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A. ACKNOWLEDGEMENT 
This guide has been produced by Exercise Association of New Zealand (ExerciseNZ) to support the exercise 
industry and particularly the association members. 

ExerciseNZ engaged IMPAC Services Ltd to develop this guide and provide specific technical advice.  IMPAC 
Services Ltd (IMPAC) is New Zealand’s leading provider of Health and Safety solutions.   

Working together on the production of this guide it was agreed that it could not be an off the shelf solution 
for all Exercise Facilities and Operators but it could be a comprehensive guide that that would allow for all 
types of Exercise Facilities and Operators.  It would cover all the Health and Safety requirements but would 
require specific tailoring by each Exercise Facility or Operator to meet their individual needs. 

We trust this will be helpful for you and that if you are not sure you are doing things right you will seek 
further advice.   
 

ExerciseNZ recommends IMPAC for additional advice services and for training of your team in the 
fundamentals of Health and Safety.  www.impac.co.nz 

 

INTRODUCTION 
Health & safety is an important but often misunderstood area of planning and delivering exercise 
programmes and running exercise facilities.  
 
This guide attempts to not only outline what things need to be considered and actioned, but also to take 
some of the mystery out of the whole health & safety space.  
 
Like many things, health & safety has many components: 
1) your policies - or “the rules”  
2) your practice or “what actually happens" 
3) staff training - do all the team know (1), and expectations of (2) 
4) documentation - how much of (1) and (3) is written down in a permanent record 
 
While many workplaces have good practices (i.e. #2), it’s easy to not document these, and/or not train all 
staff in them, which means if there is an incident, a WorkSafe investigation would identify this as lacking 
(with all the resultant issues that has).  
 
This guide has been developed specifically for our industry, so outlines not only standard health & safety 
expectations, but also standard industry best-practices (such as pre-screening all clients, and insuring all 
exercise staff meet industry standards and therefore registered with the New Zealand Register of Exercise 
Professionals).    
 
As with your own health & safety documentation, this should be considered a ‘living document’ meaning that 
it will change and be updated over time, to reflect both the changing health & safety practices, as well as the 
changing exercise industry in which we operate.  
 
For further support in implementing your own health & safety policies and procedures, including record keeping 
systems, please contact exerciseNZ and we can provide you with options, including engaging with impac. 

COPYRIGHT © 
All resources in this pack are provided for the use of current Exercise Association of New Zealand members, and are 
subject to copyright.    ExerciseNZ members may distribute them internally within their exercise facility, and staff may 
also use them for the purposes of performing their function within the facility.    No part of this document may be 
distributed or used outside of the member facility without the prior written permission of ExerciseNZ.  Use of this 
document implies acceptance with these terms.



Page 5 of 60 

 

B. DEFINITIONS 
 
To assist with understanding the terms the following definitions are to be applied to this guide: 

Bow Tie Bow Tie diagrams are an effective means of systematically identifying 
risks, controls, possible consequences and recovery measures. 

Contractor A person or organisation hired by the business for the purposes of carrying 
out their contracted work. This includes Personal Trainers and Group 
Exercise Instructors who are engaged as contractors. 

Critical Event An event with severe or potentially severe consequences that requires an 
immediate action or response: 

This may involve: 

� serious harm, including death by accident 
� a criminal action 
� a major event resulting in the evacuation of a site (e.g. Gas or 

other toxic release) 
� major damage or loss to property resulting from natural or man-

made disasters 
� an event causing significant damage to the environment 
� an event that has the potential to seriously damage the 

organisations reputation  
Critical Risk Risks that have the potential to fatally injure our people, contractors or 

third parties 

 

Employees Refers to direct employees of the business.  

 

Database system A spread sheet, log book, or database system for safety related records 
such as events, investigations, training records, actions and contractor 
data 

Due Diligence of 
an Officer 

Refers to certain functions required of Officers to ensure the PCBU 
complies with its duties. These include taking reasonable steps to: 

� know about work health and safety matters and keep up-to-date 
� gain an understanding of the operations of Exercise Facility and 

the hazards and risks generally associated with those operations 
� ensure the PCBU has appropriate resources and processes to 

eliminate or minimise those risks 
� ensure the PCBU has appropriate processes for receiving 

information about incidents, hazards and risks, and for 
responding to that information 

� ensure there are processes for complying with any duty, and that 
these are implemented 

� verify that these resources and processes are in place and being 
used. 
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Hazard Anything that has potential to cause harm.   

A hazard can be defined as anything that can cause harm (illness or 
injury) and can include the following broad categories:  

� Physical (working at height, confined space) 
� Psychological (workplace stressors) 
� Chemical (ammonia, acids, caustic)  
� Ergonomic (manual handling, gradual process injury)  
� Biological (leptospirosis, legionella) 

Hazard and Risk 
Management: 

Incorporates the following: 

� The systematic identification of hazards 
� The assessment of the risk posed by the hazard 
� The control of all hazards to as low as reasonable practical 
� The instatement of recovery measures should controls fail 
� The monitoring and review of hazards on a regular basis 

Hazard/Risk 
Register 

The template used for recording summaries of the outcomes of the hazard 
management process. 

Hierarchy of 
Control 

The mechanism by which hazards are required to be controlled.  

� Elimination 
� Substitution 
� Isolation 
� Engineering 
� Administration 
� PPE 

HSMS The Health and Safety Management System (HSMS) is the way in which an 
organisation manages their health and safety. 

ICAM Incident Causation Analysis Method (ICAM) is a holistic systemic safety 
investigation analysis method.  

It aims to identify both local factors and failures within the broader 
organisation and productive system that contributed to the incident, such 
as communication, training, operating procedures, incompatible goals, 
change management, organisational culture and equipment. Through the 
analysis of this information, ICAM provides the ability to identify what 
really went wrong and to make recommendations on necessary remedial 
actions to reduce risk and build error-tolerant defences against future 
incidents.  

Incident In the context of health and safety, an event that has, or in different 
circumstances might well have, resulted in some form of harm to a person. 

 

Initial Risk The degree of potential harm presented by a hazard in an uncontrolled 
state. 
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JSA Job Safety Analysis (JSA) is a method (typically used for lower risk work) to 
identify, analyse and record: 

� The steps involved in performing a specific job 
� The existing or potential safety and health hazards associated with 

each step 

The recommended action(s)/procedure(s) that will eliminate or reduce 
the risk of these hazards and the resultant workplace injury or illness. 

 

 

Near Accident (Also referred to Near Hit or Near Miss) – All unplanned events that 
had the potential for causing undesirable consequences (i.e. under 
slightly different circumstances, there would be loss). 

 

 

Notifiable Events This includes deaths, notifiable injuries and illnesses and notifiable 
incidents 

 

Notifiable Incident This term is taken from the Health and Safety at Work Act 2015 and is 
defined as being any unplanned or uncontrolled incident 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 in- to a vessel; or 
� any other incident declared by regulations to be a notifiable 

incident for the purposes of this section. 
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Notifiable Injury or 
Illness 

The new Act broadens the range of notifiable injuries and illnesses to 
include infections, occupational illness, or those that have immediate 
treatment:  

� as an in-patient in hospital or amputations 
� including serious head or eye injury, serious burns, separation skin 

from underlying tissue, spinal injuries, loss of bodily function or 
serious lacerations 

� within 48 hours of exposure to a substance 

Plus any other injury or illness defined in the Regulation: 

� Respiratory disease 
� Noise induced hearing loss 
� Neurological disease 
� Chemical or hot metal burns of eye 
� Penetrating wound of eye 
� Dermatological disease 
� Communicable disease 
� Illness caused by exposure to infected material 
� Crushing 
� Poisoning 
� Vision impairment 
� Cancer 
� Bone fracture 
� Laceration 
� Musculoskeletal disease 
� Amputation of body part. 
� Burns requiring referral to a specialist registered medical 

practitioner or specialist outpatient clinic 
� Loss of consciousness from lack of oxygen 
� Loss of consciousness, or acute illness requiring treatment by a 

registered medical practitioner, from absorption, inhalation, or 
ingestion of any substance 

Any harm that causes the person harmed to be hospitalised for a period of 
48 hours or more commencing within 7 days of the harms occurrence. 

 

Officer Any person who makes decisions that affect the whole or a substantial 
part of the business of the PCBU (e.g. CEO, CFO, Directors, Senior 
Management Team Member) 

Plan A documented course of action, outlining responsibilities and objectives, 
within a defined time frame. 

PCBU Person Conducting a Business or Undertaking (PCBU) is a ‘person’ who is 
conducting a business alone or with others whether or not for profit or 
gain. ’person’ can be an organisation or an individual. 
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PPE Personal Protective Equipment (PPE) is equipment for individual use that 
improves the safety of the individual 

Permit To Work 
(PTW) 

The Permit to Work system documents a contract between the Permit 
Issuer and the Permit Receiver. It specifies the work to be carried out, its 
location, the hazards associated with the work and the environment, and 
the required methods of control. It authorises only the specified work to be 
carried out. 

 

Reasonably 
Practicable 

Something that is reasonably able to be done to control a hazard, taking 
into account: 

� How likely is it that something could go wrong 
� What would happen if it did go wrong 
� The information available about how to control the hazard or risk 
� What controls can be used 
� Whether the cost of control is grossly disproportionate to the risk 

 REPs  The New Zealand Register of Exercise Professionals (REPs) operates the 
registration body for exercise professionals, exercise facilities and 
education providers in New Zealand.  
 
Registration requires an individual to meet initial qualification standards, 
the adherence to the Code of Ethical Practice, and maintenance of 
continuing professional development (CPD).   REPs is acknowledged as the 
industry standard by Worksafe New Zealand. 
 

Residual Risk The degree of potential harm presented by a hazard after the application 
of controls 

Risk The possibility that harm (death, injury or illness) might occur when 
exposed to a hazard. 

Risk Management A systematic approach to eliminate health and safety risks so far as is 
reasonably practicable, and if that is not possible, minimising the risks so 
far as is reasonably practicable. Eliminating a hazard will also eliminate any 
risks associated with that hazard. Incorporates the following: 

� The systematic identification of hazards 
� The assessment of the risk taking into account the severity of harm 

that may occur if exposed, and the likelihood of exposure to the 
hazard. 

� The control of all risks to as low as reasonable practical 
� The instatement of recovery measures should controls fail 
� The monitoring and review of risks on a regular basis 
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C. PURPOSE 
This guide provides information and advice to help Exercise Facilities and Operators comply with health and 
safety laws and incorporate safety management into their daily operations. 

The purpose of this guide is to enable your organisation to: 

• Achieve your Health and Safety goals,  

• To protect workers and customers from harm to meet legislative requirements for Health and 
Safety,  

• To reduce risk to as low as reasonably practicable, and  

• To promote continuous improvement in Health and Safety performance.   

 
This guide is part of a resource kit that includes additional relevant tools such as checklists and forms that 
will assist Exercise Facilities and Operators in developing their own Health and Safety Management System 
that will ensure effective management, good information and communication about workplace health and 
safety.  

This guide sets out policy, desired outcomes and describes the management principles and standards used 
to achieve the outcomes listed above. It explains who has responsibilities and accountabilities, provides 
guidance on where to obtain additional information, and is the basis against which your Health and Safety 
programmes will be audited and appraised. 

