

• Directors are not normally considered as having health and safety responsibility for 

the day-to-day safety of their businesses and staff or that of their contractors and 

staff. 

• To meet the duty of due diligence which applies to all directors they take 

reasonable steps to ensure they have personal knowledge and understanding of 

the health and safety matters in the workplace. 

• This understanding also includes the operations of the site(s) and hazards and risks 

associated with those operations. 

• The directors ensure and verify the resources and processes to eliminate or minimise 

risks and that appropriate safety measures are in place. 

• Directors receive and consider regular health and safety information from the 

Emergent’s management on the status of compliance with all the duties and 

obligations contained in health and safety regulation in respect of the overall 

operation. 

 

Director  

• The Director has overall responsibility to ensure Emergent resources are made 

available to workers that manage the actual and potential risks and hazards that 

staff and others face from activities undertaken by Emergent. 

• The Director is able to confirm that: 

o New workers have received documented induction safety training that 

focuses on the need to be safe at work and not place themselves or anyone 

else at risk. 

o Emergent undertakes regular risk and hazard identification and assessment of 

workplaces and that safe operating procedures (methodology) and 

standards are developed that reflect the need to control the potential risks.   

o That workers exposed to significant risks receive documented safety training 

and that it includes a safety skill assessment to determine their level of skills 

and if able to work unsupervised in areas that potentially have such risks. 

o Emergency procedures are in place which are able to deliver sufficient 

response and first aid treatment for all work places. 

o Workplace accidents are reported, investigated and reviewed to identify risk, 

improve safety management and prevent ongoing injury.  This includes 

systems that manage serious harm events and the need to preserve the 

scene and notify WorksafeNZ. 

o Workers are encouraged to be involved in the development, implementation 

and review of safety management through the holding of regular safety 

meetings and having appointed representatives where appropriate. 

• All equipment is fit for purpose, meets HSW regulations, is being fully maintained and 

serviced so that it is safe.  That prior to the use of new equipment safety 

requirements are assessed and controls are put in place prior to commissioning. 

• Ensure work undertaken by contractors and others is assessed and the risks relating 

to that operation or activity is understood by Emergent’s management.  Those 

significant risks that can be eliminated are eliminated and those that cannot are 

managed to prevent harm. 

 

Management 

• Each manager ensures that workers are not harmed while at work by establishing 

safe working practices within the workplace by: 
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o Before working or asking others to start work, risks associated with that work 

have been identified and controlled using the New Job Order process. 

o Ensuring that equipment is safe, and workers have been inducted and 

received training on Safe Operational Procedures (SOP) that are required to 

do the work safely. 

o Ensure when appropriate personal protective equipment (PPE) is provided 

such as safety boots, hearing protection, safety glasses, gloves, respirators, 

etc and that the workers understand their use. 

• Ensure sufficient time and resources are made available to implement and maintain 

Emergent HSW procedures.  This includes the involvement of workers in regular 

health and safety meetings, risk identification, monitoring, and accident recording. 

• Stop work which is believed to be unsafe until it can be made safe and never 

knowingly expose any person to likely harm from workplace risk. 

• Ensure all incidents (harm, non-harm, equipment) are recorded in the accident 

register, investigated and reported to the appropriate person. 

• Help with the investigation of accidents to prevent likely re-occurrence and to 

identify and evaluate significant hazard controls. 

• Ensure the Director is informed immediately of any serious injury accidents (Notifiable 

Event), safety concerns and / or any near misses that could have resulted in harm 

(Notifiable Incident). 

• Continuously monitor workplace safety to identify potential significant risks and 

hazards and their control to ensure work is carried out safely. 

• Work with contractors and PCBU’s to ensure risks are identified and the required 

controls and risks to others are understood by all parties. 

 

Worker Safety Responsibilities 

• Workers understand and recognise their individual responsibility for personal safety 

and the safety of others while working. 

• Complete and sign-off Emergent safety induction training prior to work 

commencing. 

