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Health and Safety Policy Statement:
Health and safety is everyone’s business, and everyone is expected to be a part of our commitment to avoid all accidents and incidents which may cause personal injury, property damage or loss of any kind. Insert Stable Name will undertake our responsibility and duty of care, so far as reasonably practicable.
Every staff member is expected to act safely at all times to ensure their own welfare and that of their fellow workers and others in the workplace. We seek co-operation to ensure that everyone gets to go home safe at the end of the day. We will do this by;
· Being committed to comply with the Health and Safety at Work Act (HSW Act) and Health and Safety Regulations) standards, relevant codes of practice and guidelines

· Providing and maintaining a safe working environment

· Providing information, training and supervision necessary to protect staff from risks related to their work

· Ensuring all plant and equipment is safe

· Ensuring all staff are not exposed to unmanaged or uncontrolled risks/hazards

· Encouraging staff and other duty holders to be involved in matters relating to health and safety

· Developing and implementing emergency and evacuation procedures

· Reviewing, revising and evaluation on an annual basis our health and safety management plan to ensure continuous improvement.

To achieve this, we will:

1. Systematically identify and control all risks/hazards and risks in the workplace.  Where there are significant risks/hazards we will take all practicable steps to eliminate, or minimise these risks/hazards to prevent any injury or potential damage.

2. Follow our policies and procedures.
3. Inform all staff of these risk/hazards and the controls.

4. Use the Personal Protective Equipment (PPE) supplied.
5. Ensure all staff are properly trained and supervised.

6. Inform all staff of emergency and evacuation procedures.

7. Record all incidents and accidents in our workplace, and take all practicable steps to prevent these events from happening.

8. Support a treatment and rehabilitation plan for injured staff that ensures an early and durable return to work. 
Signed:  _______________     ;   _______________          The Owner
           Dated:  




​​​​​​​​​​​​​​​
Emergency Phone Numbers:
In event of FIRE, MEDICAL EMERGENCY or ARMED ROBBERY and 

Any other security emergency Dial 111
MANAGEMENT
Insert Name Home
Telephone #
Insert Name Cell phone
Telephone #

Insert Name - Assistant Manager Cell phone
Telephone #

SECURITY EMERGENCY

Emergency Number
DIAL 111
Security/Alarm Company
Telephone #

Local Police Station
Telephone #

FIRE EMERGENCY

Emergency Number
DIAL 111

Local Fire Department
Telephone #

MEDICAL EMERGENCY

Local Ambulance
Telephone #

Hospital
Telephone #

SERVICE PROVIDERS

Vet - Insert Name or regular provider
Telephone #
Electrician - Insert Name or regular provider
Telephone #

Plumber - Insert Name or regular provider
Telephone #

Fire Extinguisher Service - Insert Name or regular provider
Telephone #

Local Council - Insert Name 
Telephone #
National Poisons Centre
Telephone 0800 764 766

www.poisons.co.nz
WORKSAFE 
General Enquiries & Notifiable Events 
Telephone 0800 030 040
www.worksafe.govt.nz
Employee Participation: 
Health and Safety shall form part of all staff meetings.  Having staff participate is an important part of developing and implementing health and safety practices in the workplace. Employers must provide reasonable opportunities for everyone to participate in ongoing processes for the improvement of health and safety, and all staff are expected to actively participate in health and safety matters.  

Staff wanting assistance with Health and Safety should refer their inquiry to the Insert Stable Name Health and Safety Representative in the first instance, or their employer.  If the Health and Safety Representative or employer is unavailable, the inquiry should be referred to the New Zealand Thoroughbred Racing Health and Safety Manager or WorkSafe New Zealand representative.
Employee Training: 
Every staff member shall take all practicable steps to ensure:

· their own safety while at work; and

· that no action or inaction of the staff member while at work, causes harm to any other person(s).

No untrained staff will be permitted to perform any task, operate any machinery, or deal with any substance or material without prior experience (unless closely supervised by some with such experience).

