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Introduction

The Health and Safety at Work Act (2015) came into effect in April 2016. The new law
seeks to improve health and safety in New Zealand workplaces to reduce the number
of fatalities and injuries suffered every year. It has very wide application and now puts
obligations for health and safety on churches and charities. Churches now have a
duty of care to ensure no one is harmed while attending church or related church
activities or while working for us or on our premises.

In 2013 The Nelson Diocese adopted the SafeHere programme which is designed to
protect the welfare of people in our ministries, especially those involving children,
youth and the elderly. SafeHere is based on the principle of acting in the best interests
of those in ministry and those being ministered to by taking all reasonable steps to
ensure their safety. SafeHere provides us with tools to manage the risks and hazards
of ministry activities and forms part of our overall health and safety management plan.

In addition to ensuring the health and safety of those involved in ministry to others
(covered by SafeHere), the Health and Safety at Work Act requires us to keep all our
workers and volunteer workers safe, for example office staff and those who help with
building and ground maintenance. While churches generally have few paid workers,
there are many volunteers who are an integral part of running the church. We now
have a duty of care to ensure that these people, the general congregation, visitors and
contractors carrying out work for us are all protected from hazards that may potentially
cause them harm. We do not have a duty of care to trespassers and those on site
solely for recreation or leisure (providing they were not authorised to be there).

This health and safety management plan is for the entire Diocese and is to be used in
each parish. In the Appendices you will find useful policies and procedures for
activities commonly undertaken in churches as well as other useful information, such
as template forms.
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1.

Health and Safety Policy Statement

As a Diocese we will follow the best standards of practice in all our locations in relation
to the health and safety of our lay workers, members of the clergy and others who
access and use our premises.

As a Diocese we will follow the guidelines set out in the SafeHere programme to
ensure safe ministry.

In particular we will:

1.

10.
11.
12.

Systematically identify and control risks to health and safety in our workplace by
taking all reasonably practicable steps to eliminate or minimise those risks to
prevent any injury or damage.

Keep up to date with, and comply with, all laws and regulations applicable to our
work places and activities.

Develop and implement emergency and evacuation procedures.

Regularly review our safety management system and practices to ensure they
are effective (at least annually).

Include health and safety as a regular agenda item at all governance,
management and staff meetings in order to identify health and safety
improvements.

Ensure relevant health and safety information is provided to all workers,
volunteers and members of the clergy.

Ensure all workers, volunteers and members of the clergy are fit for the task and
receive the training and/or supervision they need to perform their work safely.

Notify a manager, warden, SafeHere Coordinator or parish Health and Safety
Advocate of current or impending health and safety issues or suggestions on
how to improve health and safety.

Accurately report and record all workplace incidents and injuries and take all
practicable steps to prevent these events from happening.

Actively involve workers in health and safety matters.
Take personal responsibility for a safe work environment.
Review this policy every two years.

Policy approved by Standing Committee 09/02/2016
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2. ldentifying and Controlling Risks

As a Diocese we commit to taking all reasonably practicable steps to eliminate or
minimise any risks/hazards under our control, to prevent harm from occurring. We will
do this by systematically identifying all hazards and risks in our church, then putting
appropriate controls in place to prevent harm occurring. The risk assessment form in
Appendix A1 can be used to record the hazards/risks for each area or activity and how
we intend to control them.

2.1 SafeHere

As part of our risk management system, we have adopted a safety management
system called SafeHere. SafeHere sets a standard of safety and care in the church
and is based on the principles of acting in the best interests of those in ministry and
those being ministered to, taking all reasonable steps to ensure their safety. It applies
to anyone in a church who is involved in ministry to, for or with children, young people,
their families and other adults, regardless of age. SafeHere provides us with tools to
identify and manage the risks and hazards of ministry in our church, including social
activities and outings.

The Health and Safety at Work Act requires us to have systems in place to ensure
safe ministry. By following SafeHere we will be complying with that Act in terms of
safe ministry. In some cases SafeHere imposes higher requirements than the Health
and Safety at Work Act — Synod has voluntarily adopted these higher standards
because caring for others is central to our calling as Christians.

From time to time other legislation may apply to ministry activities and may impose
additional requirements to those of SafeHere. For example, the Children’s Act
imposes specific obligations over and above those required by SafeHere in certain
clearly defined situations. As the Children’s Act applies only where services to children
receive state or local authority funding, the funder will let you know if additional health
and safety requirements apply.