• Follow Emergent’s health and safety procedures and observe safe work practices at 

all times.  Failure to do so is likely to result in serious disciplinary procedures by 

Emergent which could result in the termination of employment or contract. 

• Make themselves aware of emergency readiness procedures within the workplace 

and immediately report unsafe work conditions or equipment to the owner or 

supervisor. 

• Immediately report workers or public injury, equipment damage, near misses, and 

loss of property to a supervisor and help to complete an accident report. 

• Participate in keeping the workplace safe by contributing to regular meetings of 

workplace health and safety and reviews of health and safety procedures. 

 

Risk and Hazard Management  

The following procedures have been developed to achieve the objectives of Emergent’s 

health and safety policy.  Aims are to: 

• Systematic identification of workplace risk. 

• Assessment to determine significance of each identified risk, then determination of 

control – elimination or minimisation. 

• To ensure procedures identify new risks on an ongoing basis before workers or visitors 

to the workplace might be exposed to any risk of harm. 
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• For management and worker representatives to monitor Emergent’s accident 

register and associated investigations.  To further identify significant risks and 

evaluate control performance. 

• To ensure training and or supervision is provided when appropriate, and establishing 

safe work practices and procedures thus preventing likely harm from significant risks. 

• To involve workers in the process of managing health and safety within the 

workplace and to provide appropriate training to enable them to do so. 

• Changes to procedures can be made as long as they are clearly documented and 

in consultation with the manager. The procedures themselves follow closely the 

requirements of law so changes must be made with care. 

• All workers are instructed to undertake a process of risk identification when 

undertaking work for the first time or using newly purchased equipment.  

 

The following diagram is a guide outlining the our responsibilities relating to risk and hazard 

management.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Risk Identification and Assessment 

• Emergent documents identified risks and the degree of likely risk associated with the 

activity, machine or process.  Determine the severity and frequency. 

• Enter likely ways to reduce the likely risk of an accident occurring and degree of 

possible injury. 

• Determine if the risk is a significant hazard risk. 

EXISTING RISK 

Step 1: determine identification method 
Area? Task? Process?  

Step 2: have workers identified all risks 
(use hazard id form) 

Review risks on a six-monthly cycle or more 
often if required. 

Step 4: eliminate, or if not practicable 
minimise the significant risk with isolation, 
safe working practices, training, PPE and 

health monitoring. 

Step 3: determine significant risks that have 
the potential to cause serious harm 

NEW RISK 

Use information from: 
Investigations of accidents & incidents 

Risk reporting by employees 
Toolbox meetings & Site Inspections 

Review regularly all non-significant risks to 
determine if they have become significant 

Risks that are not significant should still be 
controlled but may be placed at a lesser 

priority than that of significant risks. 

Note: specialist advice may be required to 
determine necessary controls 
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• Actions relating to the risk are determined based on the effects to people, 

environment and equipment. 

• Systematic risk identification and assessment is carried out evaluating the workplace 

by area or by following the manufacturing process step-by-step, or both.   

• For each identified risk Emergent we ensure sufficient information is provided to 

make accurate and informed judgement on the appropriate action to take to 

control that risk.  If required specialised advice will be obtained from a skilled source 

as to the most appropriate controls to be put in place such as the industry 

association, WorksafeNZ, safety consultant or the manufacturing or supplier. 

• A risk matrix scoring system is provided within these procedures to assist staff to 

determine a response priority to each risk. 

• All identified risk is assessed to determine their potential to cause serious harm.  A 

significant risk means a hazard that is an actual or potential cause or source of harm 

as detailed below. 

 

Risk Matrix 

Li
k

e
ly

 h
o

o
d

 

Likely Medium High Very High 

Unlikely Low Medium High 

Highly Unlikely Very Low Low Medium 

 Slightly Harmful Harmful Very Harmful 

 Consequence 

 

Action Risks Determined to be Significant Risks 

• Actions prior to a significant risk joining the significant risk register follows the 

hierarchy as per the table below. 