All of the information is for guidance only and should be adapted to suit your own organisations needs and 
situation. 

This Considerations Guide has been created with the intention of meeting expected legislative changes due 
to be implemented in 2016.  This guide is not intended to be read in place of the Health and Safety laws. 

The ultimate aim of the guideline is to prevent injury or illness to both those working in Exercise Facilities 
and those using the Facilities. 

For further information, refer to: 

� The Health and Safety in Employment Act 1992 and Amendments and Regulations 
� Health and Safety at Work Reform Bill 
� WorkSafe New Zealand Approved Codes of Practice  
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D. SCOPE 
 
The Health and Safety Considerations Guide applies to all situations/operations where an Exercise Facility is 
the PCBU as defined by the Health and Safety at Work Reform Bill.  All workers (employees and 
contractors) and visitors including clients on your sites should follow these guidelines.  

An Exercise Facility is defined for the purposes of these Guidelines as a ‘gym in any setting’ and can include 
activities such as: 

� Exercise sessions at local parks 
� Personal Training sessions at private homes 
� Training session at other workplaces 

 

Some Exercise Facilities and Operators manage specialised activities such as public pools, rock climbing 
walls, crèches and these are not specially covered by this guide however the overriding legislation, duty and 
principles will still be relevant. There are other relevant standards that apply to these facilities: 

� New Zealand Recreation Association Standards (PoolSafe Quality Management Scheme) 
� Education (early Childhood Services) Regulations 2008 
� Climbing on Artificial Structures Activity Safety Guideline 
 
 
 
 

E. LEGISLATIVE REQUIREMENTS 
Health and Safety is everyone’s responsibility. All Exercise Facilities and Operators have legal 
responsibilities and duties under the Health and Safety laws. 

If you or your organisation or organisation employs paid workers, under the Health and Safety at Work Act 
2015 it is referred to as a PCBU — a ‘person conducting a business or undertaking’. A PCBU has 
responsibilities and a legal ‘duty of care’ to workers (paid and voluntary), to protect the health and safety 
of people affected by the activities of the organisation. This includes people who work for your organisation 
casually, part-time, full-time, permanently, volunteers or outworkers, plus members of the public while 
they are in the workplace. 

Anyone who can affect health and safety in the workplace has a ‘duty of care’. This includes manufacturers, 
suppliers, designers and controllers of work places (including owners) and workers, including volunteers. 

PCBUS AND HEALTH AND SAFETY LAWS 

A PCBU must eliminate health and safety risks so far as is reasonably practicable. If eliminating risks is not 
possible, then risks must be minimised so far as is reasonably practicable. 

Your Exercise Facility must provide, so far as is reasonably practicable: 

� a safe workplace and safe ways of working 
� equipment, tools and machinery in a safe condition 
� safe and hygienic facilities, including toilets, eating areas and first aid 
� information, training and supervision to all workers, including volunteers 
� a process for consulting with workers and keeping them informed and involved in decisions that 

may affect their health and safety. 
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Everyone involved with your Exercise Facility contributes to Health and Safety. 

The measures that a PCBU takes to protect employees generally also applies to clients of exercise facilities 
as well as the general public. Therefore, managing risk effectively aids in minimising risk of injury to staff 
and clients as well as to the general public.  

What is reasonably practicable for a PCBU to do to ensure the health and safety of its workers, will vary 
depending on the specific structure and circumstances of each organisation. 

 

HEALTH AND SAFETY MANAGEMENT SYSTEM  
A Health and Safety Management System (HSMS) is made of a series of Safety Management Standards and 
Safe Operational Procedures underpinned and driven by a positive Safety Culture.  

A HSMS is the written version of your safety practices. Its value is primarily determined by the amount of 
collective thinking that drives its content and the degree it is followed by everyone in your team. To be 
effective, it must be constantly reviewed and adjusted to reflect learnings from your own operation and the 
wider industry. A well-considered and effective HSMS provides a key opportunity to reinforce your own 
commitment to safety. 

Your HSMS needs to reflect industry good practice for running your activity. 

Although most of the content in this Guide is focused on helping you to develop your HSMS, it is crucial to 
recognise that for your plan to be effective, it must be supported by a positive safety culture. 

The following pages contain guidance on how to write and structure your HSMS. They include suggested 
HSMS content, information on what usually gets covered in SOPs and how to check your systems once they 
are developed e.g. internal reviews and external audits. It is written in a template format so you can easily 
make it your own Facility’s safety system. You will need to go through and update text from ‘you’ and ‘your’ 
to ‘our’. 

To assist in defining and implementing the HSMS, ten Health and Safety management system standards 
have been established. 
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St
an

da
rd

 1 Leadership and Accountability

Our Directors, Managers, Employees and Contractors understand their accountabilities and 
demonstrate active leadership and a commitment to Health and Safety.

St
an

da
rd

 2 Planning and Resources

Health and Safety is an integral part of business planning with Health and Safety goals and targets 
established to drive continual improvement in performance.

St
an

da
rd

 3 Hazard and Risk Management

Hazards are systematically identified, associated risks assessed and control strategies put in place to 
reduce risk to as low as reasonably practicable. 

St
an

da
rd

 4 Safely Controlling Operations

All operational activities are managed in such a way so as to prevent negative Health and Safety 
outcomes.

St
an

da
rd

 5 Information, Training and Supervision

Employees and Contractors are aware of relevant Health and Safety requirements, hazards, risks and 
controls, so that they are competent to conduct their activities and behave in a responsible manner.

St
an

da
rd

 6 Emergency Management
Procedures and resources are in place to respond to, and recover from, all credible emergency 

situations including medical emergencies, hazardous substance emergencies, traffic management 
emergencies, fire, bomb threats and natural disasters.

St
an

da
rd

 7 Incident Management

Incidents are reported, investigated and analysed to determine underlying root cause .  Corrective 
actions are taken to address causes and the lessons shared. 

St
an

da
rd

 8 Health, Wellness and Injury Management

Employees shall be protected from health hazards associated with their work , be fit for work, have 
access to wellness support and effective injury management processes.  

St
an

da
rd

 9 Communication, Consultation and Cooperation
Internal and external communication and consultation on Health and Safety matters is carried out in a 

consistent fashion and allows for the input of key stakeholders, particularly employees and their 
nominated representatives.

Sta
nd

ar
d 1

0 Monitoring, Audit and Management Review

Health and Safety performance and systems are monitored, audited and reviewed to identify trends, 
measure progress, assess conformance and drive continuous improvement.
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F. HEALTH AND SAFETY POLICY STATEMENT 
 
Below is an example of what a policy statement should cover: 

 

The [Exercise Facility name] is committed to the creation of a healthy and safe working environment for 
employees, contractors and others that may be affected by our activities.  Appropriate resources will be 
allocated to ensure that all Health and Safety legislative requirements are complied with and the best 
available Health and Safety management systems are established, maintained and regularly reviewed for 
continuous improvement.   

In particular, we will: 

1. Ensure effective Health and Safety governance processes are in place to maintain oversight of 
Health and Safety.  

2. Implement our Health and Safety Management System. 

3. Manage hazards and associated risks in our workplace so as to prevent harm to others. 

4. Provide information, training and supervision to employees and associates so that they are 
competent to perform their jobs safely.   

5. Integrate Health and Safety into our day-to-day practices. 

6. Ensure incidents are accurately reported and investigated to prevent reoccurrence. 

7. Engage with our employees in Health and Safety matters. 

8. Seek assurance that our contractors systems and activities are ensuring the safety of our people, 
their own employees, sub-contractors and members of the public. 

 

Signed: 

 

Director 

May 2016 

 CEO/GM/Business Manager 

May 2016 
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1.0 LEADERSHIP & ACCOUNTABILITY 
Exercise Facility Directors, the CEO/GM/Business Manager, Employees, and Contractors must understand 
their accountabilities and demonstrate active leadership and a commitment to Health and Safety. 

1.1 OVERVIEW  

Director, CEO/GM/Business Manager and Operations Management Team accountability and commitment, 
and participation by all employees and Contractors, are key elements of the Exercise Facility HSMS. 

1.2 GOVERNANCE LEADERSHIP 

The Directors or those with the governance responsibilities will demonstrate their leadership and 
commitment to this HSMS by: 

� Approving high level Health and Safety strategy 
� Specifying targets that will enable them to track performance  
� Ensuring Health and Safety activity is planned and resourced by management 
� Ensuring the HSMS is and remains fit for purpose 
� Taking a personal interest in Health and Safety matters and maintaining an understanding of the 

requirements for an effective, modern HSMS 

1.3 MANAGEMENT LEADERSHIP 

The CEO/GM/Manager and Management Team within Exercise Facilities will demonstrate their leadership 
and commitment to Health and Safety policies, objectives and initiatives by: 

� Creating a culture that allows all Employees and Contractors to use their skills and knowledge to 
take personal ownership for Health and Safety in the workplace 

� Taking a personal interest in incidents within their area of influence, ensuring proper and accurate 
reporting, recording, investigation and follow up, and the welfare of people involved 

� Ensuring a high priority is given to Health and Safety through its prominence in business plans, 
projects, and performance reviews 

� Ensuring adequate resources and training are available to ensure the success of Health and Safety 
initiatives 

� Actively and regularly participating in Health and Safety activities such as training, workshops, 
audits, and reviews 

� Including Health and Safety as an agenda item at employee, and management meetings. 

1.4 EMPLOYEE LEADERSHIP AND PARTICIPATION  

The Exercise Facility regards the participation of all employees and Contractors in Health and Safety 
management as a prerequisite for successful implementation. All employees and Contractors within the 
Exercise Facility will demonstrate their commitment to Health and Safety by: 

� Personally participating in all Health and Safety initiatives 
� Becoming actively involved in the management of hazards 
� Ensuring their own Health and Safety and that of others around them  
� Providing suggestions and solutions for the improvement of Health and Safety 
� Participating in the review of Health and Safety initiatives and systems 
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1.5 ACCOUNTABILITY  

Effective Health and Safety management requires the involvement of everyone in the workforce.  This 
means responsibility for certain aspects of Health and Safety management must be clearly defined and 
allocated to specific individuals within the Organisation. Primary responsibility for Health and Safety rests 
with line management. 

The Health and Safety responsibilities for all levels of Exercise Facility employees are summarised below. 
These are expanded in specific Health and Safety procedures, key performance indicators, and are also be 
supplemented by more specific detail in position descriptions.  

The method for assessing the fulfilment of such responsibilities is through the Exercise Facility performance 
management system. 

1.5.1  EXERCISE FACILITY DIRECTORS/GOVERNORS 

The Exercise Facility Directors/Governors hold ultimate accountability for the Health and Safety direction 
and performance of the Organisation. 

1.5.2  CEO/GM/BUSINESS MANAGER 

The CEO/GM/Business Manager has the overall responsibility for the Health and Safety of employees, 
Contractors, contractors, and visitors across Exercise Facility operations. They will ensure that effective and 
sustainable Health and Safety management systems and practices are in place and that Health and Safety is 
appropriately planned, resourced, monitored and reviewed regularly. 