All staff are to be aware of:

· the risks/hazards they will be exposed to in the workplace, and the risk/hazard controls or procedures to be taken to prevent any harm or damage to themselves, other person(s) and property.

· what to do in an emergency.

· where all necessary safety gear or safety equipment and materials are kept.
To ensure that we are complying and maintaining this system, we will ensure that:

· New and existing staff members read and understand this Manual. All staff will be competent to do their work in a safe manner.

· New staff will be supervised and have a buddy until they can be deemed to be competent for the tasks involved in completing their work.

· All staff will be trained in the safe use of the PPE provided including the maintenance of PPE gear.

· The Health and Safety Manual is available and accessible to all new and existing staff.

· Any issue that arises out of an incident or notifiable event where training was identified as a factor contributing to the event will be discussed immediately and training provided, if necessary or will be discussed at the next health and safety meeting.

· This Manual is reviewed annually, or as need be.

· Records are maintained to ensure all workers have read and understood this Manual. 

Off-site Health & Safety Behavioural Expectations:

When staff representing Insert Stable Name are required to visit other venues, including racing/training venues on official business, they must comply with the Health and Safety plans of that venue/activity.
When staff are visiting an off-site venue for the first time, they must report to the designated Health and Safety Representative and/or the venue General Manager/Office Manager. 
When staff are present at a race meeting, they should read the Health & Safety Information Guide that the relevant racing club has released.
Incidents, Injuries and Corrective Action:
All work related incidents and injuries should be reported to the Insert Stable Name Health and Safety Representative or employer immediately to ensure the correct reporting and investigation of incidents/accidents is undertaken. All work-related incidents/accidents must be advised to the Insert Stable Name employer.
· If the incident is deemed to be serious and notifiable to WorkSafe NZ Ltd, all notifiable accidents to any worker(s) are to be notified to WorkSafe NZ Ltd as soon as possible.  (0800 030 040 or email healthsafety.notification@worksafe.govt.nz). 
· Do not disturb the scene!

· Complete an investigation and involve the necessary parties eg, WorkSafe NZ Ltd, Police, NZTR Racing Health and Safety Manager. 
· Scene clearance can only be authorised by WorkSafe NZ Ltd either by email or by phoning 0800 030 040.

· A “Notification of a Death or a Notifiable Injury or Illness” form is to be forwarded to WorkSafe NZ Ltd as soon as possible, with a full account of what happened.

· Inform all staff of the outcome of the accident/incident investigation, i.e. new risk/hazard identified and or a change in risk/hazard controls.

· The employer is responsible for ensuring all corrective actions are undertaken.

Incident/Accident Corrective Action Process

In the process of investigating a serious harm incident, it is discovered that ineffective hazard controls contributed to the incident, the employer will;

· Identify the risk/hazard

· Investigate and review controls

· Review the system of risk/hazard management system

· Document the action taken to control the risk/hazard to ensure consistency of message/training to eliminate the incident happening again. 

· Ensure a timetable (30 days, quarterly thereafter) to review the effectiveness of the controls put in place post incident.
Notifiable Event: means the death of a person or a notifiable injury or incident.

Notifiable Incident: an unplanned or uncontrolled incident in relation to a workplace that exposes a worker or any other person to a serious risk to that person’s health or safety arising from an immediate or imminent exposure to;

·    an escape, a spillage, or a leakage of a substance; or

· an implosion, explosion, or fire; or

· an escape of gas or steam; or

· an escape of a pressurised substance; or

· an electric shock; or

· the fall or release from a height of any plant, substance, or thing; or

· the collapse, overturning, failure, or malfunction of, or damage to, any plant that is required to be authorised for use in accordance with regulations; or
· the collapse or partial collapse of a structure; or

· the collapse or failure of an excavation or any shoring supporting an excavation; or

· the inrush of water, mud, or gas in workings in an underground excavation or tunnel; or

· the interruption of the main system of ventilation in an underground excavation or tunnel; or

· a collision between 2 vessels, a vessel capsize, or the inrush of water into a vessel; or

· any other incident declared by regulations to be a notifiable incident for the purposes of this section.