 

Hierarchy of Control 

Most Effective 

 

 

 

 

 

 

Least Effective 

Elimination: 

 1] Remove the hazard completely from the workplace or 

activity 

Minimisation: 

 2] Substitution: replace a hazard with a less dangerous one 

 3] Isolation: separate people from the hazard 

 4] Engineering Controls: making a machine / work process 

safer 

 5] Administration: put in place rules, signage, training, etc 

 6] PPE: protective clothing and equipment 

• The manager or designated person(s) will monitor significant risk controls by regular 

reviewing the standards of and compliance with the controls and any safe 

operating procedures relating the significant risks. 

• Daily visual inspection of equipment and review of activities is undertaken by 

supervisors to ensure worker safety. 
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• Workers visually check all equipment safety before use and use of appropriate PPE 

made available by management. 

• Special consideration is given to the control of significant risk when staff are 

introduced to risk activities for the first time. 

• Supervisors ensure workers undertaking the supervision and instruction of safety 

procedures controlling risks have adequate skill and experience themselves. 

 

Risk Evaluation 

• Emergent holds specific information on controls relating to identified risks based on 

current safety regulations, codes of practices, industry best practices and New 

Zealand standards. 

• The nominated person / persons review risks and ensures safety related information is 

available and understood by workers. 

• Regular workplace audits (no less than 3 monthly) are done to evaluate the level of 

information available to workers regarding specific controls and compliance based 

on the significant risk register. 

• A review of the information provided to workers is to be reviewed as part of the 

annual review process for risk by the nominated person / persons. 

• Part of the risk review process for creating changes to the workplace includes 

legislative requirements relating to that workplace. 

 

Risk Minimisation 

• The following steps should be taken to reduce the risk of harm to workers when 

minimising a significant risk or hazard. 

o All workers have information about the risks and methods of controlling them. 

o When appropriate, workers are issued with protective clothing and suitable 

safety equipment (PPE) when exposed to significant risks, with the training in 

the fitting, correct use and maintenance and replacement of that 

equipment. 

o Emergent has a system in place for the issue, renewal and maintenance of 

PPE and other safety equipment relating to significant hazards. 

o Where appropriate environmental monitoring of the risk will be undertaken. 

o Where appropriate health monitoring of workers will be used to ensure 

effectiveness and compliance of controls. 

o Emergency procedures deal with any likely situations arising from the risk. 

 

Accident Reporting, Investigation and Rehabilitation 

The terms incidents and accidents in this context includes all near misses, near hit events, 

work related illness and injury events, that harmed or might have harmed a worker and 

others during work. 

 

All workers are required to report accidents and incidents to their immediate supervisor 

immediately after they occur and have the event recorded in our register. 

 

Non-Serious Harm Procedure 

• The manager ensures that sufficient first aiders are available and a person records all 

accidents and incidents within the accident register, completing an initial 

investigation of the accident or incident. 

• The designated accident investigator reviews as soon as practicable each reported 

incident to check it is correctly recorded and take any immediate steps required to 
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make the workplace safe and to stop a reoccurrence.  All actions are to be 

documented and attached to the accident report for review by the nominated 

person / persons. 

• If corrective actions are required the accident report (or as an attachment) shows 

the work required; immediate steps taken; the names of any persons responsible for 

doing the work; and the specific timeframe required to have it completed.  That 

when work is completed it is dated and signed off by the nominated person / 

persons. 

• Induction training ensures workers are provided with specific instructions regarding 

the incident / accident recording procedures.  Unless it is impracticable to do 

otherwise, workers are not to record their own accidents within the accident register 

or solely carry out an investigation. 

• The nominated person / persons regularly reviews all accidents and incidents 

recorded to discuss trends and injury rates. 

• Data relating to injuries is posted within the workplace for workers to see and made 

available to the directors for their review. 