2.2 Assessing and Managing Risks

In addition to following SafeHere requirements for managing risk in ministry, each
parish in our Diocese will also undertake a risk assessment of their buildings and
equipment, as well as activities (such as lawn mowing) which don’t come under the
umbrella of SafeHere. Risk assessments will be repeated whenever changes are
made to buildings, equipment and activities.

In completing a risk assessment, we will first consider whether the risk can be
eliminated (ie, can we remove the source of the harm?). If the risk can’t be eliminated,
then it must be minimised by putting in place controls. The completed risk assessment
forms will be collated and kept as a Site Hazard/Risk Register and referred to as
required.
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Where hazards/risks can only be minimised, we will ensure:

Any identified hazards/risks are recorded in the Site Hazard/Risk Register and
all relevant people informed.

Any relevant guidelines, codes of practice, etc. are considered to ensure the
risk is minimised most effectively (for example, by referring to the policies /
procedures set out in the Appendix to this document). In addition you can
access information about health and safety best practice guidelines, codes of
practice, etc, through the Worksafe NZ website
http://www.business.govt.nz/worksafe/

Where applicable, protective clothing and equipment is provided and used by
everyone involved in the activity — ie high visibility vests for parking wardens,
ear muffs for lawn mowing etc.

Team leaders and participants are properly trained and/or supervised.

Safety signs and other forms of communication are used to let people know of
the risk.
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3. Information and Training for Workers and Volunteers

3.1  Our Duty to Workers and Volunteers

As a church, not a business, our personnel structure is quite unique. The Bishop
appoints clergy and individual parishes may employ a small number of workers in paid
positions. These paid workers generally report to the Vicar. Aside from these, most
people involved with the Diocese are unpaid volunteers and church members.

Under the law we have a duty to ensure, so far as is reasonably practicable, that the
workplace, the means of entering and exiting the workplace, and anything arising from
the workplace are without risks to the health and safety of any person, regardless of
whether they are a worker or a volunteer. The workplace is defined as a place where
work is carried out or is customarily carried out, and includes any place where a worker
goes, or is likely to be, while at work.

For the Diocese and its parishes, therefore, the workplace will most often mean the
site where the church building and offices stand. However, it may also include other
sites where work is carried out or where church members congregate for a church
organised activity, such as a church camp. Appropriate safeguards (including
information and training) must be in place to protect the safety of workers and
volunteers in all their places of work.

3.2 Workers and Others Have Duties Too
Workers and others have their own duties under the law:
e They must take reasonable care for their own health and safety.

e They must take reasonable care that their acts or omissions do not adversely
affect the health and safety of others.

e They must comply, as far as they are reasonably able, with any reasonable
instruction given by the Diocese or parish to allow them to comply with the law.

e In addition, workers must co-operate with any reasonable diocesan or parish
policy or procedure of which they have been notified.

3.3 Safety Training

Our aim is to ensure that anyone involved with our Diocese who may be exposed to
hazards through the work they do or activities they are involved in (either as a paid
employee or a volunteer) are given appropriate training to ensure they remain safe
and can keep those in their care safe.

SafeHere Training for Those Involved in Ministry

Most of our safety training for those involved in ministry is covered by SafeHere.
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SafeHere training ensures that all our leaders are trained in the basics of how to
assess and manage risk to prevent harm from occurring. This includes risk from
physical hazards in the environment, but also the risk of harm being done by a person
towards vulnerable children or adults.

The training modules required depend on whether someone is a Team Member, Team
Leader, Coordinator or Risk Management Officer (RMO). SafeHere defines each of
these roles and their associated responsibilities.

There are strict criteria around who can be appointed to a ministry team in the role of
a Team Member or Team Leader. This involves a full application process including
police and referee checks. For full membership of a ministry team a person must be
over the age of 18 years.

Each parish, group of parishes or deanery will hold regular training sessions for new
people becoming involved in a ministry. Records of this training for each person are
stored online in the SafeHere programme and can be accessed by the Coordinator for
each parish and the Diocesan RMO.

In addition to SafeHere training, we will ensure that everyone involved in a ministry
leadership role is:

e Informed of any hazards/risks they will be exposed to on our premises and the
controls or procedures necessary to prevent harm or damage to themselves,
other people or property.

e Aware of what to do in an emergency, including who to inform and where first
aid kits are stored.

e Aware of how to report accidents and to whom, depending on the seriousness
of the accident.

Vestry training

Those in senior management and governance positions in the Diocese or parishes,
eg, vestry members, priest in charge or vicar, must receive training on their legal
obligations for health and safety, either personally or by a Diocesan DVD. They must
also read and understand this Health and Safety Management Plan.