Notifiable Injury or Illness: any of the following injuries or illnesses that require the person to have immediate treatment (other than first aid):

· the amputation of any part of his or her body; or

· a serious head injury; or

· a serious eye injury; or

· a serious burn; or

· the separation of his or her skin from an underlying tissue (such as degloving or scalping); or
· a spinal injury; or

· the loss of a bodily function; or

· serious lacerations; or

· an injury or illness that requires, or would usually require, the person to be admitted to a hospital for immediate treatment; or

· an injury or illness that requires, or would usually require, the person to have medical treatment within 48 hours of exposure to a substance; or 
· any serious infection (including occupational zoonoses) to which the carrying out of work is a significant contributing factor, including any infection that is attributable to carrying out work—with micro-organisms; or

· that involves providing treatment or care to a person; or

· that involves contact with human blood or bodily substances; or

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

· animal carcasses, or animal waste products; or

· that involves handling or contact with fish or marine mammals: or
· any other injury or illness declared by regulations to be a notifiable injury or illness for the purposes of this section.
NOTIFIABLE ILLNESSES AND INJURIES (SECTION 23 OF HSWA)
Follow the flowchart below to find out what notifiable illnesses and injuries are.



Risk Assessment 
The Insert Stable Name must assess all hazards and risks that could pose a health and safety risk on the property. When assessing the property, take into account: the risks associated with a task; the number of persons at risk; the likelihood of an incident occurring; the potential consequences if an incident occurs; and the frequency in which staff could be exposed to a hazard.
If in doubt about the level of risk that is present on a property, the Risk Rating Table below is a simple way to categorise risks and how they may affect members of your staff.
	Likelihood of injury or harm to health 
	Consequences of injury or harm to health 

	
	Insignificant
no injuries 
	Moderate
first aid and/or medical treatment 
	Major
extensive injuries 
	Catastrophic
fatalities 

	Very likely 
	High 
	Extreme 
	Extreme 
	Extreme 

	Likely 
	Moderate 
	High 
	Extreme 
	Extreme 

	Moderate 
	Low 
	High 
	Extreme 
	Extreme 

	Unlikely 
	Low 
	Moderate 
	High 
	Extreme 

	Highly unlikely (rare) 
	Low 
	Moderate 
	High 
	High 


Once risk has been assessed and control measures put in place, the Insert Stable Name should assess the risk again to establish the residual risk and discuss with all staff.
Control Measures

Once the risk has been assessed it must be determined what control measures are to be put in place to eliminate or minimise the risks identified. The Insert Stable Name must;

· prioritise hazard control measures for extreme risk activities; and

· establish requirements for short-term/immediate control measures and long-term control measures.
If an activity is assessed as extreme risk, the Insert Stable Name will break down the task into basic steps and provide an action plan to minimise the risk.

Risk control measures must be implemented for identified hazards so far as is reasonably practicable.  The control measures listed below are in order of preference for the resolution of a hazard in the workplace.
	Elimination
	Allows hazards to be designed out and control measures to be designed in. It will require a modification to the process, method or material to eliminate the risk.

	Substitution
	Replacing the material or process with a less hazardous one.

	Isolation
	Isolating the hazard from any person exposed to it. 

	Restriction
	Preventing any person from coming into contact with the hazard.

	Engineering
	Redesigning plant or work processes to reduce or eliminate risk.

	Administration
	Adjusting the time or conditions of risk exposure (e.g. job rotation, increased supervision). Ensure staff members have received training, information and instruction regarding the particular hazards and risks.

	Personal Protective Equipment
	Using appropriate safety equipment where other control measures are not practicable.


Review and monitor: 

All risk/hazard controls are monitored annually or when an incident arises and the hazard may cause an injury.