1.5.3  MANAGERS 

Responsible for: 
1 Ensuring Health and Safety issues are addressed and budgeted for 
2 Ensuring that all employees and all contractors are inducted, trained and/or supervised, that Health 

and Safety information is supplied to them, and that employee participation is actively encouraged 
3 Ensuring the implementation of systems and hazard and risk management processes as defined in 

the Exercise Facility Health and Safety Management System 
4 Ensuring incidents are accurately reported, recorded, and investigated to identify and address 

multiple and underlying causes 
5 Ensuring rehabilitation processes are successfully implemented in their areas if such intervention is 

required 
6 Monitoring performance and compliance of the above 

1.5.4 EMPLOYEES AND CONTRACTORS 

Responsible for: 

1. Protecting themselves, their fellow workers and any other party from unsafe situations by carrying 
out their duties in a safe and responsible manner, in accordance with legislative requirements, and 
by monitoring the safeness of the workplace 

2. Actively encouraging safe behaviour from their work colleagues 

3. Reporting all incidents, including near misses, whether or not these incidents involve injury 

4. Participating in training and practicing safe work methods including the proper use of safety 
equipment 

5. Participating in injury management 
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2.0 PLANNING AND RESOURCES 
Health and Safety is an integral part of business planning with Health and Safety goals and targets 
established to drive continual improvement in performance. 

2.1 HEALTH AND SAFETY STRUCTURE 

The following describes the structure that is used to manage Health and Safety within the Exercise Facility. 

 

 
 
 

2.2 HEALTH AND SAFETY POLICY, PROCEDURE AND PROCESS DEVELOPMENT 

The Exercise Facility will use the following process to develop, implement and change Health and Safety 
policy, procedures and processes. 

1. Suggestions shall come to the CEO/GM/Business Manager (or their delegate), directly from any 
member of the Exercise Facility Team.   

2. The CEO/GM/Business Manager will review the suggestions, approve changes or development, and 
present to the Directors.   

3. The CEO/GM/Business Manager will sign off on the new or adjusted policy, procedure or process 
after Director approval is received. 

2.3 HEALTH AND SAFETY POLICY, PROCEDURE AND PROCESS IMPLEMENTATION 

Once Health and Safety policy, procedures and processes have been approved by the CEO/GM/Business 
Manager, managers will be responsible and accountable for their implementation.   

In general terms management are responsible for implementing policy, procedures and guidelines. 

2.4    DOCUMENTATION 

It is essential that all aspects of the HSMS be thoroughly and clearly documented. This is to ensure 
consistent application throughout the Organisation.  Documentation also helps in the review process and 
auditing of the system and its components by internal or external groups. 

All Health and Safety components that form part of the HSMS will be controlled documents.  

Any proposed changes to the HSMS should be notified to the CEO/GM/Business Manager in the first 
instance and the process outlined in 2.2 above shall apply. The issuing and control of new or changed 
documentation relating to the HSMS will, once signed off, be the responsibility of the CEO/GM/Business 
Manager (or their delegate). 
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2.5 PLANNING 

The prime responsibility for Health and Safety planning rests with the CEO/GM/Business Manager and 
Management Team.  Other than the first year of implementation of this revised HSMS, when a standalone 
“Initial Exercise Facility Health and Safety Management Plan” will be developed and implemented, Health 
and Safety will be included in the annual business plan as with any other business element.  “Business as 
usual” Health and Safety activity will not be included in this plan.  Rather a focus shall be placed on new 
initiatives, and monitoring and review activities.  Measureable and time bound objectives are to be set as 
part of this process.  In broad terms the following applies: 
 

2.5.1 INITIAL EXERCISE FACILITY HEALTH AND SAFETY MANAGEMENT PLAN 

An Initial Exercise Facility Health and Safety Management Plan will be developed and monitored as follows: 

1 The CEO/GM/Business Manager is charged with the development of an Initial Exercise Facility 
Annual Health and Safety Management Plan. This outlines the direction Exercise Facility wishes 
to take in the area of Health and Safety, and how the HSMS is to be implemented.  The Plan will 
consider financial, human, and technical resources required.  

2 The CEO/GM/Business Manager has responsibility for signing off the Plan. 
3 The CEO/GM/Business Manager and Operations Management Team will review progress 

against the Plan each month. This will include an update on key performance indicators, and 
includes: – objectives completed, Health and Safety activities/initiatives undertaken, results of 
any audits, and discussion of any issues needing resolution.  The Health and Safety Committee 
may assist with this process. 

4 The CEO will provide a monthly update on progress against the Initial Exercise Facility Health 
and Safety Management Plan and other Health and Safety issues relevant to the Organisation, 
to the Exercise Facility Directors. 

 

2.5.2 ON-GOING HEALTH AND SAFETY PLANNING 

On-going Exercise Facility Health and Safety Planning will be developed and monitored as follows: 

1. The CEO/GM/Business Manager and Operations Management Team are charged with the 
development of Health and Safety elements within the plan. These will support the direction 
Exercise Facility wishes to take in the area of Health and Safety and the methods by which 
objectives are to be achieved.   

2. The CEO/GM/Business Manager and Operations Management Team will review progress 
against the Health and Safety elements of the plan each month. 

3. The Health and Safety elements of the business plan will be reviewed yearly in line with other 
elements. 

4. The CEO/GM/Business Manager will provide a monthly update on progress against the Health 
and Safety elements of the business management plan to the Exercise Facility Board of 
Directors.  

 

2.6 MANAGEMENT OF ACTIONS 

All actions associated with Health and Safety Planning will be entered into the database system and will be 
monitored through to completion. 
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3.0 HAZARD AND RISK MANAGEMENT  
Hazard and Risk management in your business is critical to good safety and is a legal requirement. Health 
and Safety hazards must be systematically identified, and associated risks assessed and control strategies 
put in place to manage the risk to as low as reasonably practicable. 

A good hazard management process involves a structured approach to identify, assess, manage, 
communicate and record hazards in every part of your operation, and how to train your staff to use your 
system. Your hazard management process must be applied to all your operational situations, including 
when: 

� Running your standard operation 
� Beginning a new activity 
� Using different equipment 
� Changing your operational location 
� New hazards arise 
� Existing hazards change 

 

3.1 THE HAZARD AND RISK MANAGEMENT PROCESS 
Hazard and Risk management processes within the Exercise Facility focuses on the systematic identification 
of hazards; the assessment of associated risks; the control of those risks taking all practicable steps; the 
instatement of recovery measures should controls fail; and the monitoring and review of hazards and 
associated controls on a regular basis.   

Employees and contractors play a critical role in the hazard and risk management process.  They are 
expected to participate in the identification of hazards and associated risks, the development of practicable 
controls, and the review and monitoring of hazard control methods. 

The Hazard Management Process is divided into 5 specific areas of focus.  For it to be effective all must be 
covered. These five areas are: 

1. Systematically identify all Health and Safety hazards 

2. Assessing identified hazards and determining risk  

a. Prioritise critical hazards and carry out a formal risk assessment process (e.g. Bow Tie) 

b. Prioritise hazards and for those identified as higher risk, taking steps so far as reasonably 
practicable to manage the risks presented by them 

3. Identification of appropriate controls for the risk 

4. Establish and document recovery processes in case the controls fail 

5. Monitoring/Reviewing all hazards that have not been eliminated 
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Your Health and Safety Framework requires hazard management processes to: 

� Be applied to existing operations and new projects 
� Be undertaken and/or controlled by persons with relevant knowledge and experience 
� Involve all potentially affected stakeholders 

 

 

TYPES OF HAZARDS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Physical Noise, temperature, trips, slips, falls, cuts, burns, ventilation, electricity, vibration, 
housekeeping, machinery, ultraviolet burns, crushing, radiation, vehicles, wires or 
cords, slippery floors etc. 

Chemical Fumes, gas, lack of oxygen, aerosols, corrosives, alkalis, chemical burns, solvents, 
sprays, heavy metals, poisons, pesticides, dust, smoke, mist, cleaners, toners etc. 

Monitor and review 
all hazards not 

eliminated
Ensure risk is as low 

as reasonably 
practicable

Regularly monitor 
and review to check 
all controls are still 

appropriate and 
adequate to the risk

Hazard monitoring 
and review

Establish and 
document recovery 

methods
What if controls fail?

Recovery

Apply controls 
following hierarchy of 

controls
Eliminate hazard 

altogether
Substitution

Engineering controls
Administration 

controls 
PPE controls

Hazard controls

Assess hazard for risk 
score

Consequence x 
likelihood

Consequence: 
potential credible 

scenarios
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history and looks at 

chance of 
consequence 

occurring
Risk score shows 
potential risk of 

hazard causing injury

Risk assessment

Day to day tasks
Task Analysis
Safe practice

Incident investigation
Inspections

Contractor H&S plans
Permit to Work
Reviews, audits, 

technical assessments
H&S reviews for 

projects
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Biological Infection, legionnaires disease, needle-stick injuries, hepatitis, allergies, 
brucellosis, insects etc. 

Psychosocial Stress, fatigue, risk of assault, drugs, alcohol, personality problems, effects of shift 
work, boredom, lack of clear reporting lines, peer cohesion, reward systems etc. 

Ergonomic Manual handling, work postures, overuse injuries, seating, workstation layout, 
badly designed controls and dials, interface with computer systems etc. 

 

There are numerous types of hazards that can impact on Team members while working in our facilities. The 
following is a list of some generic hazards located within the Exercise Facility.  Key requirements have been 
documented to assist with the effective management of the risks associated with them: 

� Client Health Risks associated with Exercise Training 
� Equipment Maintenance and Usage 
� Emergency Management 
� Manual Handling 

HAZARD REGISTERS 

All Exercise Facilities are required to hold a register of hazards. This should provide a description of the 
hazard, a risk assessment, description of controls including where appropriate timeframes with 
dedicated action parties, mandated recovery measures (or links to these) and monitoring and review 
methods, timeframes and dedicated action parties. 

TASK ANALYSIS (TA) 

Task Analysis (TA) forms an important part of our Hazard Management Process.  TA’s are not intended to 
replace the Permit to Work system for high risk work although it should be noted that the Permit to Work 
system has a TA component. In all other instances however they should be viewed as a standard 
requirement for assessing the risks associated with work activity. This applies whether that work activity is 
routine or non-routine in nature.  

In the case of the former and where a Standard or Standard Operating Procedure (SOP) is in place, a TA 
should have been utilised in developing that document. 

In broad terms the TA should follow this process: 

1. Select jobs / tasks that are to be carried out 
2. Determine whether any existing Procedure or Standard Operating Procedures exists in the business 
3. If not, identify and record each step necessary to accomplish the task. Use an action verb (i.e. pick up, 

turn on) to describe each step 
4. Identify all actual or potential safety and health hazards associated with each task 
5. Determine and record the recommended action(s) or procedure(s) for performing each step that 

will eliminate or reduce the risk (i.e. engineering changes, job rotation, PPE, etc.) 
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3.1 HAZARD IDENTIFICATION 

 

All our operations must utilise the following methods to identify hazards: 

� Ongoing monitoring in day to day tasks and work areas 
� Safety Observation Tours and Safe Work Practice Observations 
� Review of a current or new tasks/activities using Task Analysis (TA) 
� Use of one off hazard/risk identification forms 
� Investigation of incidents 
� Regular work area inspections 
� Contractors submitting work activity specific health and safety plans 
� Permit to Work 
� Reviews, audits or technical assessments of high-risk activities, areas, processes and environments 
� H&S reviews for projects, design work and construction, purchasing policies and associated trailing 

processes 
� Visits to sites by Board or management representatives 

When a hazard/risk has been identified it must be entered in the hazard register. 
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3.2 RISK ASSESSMENT 

 

Once a hazard has been identified a formal assessment of the risk must take place.  