Training for those carrying out physical work on church property

There are people in parishes who do not work in ministries involving children, youth or
other vulnerable people, but who may be exposed to risks through work they carry out
on our premises or on our behalf, such as those who mow lawns or help with working
bees. These people will receive a basic safety induction before beginning work to
ensure they are aware of the risks and safety controls for the tasks they undertake.
They must also be trained in using equipment and supervised where necessary. A risk
assessment must be completed for each task and kept in the Site Hazard/Risk
Register. The risk assessment form is the same as that used for activities under
SafeHere and is available in the parish office and in Appendix A1 of this document.
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The safety induction/briefing will consist largely of going through with workers the
controls identified on the risk assessment form to minimise the risks of the particular
activity. For working bees, this is best done by gathering helpers together for the
safety briefing at a set time before work begins.

Training for Parish Leaders and Paid Workers

Workers employed by the Diocese/parish and other parish leaders must be given a
health and safety induction when they begin work and annually thereafter. The
induction will cover:

¢ Risks they may be exposed to while working and to how control those risks.
e How to deal with emergencies.
e How to deal with and report accidents.
¢ Who to speak to about safety concerns.
Paid employees and other parish leaders must read and understand the Health and

Safety Management Plan. A template Induction / Training Form that you may find
useful can be found in Appendix A3.
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4. Involving and Communicating with Workers

4.1 Feedback on Health and Safety

We will ensure that we have clear, effective and reasonable opportunities for our
workers and congregations to suggest improvements and raise concerns about health
and safety, on an ongoing basis.

We will engage and consult by:
e Including health and safety as a discussion point in staff meetings.

e Appointing a vestry member in each parish as a Health and Safety Advocate,
to coordinate health and safety matters and act as a parish contact person.
Ideally this person will also be the SafeHere Co-ordinator, but this may not
always be possible. If the roles are held by different people it is essential that
they liaise regularly to share information. Where it is not possible to appoint a
vestry member to the role of Health and Safety Advocate, a suitable person
should be appointed with the approval of the vestry and must report regularly
to vestry.

¢ Involving workers in the hazard identification, control and review process.

e Inviting our workers to provide feedback on the adequacy and effectiveness of
our systems and facilities.

e Providing feedback to our workers on any changes and outcomes from
investigating accidents.

e Providing information and training for our workers and leaders — eg, SafeHere
training, safety inductions.

e Engaging workers in any changes that may affect their safety.

Role of the Health and Safety Advocate

The Health and Safety Advocate is the main ‘go-to’ person for health and safety
matters in the parish. They should be known to everyone and be approachable and
friendly. The ideal Advocate will have been exposed to health and safety in a
workplace outside the church environment, so will have a basic knowledge of NZ
health and safety requirements.

The Advocate’s role is largely a co-ordinating role. They don’t necessary have to
carry out all tasks themselves, but need to identify people to do so and check that
tasks are done. Their role includes:

e Ensuring a Site Hazard/Risk Register is created and maintained.
e Ensuring records are kept of all accidents.

e Ensuring the Site Hazard Register is updated as new hazards come to light
from accident reports and other forms of reporting.

e Ensuring emergency drills are carried out each year.
e Ensuring the necessary signs are up around the church.
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e Ensuring contractors receive a safety briefing and a record of this is kept.

¢ Keeping a compliance register to record that legally required testing, etc. is
carried out (when is this due and who will action), eg, electrical leads tested and
tagged annually or 6 monthly, fire extinguishers serviced.

¢ Reporting on health and safety matters to vestry.

The Health and Safety Advocate will work closely with the SafeHere Coordinator to
ensure information is shared and well documented.

4.2 Vestry Involvement

Health and safety will be an agenda item at all vestry meetings. The Health and
Safety Advocate will report to each vestry meeting.

We recommend that the Advocate prints out a copy of the checklist in Appendix A5
for each Vestry meeting, checks those items that have been dealt with and records
action taken. The checklist can then form part of the vestry minutes to record
vestry’s engagement with health and safety matters in compliance with its legal
obligation to do so.
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5. Reporting and Investigating Accidents

5.1 Accident Reporting and Recording

We will keep a record of all accidents, serious near misses and serious ministry
situations that occur in our Diocese. Record keeping will be done at parish level and
all such cases reported to the SafeHere Coordinator or Health and Safety Advocate,
depending on where and when they occur. The accident report form is the same in all
cases and a template is set out in Appendix A2.

SafeHere Coordinator

The SafeHere Coordinator is responsible for keeping a record of all accidents, serious
near misses and serious situations that occur within ministry. When an accident
occurs, an accident report form must be completed by either a team leader or member
and given to the SafeHere Coordinator for recording.