If an incident occurs, the investigation is discussed with all staff and existing risk/hazard controls are discussed. Any changes to processes or environment are also taken into account when looking at amending controls or creating new controls. Training and supervision is then given to all staff.
Evacuation Procedure
In the event of any emergency or natural disaster, the following will happen in an attempt to prevent injury or harm to any person or animals on site:

Emergencies that could affect us:
We have identified the following emergencies that could affect our workplace and we have an emergency procedure for them. 

General emergencies caused by fire or natural disasters such as earthquakes and floods:

· Fire

· Earthquakes

· Flood

· Extreme wind

· Road traffic accidents

In the event of any emergency, or natural disaster, the following will happen:

1.  Raise the alarm.

2.  Contact Emergency Services on 111 (as required). Police, Fire Service, Civil Defence, WorkSafe NZ Ltd.
3.  Do not put yourself or anyone else at any unnecessary risk!

4.      Evacuate from building or stabling area and make your way to the designated meeting point. 
5.      Check all persons are accounted for.
We will ensure fire drills and evacuation procedures are discussed at health and safety meetings and practised every 6 months. All new staff will be briefed on these processes during their induction.
1.   Employee Induction
Use the following checklists to ensure all necessary points are covered during the induction meetings. 

	

	Employee’s Name:  


Start Date:  



	Employee signature 
	 Stable Foreman signature 

	Health and Safety: Emergency exits, procedures; H&S procedures; location for accident and near miss register.
	
	

	Knowledge of First Aid kit and use and locations of Fire Extinguishers
	
	

	Tour of the property. New staff member is able to find all facilities and equipment in the workplace (including toilets, emergency meeting  point, feed room, storage ...)
	
	

	Staff Introductions (Health & Safety Representative)
	
	

	Contact details and name of staff. Next of Kin are recorded
	
	

	Evidence of valid licences (Driver’s Licence, NZTR Licence, Approved Handler’s Certificate etc)
	
	

	Pay procedures. Employment contract signed, hours of work etc
	
	

	Policy/Procedure regarding personal phone calls, use of cell phones during work hours/leading horses etc.
	
	

	Policy/Procedure regarding medical appointments in work hours
	
	

	Policy/Procedure regarding leave (annual leave, tangi, leave without pay)
	
	

	Procedure regarding calling in sick/leaving work sick
	
	

	Discuss race day processes, travel & expectations etc
	
	

	Set up time for 3month review
	
	


2.   Contractor’s Agreement

To comply with the Health and Safety at Work Act Insert Stable Name require all contractors who wish to tender for contracts or maintain a service agreement/remain a preferred contractor/supplier to provide the following information:

1. Health and Safety Management Plan that includes:

· Safety policy;

· Hazards and the hazard controls; and

· Accident reporting procedures

2.  Contractors are reminded that all work is subject to the provisions of the Health and Safety at Work Act 2015 In particular:

· Contractors are to comply with all regulations, enactments, codes of practice (approved or voluntary) applying to the trade or profession within which they operate;

· We, as the Principal, are to be advised of any and all hazardous plant, equipment, machinery or substances which are brought into the workplace;

· All people utilised are fully trained in the work to be undertaken or are closely supervised by someone who is.

· Any accident or incident which harms or may have harmed any person in the workplace, in addition to being recorded and notified as required under the Health and Safety at Work Act, are to be reported to us, as the Principal.

· All safety clothing/equipment required to minimise the risk of injury is to be provided for, accessible to and used by any person engaged in the workplace.

3.  Before commencing work on our premises, all contractors must ensure that any employees of the contractor, subcontractors on our premises, or if an individual, they are conversant with:

· Emergency procedures (to be followed in the event of an emergency);

· Safety rules and procedures;

· Hazards which have been identified, and the hazard controls.

4.
We as the Principal to the contract retain the right to inspect the contract operation at any time, to ensure all safety procedures and rules are being followed.  Failure to follow such rules and procedures may result in the contract being terminated immediately.