 

Serious Harm Accident Procedure 

• First priority is to provide medical assistance.  Control or move items at the scene 

only if necessary to: 

o Safe life, prevent harm and relieve suffering 

o Maintain access for essential services 

o Prevent serious damage or loss of equipment 

• In the event of serious harm, the Director and manager (or in their absence an 

appointed person) is informed immediately.  The manager or nominated person will 

confirm that serious harm has occurred and arrange to notify the appropriate 

government agency (WorksafeNZ) by telephone or fax as soon as practicable. 

• Workers are not to interfere with the scene of a serious harm accident.  The 

manager should commence collecting investigations for Emergent’s immediately 

i.e. photographs, measurements, workers interviews, contractors and other witness 

testimonies that confirm activities leading up to the event. 

• The manager is to notify WorksafeNZ in writing on the prescribed Worksafe 

notification form within two days of the event and provide a report to that authority. 

• The Serious Incident Report is completed in the event of a serious harm accident.  

This includes injury to any member of the public or contractor involving a Emergent 

activity.  All information associated with the investigation of an accident is for 

Emergent use only. 

• Only the Director or nominated person is authorised to speak on behalf of Emergent 

or make documentation available to any other person. 

 

Practical Guidelines for Investigation  

• Much of the evidence at a serious accident scene is of a fleeting nature and may 

not last for very long.  Samples should be taken where appropriate and 

photographs, sketches and measurements, all to help with later reconstruction of 

events. 

• Interviews should be taken as soon as possible.  Eyewitnesses are strongly influenced 

by each other and news media may change their view of the event.  Witnesses may 

become hostile for various reasons so keep interviews low key and focused on the 

events surrounding the accident.  Ask open-ended questions. 

• Follow the questions described within Emergent’s safety procedures.  They will 

provide a sound structure to obtaining the information required.  Ask additional 

relevant questions. 
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• Allow the person being interviewed to explain their answer in their own words.  

Ensure accurate notes are made.  Let the person review and sign the interview note.  

If requested allow family or a staff representative to be present. 

• Do not interview staff in groups.  Look for the underlying reasons for the accident.  

Not all causes of accidents are work related.  Follow common sense and respect 

the privacy and rights of the injured and others involved in the investigation. 

• A health and safety professional trained in accident investigation may be called to 

assist at the manager’s discretion in the event of serious injury. 

 

Rehabilitation  

• Given the varied nature of rehabilitation needs, management seeks appropriate 

additional information and advice when reviewing Emergent’s rehabilitation 

involvement and return-to-work programmes including ACC. 

• If an injury requires professional medical treatment Emergent assists workers in 

seeking medical treatment.  This in most cases will be with an occupational 

physiotherapist.  While Emergent has no legal requirement to pay for treatment we 

may do so on a case by case basis. 

• No payment will be made to workers for costs associated with medical treatment 

unless the injury was reported to Emergent as per the accident reporting and 

investigation procedures and it has been agreed to in advance. 

• Workers are required to report back to Emergent immediately after receiving 

treatment from the medical provider to complete Emergent’s safety procedures 

and continue work if practicable. 

• The worker must provide Emergent with a copy of the ACC Medical Certificate if 

one has been obtained and documentation from the medical provider as soon as 

practicable to help Emergent to establish the extent of the injury (for serious harm 

assessment), any limitation in work capacity and help plan the appropriate 

rehabilitation. 

• For all injuries, rehabilitation will commence at the earliest opportunity and where 

appropriate will involve ACC.   

• Rehabilitation is offered to workers for nonwork related injury and sickness on a case 

by case basis. 

• Emergent assists with rehabilitation by allowing work trials of employees, graduated 

return to work and other vocational rehabilitation interventions in direct consultation 

with ACC and at ACC’s cost and / or with any nominated third party claim 

management specialist. 

 

Worker Representatives and Meetings 

• The manager will in conjunction with workers (and their union representatives where 

applicable) appoint a health and safety committee if required. 

• The health and safety committee’s duties include, but is not limited to, ensuring the 

promotion of health and safety of all workers whilst at work.  The health and safety 

committee has the power to co-opt additional temporary members for special 

purposes such as expertise or technical knowledge. 

