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Commitment to Health & Safety
The Te Awamutu Bible Chapel (TABC) is committed to the protection of its members, employees
(workers) other people and property from environmental hazard and accidental injury and illness.
To meet these objectives, management undertakes to:

•
•
•

Provide safe equipment and a safe working environment
Establish and ensure safe work practices
Strive to comply with the Health and Safety at work Act 2015 and regulations

Safety in the workplace is the joint responsibility of the employer and the employee, for in the event
of infringement, both parties may be deemed responsible, and for this reason it is necessary that all
staff (Including volunteers) know their responsibilities. Accidents in the workplace are avoidable,
and safe work habits together with safe equipment will minimize the risk of personal injury.
Officers understand that the Person Conducting the Business or Undertaking (PCBU) must ensure, so
far as is reasonably practicable, the health and safety of workers and other people so that they are
not put at risk. This is our primary duty of care.
Primary duty of care includes, so far as is reasonably practicable: Providing and maintaining:
•
•
•
•
•
•
•

A work environment without risks to health and safety
Safe plant and structures
Safe systems of work
Ensuring safe use, handling and storage of plant, structures and substances
Providing adequate and accessible welfare facilities for workers
Providing information, training, instruction or supervision necessary to protect all persons
from risks to their health and safety from work processes
Monitoring workers' health and conditions at the workplace to prevent injury or illness.

A PCBU that manages or controls a workplace must ensure, so far as is reasonably practicable, the
workplace, the means of entering or exiting the workplace, and anything arising from the workplace
are without health and safety risks to any person.

PCBUs with overlapping duties
Officers understand that more than one PCBU can have a duty to the same matter. Where this
happens the PCBUs have overlapping duties.
Officers understand that PCBUs that share no contractual relationship may still share overlapping
duties, such as when they work on the same site or area.
Officers understand that PCBUs must discharge their overlapping duties to the extent they have
the ability to influence and control the matter, and must so far as is reasonably practicable, cooperate, coordinate and consult with others in the workplace.
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Due Diligence
Management/officers/directors need to be committed to due diligence in relation to health and
safety. This includes taking reasonable steps to:
•
•
•
•
•
•

Acquire and keep up-to-date knowledge of work health and safety matters,
Gain an understanding of the nature of the operations of the business and generally of the
hazards and risks associated with those operations
Ensuring the church operation has available for use, and uses, appropriate resources and
processes to eliminate or minimize risks to health and safety
Ensuring the church operation has appropriate processes for receiving, considering and
responding in a timely way to information regarding incidents, hazards and risks
Ensuring the church operation has and implements processes for complying with its duties
under the Health and Safety at work act 2015
Verifying the provision and use of resources and processes.

Individual responsibility
All staff (including volunteers) need to be responsible and accountable for ensuring continuous health
and safety practices are maintained and carried out in their work activities.
•
•
•
•
•
•
•

Each member of staff (including volunteers) are to recognise responsibility for themselves and
others safety.
This includes a commitment to provide and maintain a safe working environment.
New staff and volunteers are shown safety precautions and safety gear by senior staff. These
safety procedures need to be followed by new staff.
Safety gear as demonstrated needs to be worn when operating machinery or carrying out
procedures that require the use of safety equipment.
All staff and volunteers need to be made aware if any health and safety issues arise.
A report will be entered into the injury and accident register when an incident occurs
All practicable steps need to be taken to eliminate or minimise the risk of injuries and/or
illness from identified actual and potential hazards.

Requirement for accurate reporting and recording of incidents and
injuries
Accurate reporting and recording provides information which enables in house investigation and for
the authorities, to identify where and how risks arise, and to investigate serious accidents.
With this information, the enforcing authorities are able to help and provide advice on how to
reduce injuries in the workplace.

Record and investigate “near-miss” incidents, workplace accidents and occurrences where no-one
has actually been hurt or become ill, but where the consequences could have been serious.
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Reviews
Officers understand the need to regularly review and reassess the effectiveness of the overall H&S
plan and undertakes to do so. As well as regular two-way communication with staff and volunteers
around current Health and Safety hazards/risks and controls.