Health and Safety Advocate

The Health and Safety Advocate is responsible for keeping a record of all accidents
that occur outside of ministry situations, eg on church grounds during the week or
while maintenance to the church buildings or grounds is being carried out.
Parishioners should know the Advocate’s name so they know who to go to to report
an accident. Alternatively, any parish leader can help an injured person complete an
accident report form and hand it to the Advocate.

5.2 Different Reporting for Different Types of Accident

There are three levels of accidents — minor accidents, moderate accidents and serious
accidents. The reporting requirements differ for each.

Minor Accident

A minor accident only requires first aid such as a bandaid. If first aid is given for any
reason, this will be noted in a notebook kept with the first aid kit. Any such note should
be initialled by the person who received first aid or, in the case of a minor, by a
caregiver.

Moderate Accident

A moderate accident is one that results in an injury such as a sprained ankle, broken
finger, bump to the head, etc. These injuries are not so severe that they need to be
notified to Worksafe NZ, but are more significant than a first aid injury. In the event of
a moderate accident, an accident report form must be completed and given to either
the Health and Safety Advocate or SafeHere Coordinator, depending on when and
where the accident occurred.
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Serious Accidents

Serious accidents are those that fall within the definition of a ‘notifiable incident’ or
‘notifiable injury’ under the Health and Safety at Work Act (see below) and/or are a
serious ministry situation far beyond what is normal or expected.

Notifiable incident or injury

Where a notifiable incident or accident that results in a notifiable injury occurs, whether
during ministry or otherwise, the scene must not be disturbed until Worksafe NZ has
been notified and authorisation given by an inspector. The only exceptions are if the
scene needs to be disturbed to assist an injured person, to remove a deceased person
or if it is essential to make the site safe or to minimise the risk of a further notifiable
event.

The person in charge must contact the Diocesan Executive Secretary immediately so
s/he can notify Worksafe NZ. Please note that no one other than the Executive
Secretary, or in his/her absence the Diocesan Health and Safety Co-ordinator, should
contact Worksafe NZ directly unless their permission to do so is given. Worksafe NZ
needs to be notified as soon as possible. The Worksafe inspector will decide if the
scene can be disturbed or if it must remain secured until they have visited. The
Executive Secretary may decide to activate an Emergency Response Team to assist
with the pastoral care of those involved.

11
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12

Under the Health and Safety at Work Act the definition of a Notifiable
Injury is:

1. a Any of the following injuries or ilinesses that require the person to have immediate

treatment (other than first aid):

i) the amputation of any part of his or her body:
ii) a serious head injury
iii) a serious eye injury
iv) a serious burn
v) the separation of his or her skin from an underlying tissue (such as degloving or
scalping)

vi) a spinal injury
vii) the loss of a bodily function

viii) serious lacerations

b.

e.

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

An injury or iliness that requires, or would usually require, the person to have medical
treatment within 48 hours of exposure to a substance

. Any serious infection (including occupational zoonosis) to which the carrying out of

work is a significant contributing factor, including any infection that is attributable to
carrying out work—
i) with micro-organisms; or
ii) that involves providing treatment or care to a person; or
iii) that involves contact with human blood or bodily substances; or
iv) that involves handling or contact with animals, animal hides, animal skins, animal
wool or hair, animal carcasses, or animal waste products; or
v) that involves handling or contact with fish or marine mammals:

Any other injury or illness declared by regulations to be a notifiable injury or illness
for the purposes of this section.

2. Despite subsection 1, notifiable injury or iliness does not include any injury or illness

declared by regulations not to be a notifiable injury or iliness for the purposes of this
Act.

The meaning of a Notifiable Incident is as follows:

1.

In

this Act, unless the context otherwise requires, a notifiable incident means 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—

@ eo0ow

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

h. the collapse or partial collapse of a structure; or

m.

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.
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Serious Ministry Situation

A serious ministry situation is one far beyond what is normal or expected, eg a suicide
or report of abuse, which does not come within the meaning of a notifiable incident or
injury. The Team Leader will contact the Executive Secretary, or in his/her absence
the Diocesan Health and Safety Co-ordinator, who may decide to activate an
Emergency Response Team.

5.3 Information Sharing and Co-operation

The Health and Safety Advocate and SafeHere Coordinator will share information and
cooperate to ensure the right people are involved in investigating accidents. They will
ensure those involved work as a team to prevent harm from recurring.