• A quorum consists of three members.  The health and safety committee meets from 

time to time as determined by the committee but not less than 3 monthly intervals. 

• In the event of a critical event the safety committee meets (or appointed members 

of the committee) and reviews all material and makes recommendations to the 

manager as required.  If urgent or if the event is of a serious nature a special safety 

meeting is held. 
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• The health and safety committee ensures proper minutes are kept of all meetings.  

Copies of such minutes are posted on notice boards and circulated to all members 

of the health and safety committee and the director(s).   

• The health and safety committee is responsible for issuing and return of health and 

safety manuals within the workplace. 

• The committee is responsible for ensuring the safety of new materials and 

equipment is carried out and considered by the manager prior to purchase. 

• Employee members of the committee are given adequate training in the relevant 

procedures in order that they may carry out their responsibilities and meet the 

objectives of the committee.  This training should be recorded on their training 

record. 

• Once a year the committee will undertake a review of Emergent’s safety 

procedures to monitor their effectiveness as described within these procedures. 

• Workplaces that have a potential to create significant risks hold tool box / pre-start 

meetings prior to work starting and at regular intervals to confirm staff are aware of 

the risks and understand controls. 

 

Worker Safety Training, Skill Assessment and Trainer Selection 

• Induction and assessment of all new workers will: 

o Ascertain required proficiency and stated skills   

o Advise them of Emergent’s health and safety management policy and 

procedures and establish training needs. 

• All new workers are provided safety induction training relating to safety within 

Emergent which is documented. 

• Paid training leave is provided to worker selected safety representatives at a level 

established within the employment relations legislation as described within the HSW 

Act. 

• The safety training record of workers is reviewed and updated from time to time and 

ongoing training needs assessed by management and workers. 

• Only internal and external trainers with appropriate safety experience, qualifications 

and skill are employed to train workers.  Emergent will use when available, training 

based on the NZQA unit standard framework. 

• Emergent requires proof by way of a photocopy of certificates, licenses and 

qualifications relating to safety training, which is to be held on file. 

• Loss of licence or qualification to operate equipment must be reported immediately 

to Emergent. 

• Workers that are specifically involved with the management and training of 

significant risks will first be assessed to determine they have the skill and expertise to 

demonstrate and instruct others on the controls required to ensure significant 

hazards are managed correctly and safely. 

• Workers leading risk management undertake training or refresh their skills and 

experience every two years. 

  

Trainer Selection 

The trainer ensures each worker has sufficient skills to work safely before signing off that 

they have successfully completed the safety induction process by: 

• Taking the person for a quick walk around the workplace to familiarise themselves, 

meet other workers and have an overview of workplace and its risks. 

• Sit down with and go over Emergent’s induction checklist with a special focus on 

safety, sign off each section only when satisfactorily completed.  

• Ensure the person is issued with the required PPE to work safely. 
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• The trainer is to assess the level of skill and experience the person has by asking 

questions and identifying which of Emergent’s safe operating procedures need to 

be completed by the new worker as part of their safety training. 

• Discuss Emergent’s significant risk register and safe operating procedures that the 

person needs to demonstrate competencies under supervision before working 

unsupervised. 

• Using the induction form discuss future training needs in particular external training to 

NZQA standards. 

• The training is to ensure new workers are aware they are not to use equipment or 

attempt significant risk related tasks unless supervised or signed off by such 

authorised person to do so. 

• The trainer ensures a copy of any licenses or training certificates required as part of 

the job is held by Emergent before allowing the person to attempt such tasks or use 

of equipment. 

• In addition to specific safety training the trainer also goes over the general Emergent 

rules. 

• Training is to ensure Emergent’s drug policy and zero tolerance to illicit drugs at work 

is discussed. 

• Highlight emergency procedures including raising an alarm, evacuation points, first 

aid kits, fire extinguishers, and the names of the site’s first aiders. 