The following process must be completed either on the Hazard Form or within database. To enable the 
initial (current) risk to be assessed, the following information is required. 

 
 

The following risk matrix is used by many of New Zealand’s top companies. This matrix assists in 
determining the overall risk score of the hazard by defining the potential consequences of the hazard and 
the likelihood of these consequences occurring (in its assessed state of control). 

CONSEQUENCES 

Consequences: focuses on the potential consequence/s presented by the hazard in its assessed state of 
control. The consequences are those of credible scenarios (taking the prevailing circumstances into 
consideration) that can develop from the hazard/risk. These can be thought of as the consequences that 
could have resulted from the release of the hazard/risk if circumstances had been less favourable.  The 
following provide the consequence descriptors to be used with the matrix anchors: 
 

 Consequence Description 

5 Catastrophic One or more Fatalities 

4 Major Permanent Disability 

3 Moderate Restricted/Alternative Duties, Serious Harm, or Lost Time Injuries or illnesses 

2 Minor Medical Treatment (e.g., registered medical practitioner) 

1 Insignificant Discomfort or First Aid Injuries 
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LIKELIHOOD 

Likelihood is estimated on the basis of historical evidence or experience that such severity has materialised 
within the industry, the company or a smaller unit. The focus is on the estimated consequences 
occurring during a 12 month period. The following provide the likelihood descriptors to be used with the 
matrix anchors:  

 Likelihood Description 

5 Almost certain to occur 
The chosen consequence or near accident will probably occur once 
or more each year in the business or a comparable 
situation/environment 

4 Likely that it will occur 
The chosen consequence or near accident has occurred once per 
year in the business or a comparable situation/environment 

3 
Good possibility that it may 
occur 

The chosen consequence or near accident has occurred (less than 
once per year) in the business or a comparable 
situation/environment 

2 Possibility it will occur 
The chosen consequence could occur in the or a comparable 
situation/environment 

1 Highly unlikely to occur 
No experience of the chosen consequence occurring in the business 
or a comparable situation/environment 

 

Risk Score is a numerical value that indicates the potential negative outcomes of a hazard and is 
primarily utilised to determine what action to take to control the hazard. The numerical values are utilised 
to assist with the prioritisation of actions to control the hazard. 

For every hazard an initial risk score and residual risk score should be documented. 

Initial risk score (also known as the raw risk score) is the risk score associated with the hazard without any 
controls in place. 

Residual risk score is the risk score associated with the hazard after the controls are put in place. 
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RISK MATRIX 

5  
Almost 
certain 

LI
KE

LI
HO

O
D 

M8 H14 VH20 VH22 VH25 

4  
Likely M7 M10 H15 VH21 VH24 

3  
Good 

Possibility 
L3 M9 M12 H17 VH23 

2  
Possibility L2 L5 M11 H16 H19 

1  
Highly 

unlikely 
L1 L4 L6 M13 H18 

 CONSEQUENCES 
 1 2 3 4 5 

 Not significant Minor Moderate Major Catastrophic 
 

Cross-reference the Consequence and Likelihood to determine the Risk score. The colours within the 
matrix are aligned with the level of risk. The level of risk is utilised to determine the controls, 
communication and monitoring requirements of the hazard. 

The results of the risk assessment must be transferred to the Hazard and Risk Register 

Key to Risk Rating 

VH = Very High (range from 20 – 25)  Blue band around Catastrophic 
Consequences on the Risk Matrix are 
referred to as Critical Risks.  A Bow Tie is 
recommended. H = High Risk (range from 14 – 19)  

M = Moderate Risk (range from 7 – 13)  

L = Low Risk (range from 1 – 6)  

Critical risks should be identified in the Database. Hazard Register Reports should then highlight Critical 
Risks. 
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3.3  DEVELOP CONTROLS 

 

 

 

The purpose of hazard controls is to reduce the level of residual risk to as low as reasonably practicable. 
Controls are to be introduced to safeguard people in the most effective and practical way. Ideally controls 
should endeavour to eliminate the hazard but if this is not practicable then they should target the 
hazard source (e.g. guard on a machine), and the people that are exposed (e.g. procedure, training and 
behaviour). 

The following table describes the required control activity associated with each risk level. It should be 
noted that the risk score that determines the activity is the initial risk score. 

Priority 
Level 

Level of 
INITIAL Risk Immediate Action 

1 Very High 
Risk 

STOP ACTIVITY OR PROCESS IMMEDIATELY 
The CEO/GM/Business Manager must authorise in writing that they are satisfied with the 
control measures before the activity can be started again. 
All relevant data must be recorded in the Hazard Register and reported on a Hazard Report 
form immediately. 
A Bow Tie or other formal hazard assessment approach is recommended within 7 days 
focused on prevention of personal harm.   

2 High Risk 

MANAGE RISK IMMEDIATELY 
The Exercise Facility Manager must authorise in writing that they are satisfied that the 
“high risk” hazard is adequately controlled. 
All relevant data must be recorded in the Hazard Register and reported on a Hazard Report 
form immediately. 
A Bow Tie or other formal hazard assessment approach is recommended within 14 days for 
any risks in this band, which have a Consequence Score of 5 (could cause 1 or more 
fatalities) regardless of Likelihood Score. 

3 Moderate 
Risk 

ACTION REQUIRED BUT NOT IMMEDIATE 
Line Managers must authorise in writing that they are satisfied that the Moderate Risk 
hazard is adequately controlled. 
All relevant data must be recorded in the Hazard Register and reported on a Hazard Report 
form immediately. 

4 Low Risk 

MANAGED VIA CONTINUOUS IMPROVEMENT PROCESS 
Hazards deemed to be low risk shall be managed by line management and workers as part 
of the continuous improvement process.   
All relevant data must be recorded in the Hazard Register and reported on a Hazard Report 
form. 
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HIERARCHY OF CONTROL 

We recognise the importance of maintaining best practice standards in hazard management and have 
made the decision to implement the expected hierarchy under the Health and Safety at Work Act 2015.    

For high and very high risk hazards immediate interim controls need to be applied whilst the corrective 
action plan is being determined, this could be barriers, danger tape, signage and communication to ensure 
people are safe in the immediate short term. 

When determining the controls to be applied to a hazard the hierarchy of controls must be utilised. This is 
with the aim to manage the hazard to as low as reasonably practicable. The hierarchy of controls is 
defined differently in various countries but follows the premise that elimination is always the first choice 
as it is the best solution to get rid of the hazard completely. 

The hierarchy of control is as follows: 

 
 

Administration and the use of personal protective equipment are the least effective in the hierarchy of 
controls. These types of controls should NOT be relied on as the primary means of hazard control unless the 
options higher in the hierarchy have been exhausted. 
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AS LOW AS REASONABLY PRACTICABLE (ALARP) 

The risks presented by hazards should be managed to ‘as low as reasonably practicable’ level of risk.  In 
relation to the control of hazards, this is the state where the risk posed by a hazard is seen as acceptable 
and cannot be reduced further without time, money, or effort that is disproportionate to the benefit 
gained.  

The "ALARP region" lies between unacceptably high (as there may be no other alternatives) and negligible 
risk levels.  

However, even if a level of risk for a hazard has been judged to be in this tolerable or ‘as low as reasonably 
practicable’ region, it is still necessary to consider introducing further risk reduction measures to drive the 
remaining, or "residual", risk downwards.  This should be examined on a regular basis as part of the regular 
review of the hazard.  

In reality, there are often only a limited number of options for dealing with a particular health or safety 
hazard.  The optimum option in many cases is likely to have been already established as good practice and 
accepted by industry and regulators as reducing risks to ‘as low as reasonably practicable’.  These are often 
in documented form, such as Approved Codes of Practice, industry publications, regulator guidance, and 
standards.  

MANAGING RISK WITH CRITICAL OR DISASTROUS CONSEQUENCES 

For risks with catastrophic consequences, a more formalised approach to the assessment of the risk and 
the adequacy of the controls shall be required.  

All “high risk” and “very high risk” hazards falling into these consequence levels shall have a Bow Tie 
assessment or other formal hazard assessment process completed for them.  

BOW TIE TOOL 

Bow Tie diagrams are an effective means of systematically identifying risks, controls, possible 
consequences and recovery measures. The Bow Tie diagram shows the relationship between the risks and 
possible consequences. This then helps to determine the controls as well as the possible recovery 
measures. The Bow Tie methodology was born out of Reason’s Swiss Cheese Model for accident causation. 

It is recommended that Full Bow Ties be created for all Risks with Catastrophic consequences (Critical 
Risks).   

The following diagram is an example of a Bow Tie Template: 
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TOP EVENT 

The point at which control of the hazard is lost.  

THREATS 

The failure modes through which the hazard can materialise. 

THREAT CONTROLS (PREVENTION CONTROLS) 

The controls are measures to reduce the chance of the threat causing the top event.  

CONSEQUENCES 

The consequences are the potential outcomes if the event occurs, that is, what could happen at the ‘point 
at which control of the risk’ is lost. 

CONSEQUENCE CONTROLS (RECOVERY CONTROLS) 

Consequence controls are actions that mitigate the consequence of the event, and re-establish the safe 
operating situation, if the causation controls fail. Consequence controls can be considered as contingency 
planning and are also known as recovery measures. 

All hazard controls require management, enforcement, and commitment, together with behavioural 
modification.   

HAZARD CORRECTIVE ACTIONS 

Activities associated with the control of hazards should be logged and tracked through to completion. 

HIGH CONSEQUENCE-LOW LIKELIHOOD HAZARDS 

Care should be taken not to overlook the need to address high consequence/low likelihood hazard. 
While by definition the chances of these resulting in an event are low the consequences can be 
catastrophic.  

3.4 HAZARD RECOVERY 

 

Despite best efforts, history indicates that there is the potential for risk controls to fail.  Worst case 
scenarios need to be identified and planned for including recovery measures. 

Recovery measures must be established for all moderate and high-risk activities. These may be dealt 
with through Emergency Management and/or Business Continuity procedures. 

Recovery measures should be documented in the Hazard Register. 
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3.5 HAZARD MONITORING/REVIEW 

MINIMUM HAZARD MONITORING REQUIREMENTS 

The following provides minimum requirements for notification of changes to hazard information. This is to 
allow for the timely rectification of any issues these changes may create. Notification should be to the 
appropriate management level and health and safety advisors. 