I agree to abide by all the above conditions, on behalf of:

Contractor’s Name:  


Contractor’s Signature:  


Date:  


Contact Phone / Fax Number(s):  


Sign the attached copy and return to Insert Stable Name with your Health and Safety Management Plan.

	Risks

What could go wrong?
	Risk control 

What is in place to prevent it going wrong?
	Risk Eliminated, Minimised?


	Level of Risk
(High, Med, Low)
	Control measure? 

	Horse kicks out & over powers handler 
	Only licensed persons can handle horses after they have been through training and induction.  Appropriate horse/staff match
	Yes


	Med
	Employer  to put in place and NZTR (through licensing) 

	Further examples here (Talk with your staff and have them identify risks)
	
	
	
	

	Further examples here (Talk with your staff and have them identify risks)
	
	
	
	

	Further examples here (Talk with your staff and have them identify risks)
	
	
	
	

	Further examples here (Talk with your staff and have them identify risks)
	
	
	
	

	Further examples here (Talk with your staff and have them identify risks)
	
	
	
	


3.   Risk Register
4.    Hazardous Substances Register
	Chemical Name
	Used For
	Containers Labelled

[(]
	SDS available

[(]
	Safety Equipment

Required



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5.   Staff Induction/Training Record

	Name
	Type of Training being provided
	Instructor
	Instructor Signature
	Staff Signature
	Date

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


Employee’s Name:  


Start date:  


	   I N D U C T I O N

	                                                                   
	Date Induction Completed

Completed Completed
	Trainee Signed
	Trainer Signed

Date

Trainee Signed

Trainer Signed

	Introduction
	
	
	

	Safety Rules
	
	
	

	Hazards 
	
	
	

	Accident and Incident Reporting and Recording
	
	
	

	Emergency Procedures
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	   T R A I N I N G

	Under Training
	Fully Competent

	
	Date
	Trainee Signed
	Trainer Signed
	Date
	Trainee Signed
	Trainer Signed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


UNDER TRAINING means:
Received instruction on safety rules and hazards including safe operating procedures & practices.  Must work under supervision.

FULLY COMPETENT means:   Fully trained and able to operate unsupervised. 
6.   Incident/Accident Register
	Name
	Time and Date
	Description of Injury
	When and How Accident or Incident Happened
	Recorded into Hazard Register

	
	
	
	
	Yes
(
	No

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please note:  Notifiable Events must be reported to WorkSafe NZ.  For more information on what is a Notifiable Event visit www.worksafe.govt.nz
Insert Business Name


Health & Safety Plan





NO





Not a notifiable injury or illness





Does the injury or illness arise from work?





YES





Not a notifiable injury or illness





For more information about notifiable events, see WorkSafe website www.worksafe.govt.nz





YES





YES





YES





YES





YES





NO





NO





NO





NO





NO





Notifiable injury or illness





Notifiable injury or illness





Notifiable injury





Notifiable illness





Notifiable injury or illness





Has the injury or illness been declared in regulations to be a notifiable injury or illness?





Does the injury or illness require (or would usually require) medical treatment within 48 hours of exposure to a substance (a natural or artificial substance as a solid, liquid, gas or vapour)?





Has the following occurred that requires immediate treatment (other than first aid):�- amputation of any body part�- a serious head injury�- a serious burn�- a spinal injury�- loss of bodily function�- serious lacerations�- skin separating from underlying tissue (eg. de-gloving or scalping)?





Has the person contracted a serious infection (including occupational zoonoses – infectious diseases caught from animals) to which the carrying out of work is a significant contributing factor including an infection due to carrying out work:�- with micro-organisms�- that involves providing treatment care to a person�- that involves contact with human blood or bodily substances�- that involves handling or contact with animals, their hides, skins, wool                    or hair, animal carcasses or waste products or�- that involves handling or contact with fish or marine mammals?





Does the injury or illness require (or would usually require) the person to be admitted to hospital for immediate treatment
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