 

Document Control 

The Director or nominated person is the primary document controller and is responsible for 

the administration and distribution of the health and safety policy and procedures.  The 

master copy of the manual should be kept in a file clearly marked Master Copy.  This is to 

distinguish between the original and photocopied material. 

 

The Director or nominated person ensures a backup copy of these procedures is held off 

site in digital and hard copy format. 

 

Managers are responsible for ensuring each workplace has access to a current copy of the 

HSW procedures and workers have ready access to these procedures.  All printed HSW 

documents will have a date and version printed on each page and is to be controlled. 

 

Only the master copy is considered as the current Emergent’s health and safety 

document. 

 

Purchasing Safety 

• The Director and managers have a duty to ensure the safety of new equipment is 

reviewed during pre-purchasing activities.  The safety of such purchases is an 

agenda item at each safety committee meeting and should involve staff. 

• Between regular safety meetings the manager may hold special meetings to discuss 

safety related issues, including the purchasing of a specific item of equipment and 

personal safety equipment for specific activities. 

• Consideration is given to health and safety standards when purchasing equipment 

and chemicals.  When applicable, equipment and chemicals are to meet the New 

Zealand Safety Standards. 

• All chemicals purchased should be supplied with the appropriate Material Safety 

Data Sheet (MSD Sheets) for each chemical.  Chemicals are to have MSD sheets 

available within the workplace at all times. 
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Safety of Visitors 

• Emergent’s policy is that visitors are required to sign in at the office or gate when 

arriving to the workplace unless otherwise stated.  The visitor is to be made aware of 

the risks, how they are controlled, incident management and emergency 

management. If it is not practical to sign in the visitors are accompanied by a 

Emergent staff member at all times or be given an appropriate induction in the risks 

and safety precautions required. 

• Visitors must wear the required safety equipment for the area which may include 

shoes / boots; hard hat; high vision clothing; and have available for use hearing and 

eye protection. 

• Persons under the age of 16 are not permitted within risk areas unless strictly 

supervised by one adult per two children. 

• All visitors are made aware of controls of hazards and what to do in the event of an 

emergency when visiting. 

 

Emergency Management 

Emergent undertakes at two full emergency evacuation drills every year to check 

everything is in place in case of an emergency.  The effectiveness is reviewed and 

changes made when needed.   

 

Every workplace practices and re-evaluate its emergency procedures.  The detail to which 

emergency procedures are required vary greatly depending on the size and scope of 

each business and the significant hazards involved. 

 

Below is a summary of the key elements of most emergency plans.  The trainer must discuss 

and evaluate the understanding of new employees before singing off their competency in 

the induction checklist. 

 

Some workplaces may need specialised emergency procedures and training which are far 

greater than that provided within these procedures.  If so, Emergent provide the special 

procedures to the trainer for use in association or instead of these general procedures. 

 

Summary of Emergency Procedures 

An emergency event can strike at any time, it will be sudden and unexpected, it will disrupt 

the normal routine of Emergent and it will demand immediate actions by persons within 

Emergent.  Emergency planning is based on common sense. 

 

For such events as fires, earthquakes, floods and civil emergencies: 

 

• Stop, think and then act. 

• The first priority is for the safety of all people present, don’t further endanger 

yourselves.  Evacuate the people from the area using an evacuation plan and 

assembly point. 

• Activate any emergency shutdown systems; live unattended machinery can be 

dangerous. 

• Contact emergency services as soon as practicable and be prepared to direct 

them when they arrive. 

• The normal emergency service number is 111. 

  

Contractor Safety  

Every contractor is required to provide specific information relating to their safety 
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management prior to starting work for the company.  This is set out in the Contractor Safety 

Assessment. 

 

Each contractor is evaluated on their health and safety as well as general performance on 

a post job or annual basis as set out in form Contractor Evaluation Form.  This evaluation 

may have a bearing on future work you do for us. 

 

Contractors are treated in the same way as all our workers including inductions, ongoing 

safety management, attending our toolbox meetings, etc. 

 

Emergent provides every contractor with a Contractor Pack that sets out our expectations 

in health & safety management.   
 