� Any parties that cease or transfer whom are responsible for corrective actions (weekly). 
� Corrective actions not completed past expected “actual completion date” (monthly). 
� Corrective actions completed but the risk not updated (monthly). 
� Completed hazards reviewed to ensure controls appropriate (monthly). 
� New hazards/risks identified (immediately as per “Notification Requirements” table below) 

 

Risk Score Notification Requirements 

Very High Risk 
Score 20-25 

� Senior Management  
� Relevant General and Operations Managers 
� Exercise Facility Manager 

High Risk 
Score 14-19 

� General Manager or HUB Operations Leader 
� Relevant Operations Manager/s  
� Exercise Facility Manager 

Moderate Risk 
Score 7-13 

� Relevant Department Manager/s 
� Exercise Facility Manager 

Low Risk 
Score 1-6 

� Relevant Department Manager/s 
� Exercise Facility Manager 
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HAZARD REVIEW 

Any hazard that has not been eliminated must be reviewed to ensure the implemented controls are 
continuously effective. The hazard review is to be based upon the Initial Risk Matrix score (not the 
Residual Risk Score) and must be documented. The following table sets out minimum hazard review 
timeframes: 

Priority 
Level 

Level of Risk Review Period 

1 Very High Risk All controls to be reviewed every 3 months 

2 High Risk All controls to be reviewed every 6 months 

3 Moderate Risk All controls to be reviewed every 12 months 

4 Low Risk All controls to be reviewed every 24 months 

 

All critical risk controls are to be review every 3 months 

The review frequency of each Hazard entered into Database defaults to the frequency as per the table 
above. 

REVIEW OF HAZARD MANAGEMENT PROCEDURES 

We will carry out an annual review of the content, efficacy and suitability of the Hazard Management 
Procedure. Outcomes from this review shall be sent to the Senior Management Team and the Executive 
Steering Committee. 

The following people should be involved in this review: 

� Exercise Facility Manager 
� General Manager  
� Senior Operations Management (representative of activity) 
� Line managers (representative of activity) 
� Employee Representatives (representative of activity) 
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REVIEW OF IMPLEMENTATION AND PERFORMANCE 

We will carry out an annual review of the implementation of hazard controls and their performance. 

The following people should be involved in this review: 

� Exercise Facility Manager 
� General Manager  
� Senior Operations Management (representative of activity) 
� Line managers (representative of activity) 
� Employee Representatives (representative of activity) 

The annual review is to include the following analysis: 

� How often in the past the hazard has resulted in injuries (incident data analysis) 
� How severe the results were 
� Patterns with common causes that can be identified 
� Hazard prevention strategies that need to be considered 
� Adequacy of information in hazard register (updated controls, reviews documented, suitability of 

recovery measures) 
� Appropriateness of hazard and health monitoring activities 

Outcomes from this review shall be sent to the Senior Management Team. 

 

3.6  NEW OR MODIFIED EQUIPMENT, MATERIAL, SERVICES OR PROCESS 

Where a change or new work process is introduced, or modification is made to current work processes, 
services or equipment, all new hazards will need to be identified, assessed, controlled and recorded in the 
Hazard Register.   

In the first instance Managers must notify their Health and Safety Representative and the Exercise Facility 
Manager.  Appropriate steps can be taken to ensure that hazards relating to the process change can be 
identified, assessed and controlled and recorded in the Hazard Register. 

NEW EQUIPMENT OR PROCEDURES 

The introduction of new or modified equipment and the implementation of new procedures or processes in 
the workplace will be done in consultation with the Exercise Facility Manager. 

NEW EQUIPMENT 

Whenever the purchase of new plant or equipment* is being considered, appropriate information will be 
obtained from the manufacturer or supplier to ensure that appropriate levels of safety have been included 
in the design and production. 

* in this document plant & equipment includes exercise equipment, and also all other physical items used as a part of 
your business (e.g Computers, PhotoCopiers, Shredders, Showers etc).  
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MODIFIED EQUIPMENT 

Any modifications to plant or equipment must be properly designed and manufactured by suitably qualified 
and skilled persons and, where necessary, approved by the manufacturer or supplier of the original plant or 
equipment. Any necessary changes must be made to the operating and maintenance manuals/ instructions 
to cover the modifications made to the original plant or equipment. 

HIRED PLANT OR EQUIPMENT  

Nobody is to operate hired plant or equipment unless his or her competence has been established.  
Additional training and instruction shall be given by the hirer where required.  The Hirer must ensure all 
components of the equipment are made available.  Equipment must be used in accordance with 
manufacturer’s instructions.   

 

3.7  HAZARD MANAGEMENT TRAINING 

All individuals exposed to hazards are required to be provided with information about the hazard and the 
controls that are necessary to keep themselves and others safe from harm. Hazard management training 
shall be made available to managers / team leaders and supervisors and to those who are involved in 
managing hazards. This may include training in hazard management methodology (HAZOP, TA etc), specific 
hazards (Equipment, Emergency Response etc), on the job training (focusing on specific hazards 
encountered during work) or a combination of all of these. 
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HAZARD MANAGEMENT PROCESS 
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3.8  RELATED DOCUMENTS 
The following documents relating to Health & Safety can be purchased from http://shop.standards.govt.nz  

� AS/NZS 4360: 2004. Risk Management 
� AS/NZS 4804: 2001. Occupational health and safety management systems – General guidelines on 

principles, systems and supporting techniques 
� AS/NZS 4801: 2001. Occupational health and safety management systems – Specification with 

guidance for use. 

3.9  CLIENTS 

Facility owners and operators, managers, personal trainers, other exercise industry professionals and their 
employees all face a number of risks in providing exercise services to the general public. There are a 
number of strategies including client pre-exercise screening, provision of information to the client and 
effective client supervision that help to minimise client related risks for exercise service providers.  

CLIENT SUPERVISION 

Areas that may be considered including the following examples (note these are listed as examples only, and 
not draft policies).  

• Minimum safety supervision levels for certain actives (such as a powerlifting and/or boxing) 
• Certain equipment is removed or restricted during times the facility is not supervised (e.g. olympic 

bars) 
• Facility Rules -  All members, included in their induction, are advised of mandatory enforcement of 

spotters for certain exercises (e.g. olympic bar,  bench press).     
 
 
CLIENT SCREENING 

Pre-screening a client prior to commencing exercise is the process used to understand any needs relating to 
the clients health and/or injuries.  Pre-screening is an industry practice that is not only recommended, but 
regarded as industry best practice.   

Pre-screening allows for the exercise professional to appropriately programme exercise and minimise the 
probability of injuries or aggravation of health conditions during exercise, where pre-existing conditions are 
disclosed by the client.   

The industry standard for pre-screening is the REPs Pre-Exercise Screening Form, which should be used for 
the screening of all clients.  It is essential that the exercise professional explains to the client the 
importance of answering each question accurately and honestly, with the onus on the client to keep the 
exercise professional updated with any changes to their health/injuries.   

The REPs Pre-Exercise Screening Form & The REPs Pre-Screening Guide are both available to all REPs 
Registered Exercise Professionals to download free of charge by logging into the REPs website at  
www.reps.org.nz  
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INFORMATION TO CLIENTS 

WHAT TO PROVIDE 

The information delivered to clients should be consistent and form part of the facility’s Standard Operating 
Procedures (SOPs).  Ensuring clients receive and understand relevant information on topics such as: 

� Induction and tour of the facilities including emergency procedures 
� Information and practical demonstration on how to safely operate the equipment with a focus on 

controls for critical risk equipment 
� Explanation of Facility Rules 

CHECKING UNDERSTANDING 

Client understanding is checked, and is be done by a variety of methods such as: 
� Asking questions of clients and checking that individuals understand your message  
� Requiring clients to demonstrate key actions e.g. the ability to secure weights, press the emergency 

stop 
� Encouraging clients to read forms  (i.e. a quick sign off does not check for understanding) 
� Observing clients (e.g. are they cocky or nervous?)  This method is particularly useful when clients 

arrive at your premise to book, and during the initial part of the induction tour 

RECORD KEEPING 

Records should be kept of: 
� Client contact and medical information (including the REPs Pre-Exercise Screening form) 
� Completed waiver or disclaimer forms 
� Any unusual situations and how you managed them (e.g. what extra measures you took to manage 

a client with special needs) 
 

3.10  EQUIPMENT 

SELECTION 

Safety implications and the cost of buying and using the wrong equipment are strong reasons for making 
careful selection decisions. Therefore you should: 

� Consider industry standards when deciding what equipment is needed for staff, clients, activity set-
up and operation, and emergency response 

� Select equipment that is fit for purpose and will be used according to manufacturer’s instructions. 
� Make sure the right staff are involved in the selection process (consider using external experts) 

PRE-USE CHECKS 

Check equipment before use to ensure it is in safe working condition bearing in mind that: 
� Any damaged/unsuitable equipment is not used and is to be reported, removed from use and 

isolated e.g. clearly marked ‘not safe for use’ or put in an agreed ‘out of service’ area. Missing items 
should also be reported 

� Equipment logs are used to track use and encourage checks (sign out before use, and sign in on 
return) 

� Hire equipment is also checked before use 
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USE, INSPECTION & MAINTENANCE 

Correct use, inspection and maintenance help ensure equipment is not the cause of incidents. Therefore 
we suggest that you: 

� Ensure that someone with appropriate technical expertise is responsible 
� Ensure that staff are trained in equipment use; both standard and emergency equipment 
� Document training and supervise staff until they are able to use equipment safely 
� Identify how often thorough equipment inspections will be carried out. This may vary from one 

type of equipment to another 
� Inspections should include a check of equipment logs for any notes/concerns, and result in updated 

equipment records, including what is due for replacement 
� Carry out regular maintenance when needed and according to manufacturer’s recommendations 
� Correct storage and good everyday equipment care are key factors. A strong safety culture helps to 

ensure they will happen; induction is an opportunity to keep this alive 
� Ensure that we will know if equipment we use is recalled by a manufacturer. Connections with 

exercise sector organisations and other operators will help with this. 

RETIREMENT 

Retirement of equipment follows clear guidelines (e.g. certain safety equipment may need to be destroyed 
to prevent future-misuse). This process should include: 

� Following manufacturers’ recommendations regarding suggested retirement requirements 
� Checking with other operators and/or national organisations if manufacturers’ guidelines are not 

clear 
� Monitoring levels and conditions of use and storage, all of which may influence retirement dates 

TRAINING 

The best system in the world will fail if it is poorly understood. It is critical that training on equipment is 
thorough and regular, therefore: 

� Staff should be trained in the set-up, use, safety checks and maintenance of equipment 
� Training should ensure your team know they are individually responsible for ensuring that 

equipment is in good shape by doing thorough checks, raising concerns and asking if unsure 
� The person(s) identified as being responsible for managing equipment selection, inspection and 

maintenance should have adequate skills and/or training in appropriate techniques and safety 
practices 

� All training should be recorded 
� Exercise Prescribing staff should be assessed as competent to do their job. The recognised method 

of verifying competency is to ensure they are registered with REPs. 
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RECORD KEEPING 

Recording the purchase, use and maintenance of equipment helps to monitor the condition, and develop 
increased knowledge of its expected lifespan. This is often done through the use of equipment logs, and/or 
an equipment register, together with an equipment replacement programme. When establishing a record 
keeping system ensure you: 

� Record equipment details. Consider including equipment type, number and date purchased, any 
identifying markings, intended usage and usage restrictions, retirement information, safety 
concerns 

� Can identify equipment if necessary. Systems used reflect the expected life span of the equipment 
and any safety concerns e.g. options may include labelling with company name and purchase date, 
use of individual identifiers such as coloured tags or using a batching approach (record the number 
of items in the batch and inspect them all on the same cycle) 

� Keep detailed equipment logs where necessary  
 

3.11  HAZARD REGISTER 

Exercise Facility Hazard and Risk Register will provide guidance to Exercise Facility personnel on the 
controls that should be in place, when exposed to general workplace hazards in the workplace or on client 
or other third party controlled sites.  Each employee shall satisfy themselves that the control measures the 
client has in place to protect against such exposures, are present and effective.  If there is any doubt staff 
are directed to utilise additional control measures, if available, to adequately manage the risk, or remove 
themselves from the situation. The register of hazards that originate from Exercise Facility controlled sites 
or activities will be held in a Database. 