All accidents, near misses and other serious ministry situations must be reported as
soon as possible. When the accident report form is complete, the Health and Safety
Advocate or SafeHere Coordinator will look at what occurred and consider how it could
have been prevented. The outcome will be shared with those involved and anyone
else for whom the information is relevant. The relevant risk assessment forms will be
updated if changes to hazard management are made or a new hazard identified.

5.4 Medical Emergencies

From time to time someone may become unwell at church or a parish run event. Our
priority is to seek immediate medical help. Depending on the seriousness of their
condition, this will involve calling 111 for an ambulance or sending them to a doctor.

Although such medical emergencies do not fall within the meaning of an ‘accident’, we
will nevertheless complete an accident report form to record what happened and
enable us to review whether we dealt with the situation properly.

5.5 Accident Reporting

A diagram outlining accident reporting and investigation procedures is attached
overleaf.
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Accident Reporting Process

Accdent or Near
Miss Doours.

Is anyone injured?

Provide first aid and call D|_nfurm v‘;ar ‘l.T'd
111 if medical help is 'D':E;eir:ﬂaﬁ e
needed urgently immediately

Could the
accodent have
caused a serious
injury?

Is the injury
notifiable?

ie: are they seriously
hure?

Complete Accident
Report and hand it in to
Complete an accident Complete an either your Safehere
report and hand it to accdent report and Coordinator or Parish
either your Safehere hand it in to either Safety Advocate.
DO NOT DISTU R_B Coordinator if the your Safehere
Ei::lf I?EF"F:IES:S:LD accident occured Coordinator or
during a ministry Parish Health and
do so h_'&" a Worksafe activity, or the Parish Safety Advocate.
NZ inspector. Health and Safety
Advicate if the accident
occured outside of
ministry.

Inform the Safehere Coordinator or Parish
Health and Safety Advocate and contact
the Diocesan Executive Secretary Parish Health & Safety
immediatley so that Worksafe NZ can be Advocate or SafeHere
contacted and if appropriate, an Coordinator will look

Emergency Response Team activated. into the accident to see

if it might have been
preventalbe

If it is a notifiable
incident the Safehere
Coordfinator or Parish
Health and Safety
Advocate must report
it to the Diocesan
Executive Secretary so
it can be reported to
Worksafe NZ.

Share findings of
investigation with all
relevant people and

update hazard
register as required




6. Emergency and Evacuation Procedures

As part of our safety management plan we have considered the types of emergency our
parishes may face. Outlined below are some basic procedures around which parishes
can create their own particular procedure suitable for their location.

The Vicar and Vestry are responsible for ensuring emergency plans are communicated
to the leaders and congregation and that any relevant emergency drills are carried out
and recorded. Each parish must also designate fire wardens and a person in charge at
each event in case there is a fire. The person in charge will speak to the fire service and
give the all clear once the fire service has confirmed the buildings are safe to re-enter.

6.1 Earthquake

During An Earthquake
o Ifinside, stay inside.
o Follow the “drop, cover and hold” procedure.
e Don’t use lifts or stairs.

o Take only a few steps and take shelter in doorways, under desks or down beside
an internal wall.

e Ifin a church, stay in your seats or crouch on the floor protecting your head and
neck. Do not rush for the exits.

e Stay clear of large areas with glass or glass roofs.
o Keep away from windows or objects that could fall on you.

If Outside, Stay Outside
o Take shelter clear of buildings, trees, power lines or anything that could fall on you
e If driving, pull over and stop.

When the Earthquake Stops
e Check for signs of fire or major structural damage.
e Account for all staff and visitors and treat any minor injuries.
e Don'’t use lifts — use stairwells.
e Close all smoke stop doors in your area.
o Expect after-shocks.

An important hazard with earthquakes is resultant fire. Precautions should be taken by
switching off electrical and heating equipment.

16
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6.2 Medical Emergency

If there is a medical emergency at church or a church run activity, call 111 for emergency
services.

Keep the person calm by reassuring them that help is on the way. Report the incident
using an accident report form.

6.3 Fire
The following action should be taken in the event of fire:
e |[f fire is small enough, extinguish immediately, otherwise;

e Alert everyone on the premises by shouting FIRE! If the premises have an alarm,
hit the nearest alarm button to activate.

e Evacuate the area immediately by the nearest safe exit, leaving lights on and doors
closed.

e Do not use lifts. Walk, do not run.
e Assemble at the evacuation assembly area (usually in front of the building).

e Designated fire wardens should check toilets and ensure everyone is accounted
for.

e Person who finds the fire or anyone in vicinity should call 111 and advise the fire
service that there is a fire at your location.

e Person in charge will meet the fire service on the street and direct them to the fire.