 

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 reasonably 

practicable steps to maintain a safe working environment and keep everyone 

safe, at all times.  
 

 

Hazards 
 

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

supervisor or manager should at your induction: 

1. identify all known hazards and their method of control; and 

2. advise you of their processes for hazard identification and reporting. 
 

 

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. 

 

How to respond to Emergencies that may arise 
 

Your assignment supervisor or manager should during your induction advise you 

of their emergency procedures, you must familiarise yourself with these policies 

and procedures. 
 

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 
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Response Team directly on 0800 030 040. 
 

Do not disturb an accident scene. 
 

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

supervisor/manager and your Emergent consultant. 
 

 
Alcohol and Other Drugs 
 

Your assignment supervisor or manager will advise you of their Alcohol and Other 

Drugs Policy and process. 

You must inform your assignment supervisor or manager if you are taking any 

prescription medication. 

 

Emergent has zero-tolerance of Alcohol and Other Drugs in the workplace 

Being under the influence of drugs or alcohol while at work poses serious health 

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

Emergent has zero tolerance for anyone being at work affected by alcohol or illicit 

drugs. Breaching this zero-tolerance policy 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. 

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 
 

While at work you have a general duty of care as prescribed in the Health and 

Safety at Work Act.  

You must 

1. take reasonable care for your own health and safety;  

2. take reasonable care that your acts or omissions do not adversely affect the 

health and safety of other persons;  

3. comply, as far as you’re reasonably able, with any reasonable instruction that is 

given by the employer to allow them to comply with the Act or regulations;  

4. co-operate with any reasonable policy or procedure of the employer relating to 

health or safety at the workplace. 
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Additionally, you must cooperate and where required collaborate with the 

employer with any safety investigation if requested. 

 

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 reasonable/legitimate Health and Safety 

instructions/procedures may result in dismissal. 

 

ACCIDENT & INCIDENT REPORTING AND FORMS 
 
 

If you witness or experience an incident, accident or identify a hazard, please 

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

When requested complete the Emergent Accident/Incident Report Form 

(appended to this document).  

 

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 assignment supervisor or 

manager 
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Emergent 
 

Level 7, 57 Fort Street, Auckland 
 

+64 9 359 9033 | emergent.co.nz 
 

www.linkedin.com/company/emergent-&-co-ltd 
 

http://www.linkedin.com/company/emergent-%26-co-ltd
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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 
 

 
 

Mental Wellbeing 
 

• The ClearHead App provided free to all Emergent Temporary 

Employees is an anonymous platform to support you through any 

difficult mental wellbeing. 

• In NZ, navigating the health system can be tricky. Do I need to see a 

doctor? When should I see a doctor? For most people seeking medical 

help, they often don't know where to start or are not comfortable with 

reaching out in person. 

• Our health system also cannot train enough health professionals to 

meet the true demand out there. That is why there are long wait times 

and certain groups of people have poorer health outcomes. 

• Clearhead is an online, one-stop-shop platform, designed by NZ 

doctors, that empowers New Zealanders to find the help they need. We 

do this by helping you understand your symptoms and providing 

personalised recommendations through our digital wellbeing assistant. 
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• Clearhead enables preventive and proactive healthcare that is 

focused on wellbeing by introducing choice, convenience and control 

back to you. 
 

 

Financial Wellbeing 
 

• Emergent has formed 2 partnerships for financial education, offered 

free to our temporary workforce. 

• AMP offers future planning and education on long term financial goals 

and how to best balance them with your current living requirements. 

• Westpac offers a comprehensive programme with a wide range of 

topics related to the current daily Money Skills. 

• All education is available physical or electronically.   
 
 

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 7, 57 Fort Street, 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 

mailto:emergent@emergent.co.nz
mailto:information@acc.co.nz
mailto:returntowork@acc.co.nz
mailto:info@worksafe.govt.nz
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APPENDIX 1: ACC RECOMMENDED STRETCHES AND USEFUL TIPS 
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