 

3.12  MANAGEMENT OF ACTIONS 

All actions associated with the management of hazards and their associated risks will be entered into the 
Database system and will be monitored through to completion. 
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4.0 SAFELY CONTROLLING OPERATIONS  
All operational activities are managed in such a way so as to prevent negative Health and Safety 
outcomes. 

4.1 CONTRACTOR MANAGEMENT  

Your Exercise Facility is required to meet legal requirements as a PCBU and ensuring the safety of all 
independent contractors and their staff. The management of contractors and their staff includes the 
following: 

1. Prequalification of contractors 

2. Tendering and contract letting 

3. Contractor induction 

4. Contractor monitoring and communication 

5. Contractor review 
 
The management of Personal Trainers and Group Exercise Instructors who are engaged as contractors 
includes the following: 

1. The Contractor’s contract reflecting the requirement to follow the Exercise Facility’s safety 
requirements including induction programme and client management safety controls. 

2. The Contractor assessed as competent to do their job. The recognised method of verifying initial 
instructor competency is to ensure they are a REPs Registered Exercise Professional. 

 

4.2 MANAGEMENT OF CHANGE 

Proposed changes to equipment, process, materials or people which have the potential to introduce new, 
or increase existing Health and Safety hazards and associated risks will be assessed, and formally accepted 
or rejected. 
 
All change proposals will be reviewed by suitably qualified people, including relevant line managers, 
employees, and where warranted, independent specialists to: 

1. Ensure the associated hazards have been identified and eliminated, or where they cannot be 
practicably eliminated, their level of risk is controlled in all cases to acceptable levels; 

2. Consider the potential for cumulative the Organisations from previous changes which could 
undermine the integrity of an operation. 

 

4.3 MANAGEMENT OF ACTIONS 

All actions associated with safely controlling operations will be entered into the Database system and will 
be monitored through to completion.  
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5.0 INFORMATION, TRAINING AND SUPERVISION  
Employees, Contractors and visitors should be made aware of relevant Health and Safety requirements, 
hazards, risks and controls, so that they are competent to conduct their activities and behave in a 
responsible manner. 

5.1 GENERAL 

The provision of information, training, and supervision is a cornerstone of an effective Health and Safety 
management system. 

Information, training and supervision needs relating to Health and Safety are identified through the hazard 
management process, team meetings and other mechanisms. 

It is essential that any training and information provided is understood and applied as intended in the 
workplace. Verification of this will be sought by a number of means including practical skill demonstration, 
observation, and written or oral test recall. The preferred method of verifying initial competencies of those 
delivering exercise advise or instruction is to ensure they are a REPs Registered Exercise Professional. 

All training records will be held on personnel files, and any requirement for re-training will be identified 
through the specific training course requirements and/or operational and external requirements.  

5.2 INFORMATION 

In addition to training and supervision, email notifications, and team meetings should be used to 
communicate and promote relevant Health and Safety information.   

Health and Safety information is available on the WorkSafe (www.business.govt.nz/worksafe/), ACC 
(www.acc.co.nz), and Ministry for the Environment (www.mfe.govt.nz) websites. Information regarding 
legislation is available on the NZ statutes website (www.legislation.govt.nz ).   

Other Health and Safety information and developments are available through publications (e.g. Safeguard 
Magazine), through reports/notices from legal advisors, WorkSafe NZ, and through a range of external 
providers. 

5.3 INDUCTION    

Your Exercise Facility is required to ensure all employees, Contractors, and contract staff receive an 
appropriate induction when commencing employment.  

5.4 ON THE JOB TRAINING/SUPERVISION   

Analysis of the tasks and operations should be undertaken by each Exercise Facility, in conjunction with the 
experience and qualifications of those completing them. Initial analysis has shown that, from a Health and 
Safety perspective, there are the following formal on-the-job training and/or supervision requirements:  

� Client Screening and Induction 
� Equipment Usage and Management 
� Emergency Management 
� Hazard and Risk Register 
� Manual Handling  
 

5.5 MANAGEMENT OF ACTIONS 

All actions associated with training will be entered into the Database system and will be monitored through 
to completion. 



Page 41 of 60 

6.0 EMERGENCY MANAGEMENT  
Procedures and resources are in place to respond to, and recover from, all potential emergency 
situations. 

6.1 ROLES AND RESPONSIBILITIES 

ADMINISTRATION RESPONSIBILITIES 

GENERAL MANAGER  

� Ensure this Emergency Management Standard is kept up to date and made available to all staff. 
� Ensure the Emergency Contact Details for all personnel are kept current and available to all Building 

Wardens in the event of an Emergency. 

EXERCISE FACILITIES MANAGER  

� The appointment and training of the Building Warden and Area Wardens 
� Ensure appropriate wardens are nominated taking into account suitability and including back up 

personnel for all roles 
� The training of adequate First Aiders on site 
� Ensure all staff, including new employees, are made aware of the Emergency Response Plan and 

Emergency Procedures. 
� Preparation and regular updating of the Building Assistance Register.  This shall be available to the 

Fire Service when an emergency evacuation occurs. 
� Completion, recording and review of a trial evacuation at least every six months. The trial 

evacuations shall be held at unexpected times under varying conditions to simulate a real 
emergency.  Appropriate documentation will be completed following a trial evacuation. 

BUILDING WARDEN 

� The maintenance and monthly testing of fire and evacuation alarm systems. 
� Ensuring that all fire extinguishers, hose reels, and other safety equipment is ready for use. 
� The provision and maintenance of 'Exit' and ‘Evacuation Procedure Instructions’ signs.   
 
In addition, whenever the building is occupied the Building Warden (and Area Wardens) shall ensure: 
� The means of escape are kept clear of obstacles at all times. 
� Exit doors are not locked, barred, or blocked preventing occupants from leaving the building in an 

emergency. 
� Smoke control and fire stop doors are not kept open by methods other than hold open devices that 

comply with the Building Code. 
� Stairwells and passageways which are designed specifically for means of escape from fire are not 

used as places of storage, particularly of flammable liquids or materials, or places where refuse is 
allowed to accumulate. 

 

The Building Warden shall be available to carry out the duties outlined in the Emergency Response 
Procedure whenever the fire/emergency evacuation alarm is sounded or on becoming aware of an 
emergency.  
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AREA WARDENS 

The prime responsibility of the Area Warden is the safety of all people in their designated area.  The Area 
Warden shall be available to carry out the duties outlined in the Emergency Response Procedure whenever 
the fire/emergency evacuation alarm is sounded or on becoming aware of an emergency. 

ALL OTHER STAFF  

All personnel without specific responsibilities in the event of an emergency will, when the alarm sounds, 
following the appropriate evacuation procedure and/or direction from the Building and Area Wardens, 
evacuate the workplace in a rapid and orderly manner and report to the assembly area. 
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6.2 EMERGENCY RESPONSE PROCEDURE 

The General Emergency Response is as follows: 
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6.3 EMERGENCY EVACUATION RESPONSIBILITIES 

In the event of an emergency, the following will occur: 

BUILDING WARDEN 

The Building Warden shall be available to carry out the following duties whenever the Fire/Emergency 
evacuation alarm is sounded or on becoming aware of an Emergency: 

� Receive or obtain details of the Emergency 
� Ensure the Fire Service has been notified by dialling 111 and asking for the Fire Service 
� With the Emergency Response Pack, proceed to the Assembly point (arrival point for the Fire 

Service), wearing a ‘insert colour’ hi visibility vest 
� Receive reports from Area Wardens and update the Building Warden Area Sign Off Form 

accordingly 
� Proceed to the Alarm Panel and await the arrival of the Fire Service if it is safe to do so 
� On arrival of the Fire Service, inform the Fire Service if there is anyone inside the building and any 

other relevant information 
� Keep everyone informed of progress and current status of the Emergency 
� Follow instructions of Senior Fire Service Officer and act as liaison between Fire Service and 

company staff 
� When the Fire Service give approval for re-occupation of the building, pass this information on to 

the Area Wardens and all other staff 
� At completion of every incident, ensure a debriefing is carried out to establish if the evacuation was 

satisfactory or if amendments to the scheme are required.  Record the findings of each review for 
later reference and auditing 

NOTE:  (If for any reason any Warden is not available to carry out their duties, the nominated deputy 
Warden will take over responsibility.) 

AREA WARDENS 

When the evacuation alarm sounds, the Area Warden’s duties are to: 

� Starting from the position furthest from the exit (and wearing an orange arm band), check the area 
including toilets, offices, etc, and ensure all people are evacuated from the area.   Do not try to 
account for individuals, just make sure everybody has left the area.  If there is a fire or other 
danger, start from that point and move to the exits 

� Ensure any disabled person is being assisted 
� Carry out close down and security measures. Leave the lights on 
� As you leave, close all doors,  Leave the doors unlocked 
� If considered safe, endeavour to control the spread of any fire by using the hose reels or 

extinguishers if trained to do so 
� When all the other people have been cleared from the Area, uplift the staff and visitor sign in 

sheets and proceed to the assembly area 
� Inform the Building Warden of:  

o The location of any persons left in any area 
o If you have not been able to completely check the area before evacuating. 
o Any information on the fire or other hazard 

� Carry out any instructions received from the Building Warden 
NOTE:  (If for any reason any Warden is not available to carry out their duties, the nominated deputy 
Warden is required take over responsibility.) 
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ALL OTHER STAFF 

If any staff member discovers a fire or other emergency/incident that could endanger people, they must 
immediately: 

� Activate the nearest Fire Alarm by breaking the glass and switching on the alarm. 
� Dial 111 and report the emergency to emergency services 
� Report the situation to the Building Warden or Area Warden 
� Area Wardens will assist in moving staff and visitors to the exits 
� Walk quickly in an orderly fashion leaving all items of a personal nature including drinks 
� Close doors,  Leave them unlocked,  Leave the lights on 
� Report to the designated assembly area  
� Stay at the assembly area until instructions from the Building Warden have been received 

6.4 ASSEMBLY AREAS 

There must be a designated assembly area for the purposes of a common location for personnel to report 
to in the event of an evacuation of the workplace.   This assembly area will be situated in a location free of 
hazards and sufficiently detached from the workplace to ensure personnel are isolated from the source of 
the hazard or event that has triggered the evacuation.   The assembly area should have appropriate 
signage. 