DO NOT GO BACK INTO THE BUILDING UNTIL THE FIRE SERVICE HAS GIVEN
THE ALL CLEAR.

6.4 Unwanted Visitor on Site

Each parish will create their own plan of what to do if there is an unwanted visitor on site,
as each location is unique. Please refer to the “Working Alone” policy for help with this
plan.

17
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7. Contractors and Sub-Contractors

7.1 Our obligation to contractors

From time to we may owe health and safety duties as a “principal”. A principal is someone
who “engages any person (other than as an employee) to do any work for gain or reward.”
For example, we may engage an electrician to carry out electrical work.

As a principal, we must take all reasonably practicable steps to ensure a contractor’s
safety (and the safety of any employees of that contractor). The new Health and Safety
at Work Act classes contractors as workers, the same as employees. Therefore, our duty
of care to them is the same as our duty of care to our own staff.

7.2 Information to be provided

e Contractors must undergo an induction before they begin work. This will be carried
out by a designated person at each parish and will involve pointing out the hazards
and safety rules for our premises. In particular contractors must be told of:

o All specific hazards they may be exposed to, and their controls, while carrying
out work on our premises.

o Emergency and evacuation procedures.
o Accident reporting procedure.
o Any other relevant policies or procedures.

e Contractors will be informed that they are responsible for any hazards they
introduce or create while on our premises.

e Contractors must inform us of any hazards they may introduce to our workplace
and show us how they plan to manage these hazards to ensure no one is injured.

e Contractors must advise us of all accidents resulting in a notifiable injury that occur
on our premises.

e Contractors must provide documentation to confirm they have complied with their
own responsibilities under the Health and Safety at Work Act, for example that they
have appropriate health and safety policies and procedures in place.

7.3 Preferred Contractors

To help carry out these requirements, we recommend that a list of preferred contractors
is kept in each parish. A suggested template for gathering information about contractors
to go on the preferred contractors list and ensuring they have all the information they
need is set out in Appendix A4. We also recommend that parishes enter into the
Contractors Agreement set out in Appendix C.

The information given and collected when completing these forms will help ensure that
both we and the contractors we engage comply with the law. Some information may
need to be repeated if there is a delay between completing the paper work and carrying
out the work.
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8. System Review

We will analyse the information we collect through the year from near miss reports,
accident reports and serious ministry situations to identify trends or new issues. This
information will be communicated to the relevant workers.

We will review meeting minutes to ensure that health and safety tasks are completed in
a timely way and relevant information is fed back into the safety management system.

The Diocesan office will review this health and safety management plan annually. It will
also review this plan following any notifiable injuries/incidents.
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9. Definitions

Hazard

A hazard is something which has the potential to cause harm. This may be something
physical such as a piece of machinery or equipment, an environmental hazard such as a
pool of water, weather conditions such as sun causing sunburn, or a person who could
cause harm to a colleague through their own actions or inaction. The church has a duty
to identify the hazards present on our premises and at our activities, and to take all
reasonably practicable steps to control them so that no harm occurs.

PCBU

PCBU is a legal term which refers to a person conducting a business or undertaking. In
our context the PCBU is the Parish and the Diocese.

Officer

Under the new legislation, an officer is the most senior person or people who are in paid
positions and have the power to influence health and safety in the church.

Worker

A worker means an individual who carries out work in any capacity for the church,
including work as— an employee or a contractor, a volunteer workers, an apprentice or
trainee or a labour for hire employee.

Volunteer Worker

A volunteer worker means a volunteer who carries out work in any capacity for the
church with the knowledge or consent of the church; and on an ongoing and regular basis;
and that is an integral part of the church, ie an unpaid youth leader.

Workplace

A workplace means a place where work is being carried out and includes any place
where a worker goes, or is likely to be, while at work. In the church context this includes
our church building and grounds, as well as any places where church activities are held,
such as a camp ground for a church camp.

Personal Protective Equipment

Personal Protective Equipment (PPE) means anything used or worn by a person
(including clothing) to minimise risks to the person’s health and safety. Examples of PPE
are high vis vests to make people more visible, safety glasses or goggles to protect eyes,
ear muffs to protect hearing etc.