Designated assembly areas are shown on the Escape Plan. 

Personnel are to make their way to the designated assembly area for their workplace and are not to return 
to the building until instructed to by the Building Warden. The instruction to return will be subject to the 
Senior Fire Service Officer’s approval to re-enter the premises. 

6.5 WARDENS 

Each workplace will have a designated Building Warden.  The Building Warden has overall control of the 
workplace in the event of an emergency.  An alternative Building Warden will also be appointed.  In the 
event that the Building Warden is not available to carry out their duties, the Building Warden Alternative 
will assume responsibility.  

Each workplace will have designated Area Wardens who will have designated areas of responsibility.  The 
Area Wardens are responsible for ensuring that their areas of responsibility are cleared of personnel in the 
event of an evacuation.  Alternative Area Wardens will also be appointed.  In the event that the Area 
Warden is not available to carry out their duties, the Area Warden Alternative will assume responsibility. 

� Building Wardens are identified by wearing a yellow high visibility vest and red hard hat 
� Area Wardens are identified by wearing an orange warden arm band  

In the event the Building Warden or an Area Warden is absent from the workplace, they must ensure that 
an alternative is available and has been notified.   

A list of the Wardens and their alternatives together with the areas they are responsible for is to be made 
available to all personnel. 

6.6 COMMUNICATION 

The Building Warden will ensure the General Manager or designated authority is notified of any emergency 
evacuation together with the relevant details of the emergency. 
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NOTIFICATION TO EXTERNAL AUTHORITIES 

You are required to notify external authorities in the following cases: 

 
 

 

 

 

 

 

 

 

 

EMERGENCY PHONE NUMBERS 

Phone numbers in the event of an emergency: 

Telephone Contacts Phone Number 

FIRE 111 
• Non-Urgent (0x) xxx xxxx 

AMBULANCE 111 

• Non-Urgent (0x) xxx xxxx 

POLICE 111 

• Regional Headquarters (0x) xxx xxxx 

WorkSafe NZ 0800 030 040 

‘Enter City’ Hospital (0x) xxx xxxx 

24 hr Surgery (0x) xxx xxxx 

Medic Alert 0800 840 111 

National Poisons Centre 0800 764 766 

Civil Defence - Regional Headquarters (0x) xxx xxxx 
 24 Hour Pollution Hotline (0x) xxx xxxx or 

0800 76 55 88 
• ‘Enter City’ Residential (0x) xxx xxxx 

• ‘Enter Region’ Region (0x) xxx xxxx 

Power Company – ‘Enter Name’ (0x) xxx xxxx 
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6.7 MEDIA INTEGRATION 

Emergency situations may attract media interest. If approached by the media, employees and contractors 
should refer all enquires to the company media spokesperson.   

6.8 ALARM SYSTEMS 

An audible alarm system will be available to notify all personnel of an emergency.   

Where an automatic fire alarm is installed, the alarm is activated by breaking the glass and switching on the 
alarm.  The alarm must not be turned off until approval to do so is obtained from the Senior Officer of the 
Fire Service.  

Where an automatic fire alarm is not installed, sufficient air horns will be available to raise the alarm.  Air 
Horns will be situated in suitable locations to ensure easy access and full audibility throughout the 
workplace. 

The audible alarm system must be clearly heard in all locations of the workplace.   

6.9 EXITS 

All exits must be indicated by appropriate compliant signage.   

All exit doors shall be able to be opened without the use of keys.  Exit ways are to be kept free of 
obstructions at all times. 

6.10 FIRE FIGHTING EQUIPMENT 

Fire extinguishers must be installed with appropriate compliant signage.  Fire extinguishers will be located 
in appropriate locations dependant on the nature and layout of the workplace.  As a guide, an appropriate 
fire extinguisher should be located in the kitchen area and fire exits to the workplace. 

Wardens and staff trained in the use of this equipment may operate the nearest extinguisher if it is 
considered possible to do so without risk of injury or being overcome by smoke.   

The priority is to save life and avoid injury to people.  This must always take precedence over saving 
property. 

6.11 EVACUATION PROCEDURES 

Each workplace needs to have Evacuation Procedures for specific emergencies, which should detail the 
action to take when the Evacuation Alarm sounds.  These are to be displayed adjacent to every alarm point, 
emergency exit and in other appropriate locations.   

6.12 EVACUATION PLANS 

Each workplace must have Escape Plans.  These plans will align to the ISO23601: 2009 Safety Identification 
– Escape and evacuation plan signs and are to be displayed adjacent to every alarm point, emergency exit 
and in other appropriate locations.   
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EMERGENCY RESPONSE PACK 

The Emergency Response Pack will be held by the Building Warden in a location easily accessible to the 
Building Warden Alternative in the event that the Building Warden is not available.  The Emergency 
Response Pack will include: 

� Emergency Response Plan 
� Building Warden Area Sign off form  
� Building Assistance Register 
� Specific Post Significant Earthquake Procedure (where applicable) 
� ‘insert colour’ High Visibility Vest 
� Pen or whiteboard marker 
� Emergency Contact list or mechanism for access to the Emergency Contact list 
� List of Wardens and First Aiders 

TRIAL EVACUATIONS 

A trial evacuation including recording and review should be held at least every six months. The trial 
evacuations should be held at unexpected times under varying conditions to simulate a real emergency. 
The trials should cover a range of emergency scenarios (i.e. earthquake, flood, fire). Appropriate 
documentation will need to be completed following a trial evacuation. 

 

6.13 FIRST AID KIT 

A First Aid Kit is to be provided to treat any person with injuries or illness.  When the alarm sounds, any 
injured or ill person should be moved to the assembly area before treatment is given if it is safe to do so.  If 
it is not possible to move the injured or ill person and if it is safe to do so, a second person shall remain to 
give assistance and the Building Warden notified of their location.  The Fire Service will need to be 
informed of any casualties and/or missing persons as soon as they arrive. 

If no injured people remain in the building, a First Aider will take the First Aid Kit with them to the assembly 
area. 

6.14 BUILDING WARDEN AREA SIGN OFF  

Areas of responsibility are to be assigned to Area Wardens for the purposes of clearing the workplace in the 
event of an evacuation.  These areas of responsibility will be outlined in the Building Warden Area Sign Off 
form. 

6.15 DISABLED PERSONS AND CONTRACTORS 

A register is to be maintained of the location and assistance required by any disabled person in the 
building. A register is to maintained of the location of all contractors working in the building. 

A Building Assistance and Contractor Register is to be kept current.  



Page 49 of 60 

6.16 TRAINING 

The following Emergency Management Training must be undertaken: 

What Who When 
Induction New staff At start of employment 

Emergency refresher All staff Annually  

Emergency training including 
Fire Warden and Fire 
Extinguisher Training 

Emergency responders Every 2 years 

First Aid All First Aiders Annually 

Other   

RELATED DOCUMENTS /LINKS 

� Building Assistance Register 
� Building Warden Area Sign Off Form 
� Emergency Evacuation Review Report 
� Escape Plans  
� General Emergency Flip Chart (refer to http://www.business.govt.nz/worksafe/information-

guidance/all-guidance-items/hsno/guidance-docs-epa/emergency-procedures-template-pdf ) 
 

7.0 INCIDENT MANAGEMENT   
Incidents are reported, investigated and analysed to determine underlying root cause.  Corrective actions 
are taken and lessons shared.   

7.1 GENERAL 

The reporting and subsequent investigation of all incidents is an important feature of any Health and Safety 
management system.  The following provides an overview of the Exercise Facility process: 

1. All Employees, Contractors, and contractor staff shall be made aware of the reasons and the 
process for reporting incidents.   

2. All incidents will be recorded in Database. 

3. All notifiable incidents shall be reported to WorkSafe NZ and the scene frozen or managed as 
required by law and/or agreed with WorkSafe NZ. 

4. All incidents of a moderate to high risk potential shall be fully investigated to identify hazards and 
underlying system failures.   

5. Where corrective actions are identified as a result of the incident investigation process, agreement 
shall be sought with the appropriate stakeholder for implementation. Once agreement has been 
obtained responsibility for implementation shall be allocated and time bound.   

6. All incident data will be reviewed at least quarterly to identify trends and provide injury prevention 
information to others. 
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RESPONSIBILITIES 

Exercise Facility Manager - The Exercise Manager must ensure this Standard is kept up to date and 
distributed to all relevant staff. They are also responsible for ensuring the requirements of this standard are 
adhered to. They are responsible for the immediate actions, reporting, investigation and close out of an 
event in their areas of control, except for full investigations where another party may lead the 
investigation.  

Health and Safety Representatives – will possibly be members of the investigation team and maybe part of 
the local review process of investigation findings. 

All Employees - All relevant employees are responsible for ensuring that all the requirements of this 
procedure are applied. 

 

7.2  PROCESS OVERVIEW 

 

IMMEDIATE ACTIONS 

In all situations, the first priority is to make the scene safe and treat any injured parties.  This includes:  

� Evaluate the scene and make the area safe (i.e. isolate equipment, barricade hazards). Remove 
personnel from any immediate danger / evacuate the building if necessary 

� Provide First Aid or obtain Medical Assistance for the injured person/s.  Phone emergency services 
(Ambulance/Fire) if necessary.  Follow the directions of emergency services 

� Do not disturb the site unless for safety - cordon off the area if possible 
� If a notifiable incident has occurred, secure the site (as per Legislative requirements if required) 
� If a notifiable incident has occurred, notify the CEO/Owner and the Exercise Facility Manager as 

soon as possible and within an hour of the incident occurring 
� Depending on the circumstances, the Exercise Facility Manager or designated authority will notify 

the relevant regulatory authorities (e.g. for notifiable events).  If in doubt as to whether an event is 
notifiable, please contact Impac for assistance –  www.impac.co.nz for contact details 

� Where possible, obtain names and contact details of any witnesses within the area 
 

 
Follow the Incident Reporting and Investigation Process. 

REPORT INCIDENT 

What to Report 

All incidents, injuries, illness and near accidents (near miss) must be: 

� Recorded on the Incident Report Form (or directly into the Database).  It is recommended that staff 
and the relevant manager complete the incident report together. 

� Reported into the Database.   

1. 
Immediate 

Actions

2.
Report Event

3.
Investigate 

Event

4.
Review 

Investigation

5.
Monitor 
Events

6.
Close Events
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REPORT TIMEFRAMES 

If a notifiable event or incident has occurred, notify the following persons as soon as possible and within an 
hour of the incident occurring: 

� CEO / Owner 
� Exercise Facility Manager 

All other incidents must be reported within 24 hours of occurrence. 

EXTERNAL NOTIFICATIONS 

Depending on the circumstances, the Exercise Facility Manager or designated authority will notify the 
relevant regulatory authorities (e.g. for notifiable events).  If in doubt as to whether an event is notifiable, 
please contact Impac for assistance.  –  www.impac.co.nz for contact details 
 

NOTIFICATIONS 

Email notifications should be sent out to inform relevant personnel of the incident based on the potential 
severity. 