Plant

Plant refers to any machinery, vehicle, vessel, aircraft, equipment (including personal
protective equipment), appliance, container, implement, or tool; and any component of
any of those things; and anything fitted or connected to any of those things, ie a chainsaw,
a car, a hammer etc.
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Appendix A — Template Forms

1. Risk Assessment Form

RISK ASSESSMENT AND ACTION PLAN — ACTIVITY OR ENVIRONMENT: DATE:
Identified safety risk T 5 g5 - Action plan Emergency Strategy
I S8 x (What we will do to reduce this risk to an acceptable level) (What we’ll do if this risk becomes
£ = S = - 5 .
T 3 T 3 2w reality)
X O 29 v E 2
i -] 2 5 = C
o %xE5.9
© £ & a
1.
2.
3.
4,
5.
6.
7.
Likelihood: Common, Possible, Unlikely, Rare, Very Rare  Consequence: Severe, Major, Moderate, Minor, Negligible Risk Level: Low, Medium, High, Extreme

Safety Management System © CHILDSAFE LIMITED
Reproduction of original resource is subject to a ‘Fair Use Agreement’.
Contact www.safehere.org for further information.
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2. Accident Reporting Template

Anglican Diocese of Nelson

ACCIDENT REPORTING FORM

Mame of Parish:

Nature of damage:

1. Particulars of Accident

Date of Accident:  / /
Time:

Location:

Date Reported: [ /
2.The Injured Person
MName:

Address:

Date of Birth: / f

Phone Mumber:

Type of injury:

O Bruising O Dislocation

O Sprain

O Scratch O Internal O Fracture
U Amputation L Foreign object
O Lacerationfcut O Burn/fscald
U Chemical reaction

Other (specify):

Injured part of body:

Comments:

Object/Substance causing damage:

4. The Accident

Description:

Describe what happened.

If this was a vehicle accident, add a
drawing of the accident scene on
the other side of the page:

Analysis:
What caused the accident?

3.Damaged Prope
Property or material damaged:

How serious could it have been?

O Minor [Serious L[ Very Serious
How often is this likely to happen again?
O Not often O Occasionally O Often

Page 1of 2
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Anglican Diocese of Nelson

ACCIDENT REPORTING FORM

Prevention:

What action has or will be taken to stop another accident like this happening?
Tick items already actioned.

Write below if you need more space.
ACTION TICK BY WHOM WHEN

5. Treatment and Investigation of Accident

Type of treatment given:

Name of person giving first aid:

Doctor/Hospital:

Accident investigated by: Date: [ /
Worksafe advised: Yes O No O Date: f f

Once completed, please hand this form in to either your Safehere Coordinator or Parish Safety Advocate.

Template taken from Worksafe NZ

www worksafe povt nz Page 2 of 2
Version 1: June 2016

March 2021
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3. Induction/ Training Record

Name:

Started on:

I N D U Cc T I (0 N

Date Induction Completed Trainee Signed Trainer Signed

Introduction

Safety rules —see Health and
Safety Management Plan

Site and activity hazards

Accident reporting and
recording

What to do if have health
and safety concerns

Emergency evacuations

T R A | N | N G

Under Training Fully Competent

Subject Date | Trainee Trainer Date | Trainee Trainer
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4. Preferred Contractor Form

Date:
Trade represented:
Name of individual:
Name of Company:
Copy taken of annual practicing certificate or similar and kept with this form:
L] YES 1 NO
[0 NOT APPLICABLE

Professional organisation issuing certificate (Name):

Confirmation that contractor has own/company health and safety policies/procedures
] YES 1 NO

Site Induction

[J Check personal protective equipment for task i.e safety footwear/
eyewear/hearing protection if required

[J Explain layout of complex — exits/ location safety equipment

[1 Explain emergency and evacuation procedures

[1 Ask if there is anything they would like to know

Hazard ldentification

[1 Explain and list general site hazards:

[1 Explain and list specific hazards contractor may encounter while doing their job
[eg position of electrical cables, working at height, slope considerations for outdoor
work]:

Induction carried out by: [Name] [Role within church]

Form to be filed in Preferred Contractor Database
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5.

Vestry Checklist

To consider annually after the parish AGM and appointment of new vestry
members:

O

O

O

Has each vestry member read and understood the Health and Safety
Management Plan?

Has each vestry member viewed the ‘Safety in the Church’ DVD or attended
diocesan training on their obligations under the Health and Safety at Work Act in
person?

Has a Health and Safety Advocate been appointed and are they aware of their
responsibilities?

Have any trends emerged over the last year from a review of accident reports,
near miss reports and records of serious ministry situations?

Has an emergency/evacuation drill been carried out over the last year and
parishioners informed of emergency procedures?

Has a preferred contractor list been completed / updated?

To consider at each meeting:

O

O
O
O

[

oo 0O

[

26

Have outstanding health and safety tasks from the last vestry meeting been
completed?

Has there been any new feedback on health and safety matters?