Potential Severity Email Notifications 

Fatality or Permanent Disability CEO/GM/Business Manager, Directors, Senior 
Management Team, Exercise Facility Manager 

Restricted Work or Medical Treatment Exercise Facility Manager 

First Aid Exercise Facility Manager 

 

 

  



Page 52 of 60 

INVESTIGATE INCIDENT 

The level of investigation required is based on the potential severity (realised or not) of the incident.  An 
email notification will be sent to relevant parties including instructions on the steps involved. 

The Investigation process outlined in the Incident Reporting and Investigation Procedure must be followed.   

The following provides a summary of the three incident workflows:  

Potential Severity 
(Realised or not) 

Fatality or Disability 
Risk Score 14-25 

Lost Time/Restricted Work 
Risk Score 7-13 

Medical Treatment, DPI, FA 
Risk Score 1-6 

Investigation Process Full ICAM Investigation 
Full or Simple Investigation 

Exercise Facility to determine 

No Investigation required 
Manager can address issue 

and close incident 

Appointment of 
Investigator 

Investigation Team 
appointed by Senior 

Management Team and 
Exercise Facility Manager 

Exercise Facility N/A 

Investigation Lead ICAM trained Investigator  
Exercise Facility or by 

appointment depending on 
level of investigation 

N/A 

Investigation Team As required As required N/A 

Completion of 
Investigation 

Within 2 months of event 
date * Within 2 weeks of event date N/A 

Investigation Review  Senior Management Team 
Exercise Facility and  

H&S Committee  
N/A 

Shared Learning 
To be issued within 3 

months of event date * 
To be issued within 1 month 

of event date N/A 

* Unless waiting for relevant evidence from external parties 

Investigations should be of adequate quality to identify both immediate and underlying causes of the event 
and provide practical recommendations to prevent future re-occurrence of similar events.   

When recording investigation findings, hazards that contributed to the incident should be linked to the 
event (via the incident spread sheet or database) to assist with the hazard review process.    

Exercise Facility Managers are responsible for ensuring investigations of all accidents and near misses in 
their work areas are occurring and appropriate corrective actions are undertaken.  
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For simple investigations the following root causes should be considered: 

 
Root cause Description 

Communication Key messages not getting to the right people so they can act on them 

Mixed messages 

People don’t understand the message 

Design Equipment is badly designed and leads to failures or errors 

Workplace not designed for current use  

Maintenance No maintenance – equipment in bad or poor condition 

Items not put back properly 

Equipment overdue for maintenance 

Procedures No plan for writing or updating important procedures 

Procedures and processes written by people who don’t understand the job, or can’t 
express it in clear language 

Out of date or procedures that are hard to understand 

Purchasing Wrong item bought 

Item doesn’t meet required standards 

Not enough equipment available where it’s needed 

Supervision No supervision of staff 

Supervision provided by unqualified people 

Supervisors turn a blind eye to poor performance or dangerous activities 

Training Staff untrained 

Staff inadequately trained for work 

Staff not assessed as competent 

Unclear 
accountability 

No one accountable for checking (e.g. training, maintenance, staff etc.) 

Unclear about who to report to 

Too many bosses  

Note: If an investigation by a regulatory authority is underway it is recommended to engage legal counsel 
for advice. 

 

For full investigations a proven investigation methodology should be employed.  The ICAM or other 
formal based approach is to be used. 
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All accidents have causes. An accident occurring is like being able to see the plate through holes in a pile of 
Swiss cheese slices where all the holes have lined up: 

 

 
 
When investigating, look for: 

Absent/failed defences Where your controls have not been strong enough 
Individual/team actions Where what people did may have contribute to the accident 
Task/environmental conditions How the environment worked in (e.g. dust, noise, very hot or 

cold) or the task we were doing may have contributed to the 
accident 

Organisational factors How the businesses work may have contributed to the accident 
 

 

REVIEW AND APPROVE INVESTIGATIONS 

Once an investigation has been completed, the findings should be recorded on the Incident Report Form or 
directly into the investigation section in the on the Event Investigation form and in the Database  

Full investigations 

Once the investigation for the event has been completed, the investigation report must be circulated to 
relevant parties for review in accordance with the requirements outlined in Section 3.  

Once approved, recommendations should be recorded so that they can be tracked until completion. 

All learning’s from full ICAM investigations should be shared within the business and if applicable, with 
other relevant parties.   

Simple investigations 

The Exercise Facility Manager or their delegate can complete their own investigation and no formal sign off 
is required.  However, these investigations should be reviewed by the Exercise Facility and relevant Health 
& Safety Committee and any agreed recommendations recorded.  
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MONITOR RECOMMENDATIONS  

Monthly reports for managers which include all incidents reported in the past month within that business 
unit shall be created.  The report shall include the summary of findings and recommendations. 

The Exercise Facility Manager must review these reports with staff to ensure everyone understands how 
the event occurred and the actions necessary to prevent future recurrence.   Any actions overdue or 
planned will be included in the report. 

The Exercise Facility Manager must ensure that the people responsible for actions have the necessary time 
and resource to complete the action, and can do so in the desired timeframe.  

CLOSE EVENTS 

The Exercise Facility Manager or their delegate can close an event.   

Prior to closure, check that all relevant incident and investigation fields are completed, the 
recommendations are recorded, any injury details such as days lost are accurate and a closure comment is 
recorded. 

Full investigations require a review step by the Senior Management Team to be completed before the 
Event can be closed. 

The actions shall continue to be tracked until they are individually closed.  
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Incident Reporting and Investigation Procedure 
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8.0 OCCUPATIONAL HEALTH AND WELLNESS 
Employees are provided wellness support, protected from health hazards associated with their work and 
have access to effective injury management processes.   

8.1 PRE-EMPLOYMENT HEALTH ASSESSMENT  

An assessment of occupational health exposures for Exercise Facility employees has identified Noise 
Induced Hearing Loss (for Facilities with music systems) and Gradual Process type conditions require a pre-
employment check. Prospective employees will be asked to disclose any pre-existing Gradual Process type 
and Noise Induced Hearing Loss conditions. Employees will be directed to the ACC Habit at Work website to 
confirm appropriate workstation set up.  An early discomfort reporting process is in place. 

To ensure currency of understanding of pre–employment health assessment, requirements relating to this 
(based on hazards) will be reviewed annually as part of the HSMS review. 

8.2 WORKPLACE AND PERSONAL HEALTH MONITORING 

As above, an assessment of on-going health monitoring requirements has identified that, Gradual Process 
type conditions and Noise Induced Hearing Loss monitoring will be required 

To ensure current of understanding of pre–employment health assessment, requirements relating to this 
(based on hazards) will be reviewed annually as part of the HSMS review. 

8.3 REFERRAL AND MANAGEMENT OF SUB-OPTIMAL RESULTS 

If a medical screening questionnaire or physical assessment highlights a potential medical condition, the 
Exercise Facility may require the employee to attend a medical provider for the purposes of gaining specific 
medical diagnosis. 

In the event of medical examination flagging a sub-optimal result, the facility should refer the individual to 
the appropriate medical specialist/s for confirmation of the condition and likely source of harm. Where it is 
indicated that the source of harm is work related then a hazard assessment will be carried out including the 
nature of the hazard and appropriateness of controls applied to it. 

8.4 INJURY MANAGEMENT 

An Exercise Facility is committed to assisting injured staff with their early and safe return to the workplace.  
Exercise Facilities shall provide support to staff through injury management and rehabilitation processes.  
Injuries shall be evaluated on a ‘case by case’ basis to determine support required and if applicable, 
possible alternative duties. 
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9.0 EMPLOYEE CONSULTATION AND ENGAGEMENT  
 
Employees are consulted on Health and Safety matters and all efforts are made to engage them in the 
activities required to implement this HSMS. 

9.1 EMPLOYEE PARTICIPATION 

An Exercise Facility regards the participation of all Employees in Health and Safety management as a 
prerequisite for successful implementation. All Employees within the Exercise Facility will demonstrate 
their commitment to Health and Safety by: 

� Personally participating in all Health and Safety initiatives 
� Becoming actively involved in the management of hazards 
� Ensuring their own Health and Safety and that of others around them  
� Providing suggestions and solutions for the improvement of Health and Safety 

 

Any employee at any time is encouraged to provide suggestions for improving health and safety. Team 
meetings will be used to provide an opportunity for employees to raise any Health and Safety issues or 
improvement ideas.  These should typically be held monthly. 

There should be a Health & Safety committee within each Exercise Facility and includes and nominated 
employee representatives for the various roles within the Facility. The committee is responsible for 
the implementation, monitoring, review and planning of Health & Safety policy, systems and practices 
and should meet once a month. 

To ensure that employees are aware of all current health and safety matters, including new hazards 
identified, every employee is required to read and sign the Health & Safety meeting minutes which are 
accessible to all staff in the Facility. 

 

10.0 MONITORING, AUDIT AND MANAGEMENT REVIEW  
Health and Safety performance and systems are monitored, audited and reviewed to identify trends, 
measure progress, assess conformance and drive continuous improvement. 

10.1 GENERAL  
Audit and review of the Health and Safety Management System (and resultant corrective actions) is an 
essential function to: 

1. Evaluate the effectiveness of the system 

2. Ensure the continued relevance of the processes within it 

3. Provide feedback so that new strategies and plans can be developed. 

10.2 ANNUAL REVIEW  

The HSMS should be reviewed annually. This review should include specific evaluation of hazard 
management processes.  The CEO/GM/Business Manager (or their delegate) should initiate this review.  
Review records will be held in Database. 

As part of the annual review, the Health and Safety Management System will be revised and updated to 
provide for new planned activities, changes to the Exercise Facility and to ensure the system is achieving its 
objectives.  The review should be completed in time to have findings incorporated in the New Year’s Health 
and Safety Plan as described in 2.5. 
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10.3 CRITICAL EVENT REVIEW 

The Health and Safety Management System (in whole or in part) will also be reviewed after any critical 
event. 

10.4 EXERCISE FACILITY HEALTH AND SAFETY MANAGEMENT SYSTEM AUDIT   

An Exercise Facility is required to audit its Health and Safety Management System.  These audits should be 
carried out annually. The audits will check conformance with the Health and Safety Management System 
and include a basic review of compliance with current Health and Safety legislation.  Any recommendations 
should be incorporated in the annual Health and Safety Management System review. 

10.5 CHANGES IN COMPLIANCE REQUIREMENTS   

You should horizon scan for any legislative/compliance changes that may affect the approach the Exercise 
Facility takes to Health and Safety. The Health and Safety Management System should be updated 
accordingly. 

10.6 MANAGEMENT OF ACTIONS 

All actions associated with monitoring, audit and management review will be entered into the Database 
system and will be monitored through to completion. 
 
 
 
 

 

ADDITIONAL RESOURCES AVAILABLE TO EXERCISENZ MEMBERS  
 

Members of ExerciseNZ can request, in an editable format, the following forms: 

1. Incident Report Form 

2. Incident Investigation Form 

3. Hazard Report Form 

4. Hazard Inspection Form 

 

The REPs Pre-Exercise Screening Form & The REPs Pre-screening Guide are available exclusively to REPs 
registered professionals and clubs.   Visit the member’s section of www.reps.org.nz to download the forms 
at no charge.  (Log in to access the downloadable Pre-Exercise Screening Form & Pre-Screening Guide).  
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