Are any new ministry / parish activities planned? If so, is a risk assessment
complete / who is responsible for this?

Have there been any changes to the premises or grounds? If so, is a risk
assessment / hazard identification complete / who is responsible for this?

Have any accidents been reported since the last meeting and, if so, what has
been done to prevent them recurring? Have the relevant risk assessments been
amended?

If any changes have been made to risk assessments / hazard identifications,
have all relevant people been informed?

Are there any upcoming working bees? If so, who is responsible for coordinating
the provision of safety equipment and providing a safety briefing?

Are there any new staff members / workers undertaking regular tasks? If so, has
a safety induction been carried out?

Is any outstanding SafeHere or staff training required?

Are any contractors due to work on the site? If so, who is responsible for
providing a safety briefing?

Any other health and safety matters vestry should know about?
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Appendix B —Specific Policies and Procedures

1. Protection of Children, Young People and Vulnerable
Adults Policy

A. Policy Statement

We are committed to providing safe ministry to everyone within our care, whether
church members or those receiving ministry from the church. We have particular
responsibility for children, young people and vulnerable adults who must be
protected from all forms of abuse and inappropriate conduct.

Our Diocese is committed to implementing the SafeHere (safe ministry) programme
for all who work with children, young people and vulnerable adults, paid or unpaid.
(The various roles under SafeHere are defined in Schedule A.) We are also
committed to additional safety measures in the appointment of licensed clergy and
for the training of those acting under a ministry licence to the Bishop, clergy or lay.

Purpose

This policy seeks to ensure that all who provide ministry or act on behalf of a parish
or the Diocese of Nelson, lay or ordained, are safe people to be entrusted with this
responsibility. This is both a legal requirement and our responsibility as loving
Christian communities. We seek to do this by ensuring that:

e Various safety checks are undertaken prior to a person’s involvement in
ministry to children, young people or vulnerable adults, or appointment to
paid parish or diocesan positions that may involve dealing with these groups
of vulnerable people.

e SafeHere training is undertaken by all who work with children, young people
and vulnerable adults, so those who work with children, young people and
vulnerable adults know how to minister safely, recognise signs of abuse or
neglect and know how to disclose such matters.

e All activities /ministries are based on a safe, risk-managed programme that
ensures a safe environment.

We acknowledge that some behaviours can be repented of and need not affect
involvement in ministry if the repentance is profound and lasting. However, extra
care must be taken where there is a risk of sexual abuse and some behaviours can
never safely be presumed to be a thing of the past.

Scope

This policy applies to:
e everyone (paid or unpaid, clergy or lay) who undertakes ministry with children,
young people or vulnerable adults, and

e those who in the course of their paid employment with the church may have to
interact with children, young people or vulnerable adults.
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Those under 18 years of age

Those aged under 18 cannot be a full SafeHere team member but can participate in
ministry as a junior team member, always under supervision. As junior team
members they are covered by this policy.

Helpers

It is understood that for practical reasons it will be necessary from time to time to
have help from other people to fill in for absentees at late notice, or to provide extra
assistance on a busy day (eg, in a créeche). Such helpers must work in the
presence, or under the direct supervision of, at least one other person who has
received appropriate safety checks and training.

However, if such people become regular helpers for any activity, and/or their task
involves them being unsupervised for any period of time, the relevant safety check
procedures and training must be followed.

Guest ministry

Just as a teacher must stay in a classroom when a visitor is present, so must a team
leader or team member stay with a visiting worker. As the guest will be working in
the presence or under the direct supervision of someone who has received
appropriate safety checks and training, they will not be expected to have undergone
a safety check or training.

However, we recommend that before inviting a guest:

o their suitability is checked by obtaining a reference from someone who can
attest to their relevant character and skills

e evidence is obtained of appropriate qualifications, eg first aid certificate or
instructors qualification. This is crucial for activities involving a moderate to
high degree of risk.

e an invitation is issued and once accepted, a meeting (in person, if possible)
takes place to clarify expectations.

B. People Safety Checks
Safety Check Requirements

All aspects of the Safety Check must be completed before a person begins ministry
or relevant paid employment. Keep a secure record of the safety check in a
separate file for each applicant.

Safety Check for Volunteers

We recommend that a volunteer spends at least six months attending a church
before applying for any leadership or ministry role.

All volunteer applicants for ministry with children, young persons or vulnerable adults
must undergo a safety check that includes:
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Identity verification. (This will happen when the applicant applies for a police
vet. The Vicar/Priest in Charge must see at least two pieces of identification,
one of which is photographic identification, before confirming identification to
the Police.)