Signed_x__________________________________________________Date________

Hazard & Risk Identification
How We Carry Out Hazard & Risk Identification
•

•
•
•

The hazard & risk register identifies those hazards and the corresponding risks that may cause
harm to staff and others. The process for identifying hazards and risks is outlined in this
section.
The first step is to endeavour to eliminate the risk. If it can't be eliminated, then it should be
minimized.
The following outlines how controls are put in place for identified hazards and their
corresponding risks.
It is important that the hazard/risk register is updated on a regular basis, taking feedback
from those "at the coal face"

Identifying Hazards & Risk — The Check List
•
•
•
•
•

Identify hazards
Assess the level of risk using the risk matrix
Control Eliminate or minimise the risk using the hierarchy of controls
Reassess the residual level of risk
Review control measures

Identify
•
•
•
•

We think about processes events and other activities carried out by our church operation.
Many jobs and activities involve several hazards
Some are trivial, while some can kill
We focus on the most significant risks before managing the less serious

Assess
•
•
•
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We focus attention on the risks that could cause permanent injury, illness or death to our
member, staff, volunteers or others….even if this is not very likely
Our staff and volunteers are our greatest source of information during the risk assessment
process
To determine the level of risk we use the risk matrix
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The greater the impact and more likely it is to happen, the greater the risk. The more
necessary/important the intervention/control.

Control
•
•
•
•
•

We must do what is reasonable and practical to eliminate the risk
Where it can’t be eliminated it must be minimised by choosing the best control for the
situation
Section 30 of the health and safety at work act, requires us to eliminate risks so far as
reasonably practicable.
This means 1: Consider the level of risk. 2: what we know as those working in the industry or
operation, about ways of controlling it, and the cost. (This doesn't mean that if the control is
too expensive it can be dispensed with)
If the risk of death or serious injury exists, the question should be “is the job worth the risk”

We use the following Hierarchy, when putting in place controls. 1) being most
effective. 6) being used to minimise any remaining risk after 1 to 5 have been used.
•
•
•
•
•
•
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Eliminate the hazard. If this isn’t practicable then
Minimise by
Substitute the hazard (use a safer alternative)
Isolate the hazard (use barriers, time or distance)
Engineering controls (adapt tools or equipment to reduce the risk)
Administrative (work processes) controls (develop methods of work to reduce the risk)
Personal protective Equipment (PPE)
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Reassess
We may not always get our risk assessment right the first time.
If the risk is still too high. We go back and reassess it.
Completing a task Analysis Statement for any high risk, new or complex activity
A task analysis is required for
•
•
•
•
•
•
•

Notifiable work
Permit to work systems
work requiring a certificate of competence
high risk work as defined by regulations
new or complex activity
when it is required in a contract
when your risk assessment results in a high or critical level of risk

Review
Control measures should be regularly reviewed to make sure they are effective
We review by repeating the process of
1: Identifying the hazards/risks
2: Assessing the risk
3: Controlling the risk
4: Reassessing
7
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Hazard/Risk Identification
Health and Safety at Work Act 2015
Subpart I: Key principles relating to duties
•
•
•
•

Management of risks
A duty imposed on a person by or under this Act requires the person
to eliminate risks to health and safety, so far as is reasonably practicable; and
If it is not reasonably practicable to eliminate risks to health and safety, to minimize those
risks so far as is reasonably practicable.

A person must comply with subsection (1) to the extent to which the person has, or would reasonably
be expected to have, the ability to influence and control the matter to which the risks relate.

Health and Safety at Work Act 2015
Subpart 2: Duties of PCBUs
Primary duty of care
A PCBU must ensure, as far as is reasonably practicable, the health and safety of—
Workers who work for the PCBU, while the workers are at work in the business or undertaking; and
Workers whose activities in carrying out work are influenced or directed by the PCBU, while the
workers are carrying out the work.
A PCBU must ensure, so far as is reasonably practicable, that the health and safety of other persons is
not put at risk from work carried out as part of the conduct of the business or undertaking.
Without limiting subsection (1) or (2), a PCBU must ensure, so far as is reasonably practicable,
the provision and maintenance of a work environment that is without risks to health and safety; and
the provision and maintenance of safe plant and structures; and
•
•

•

•

the provision and maintenance of safe systems of work; and
the safe use, handling, and storage of plant, substances, and structures; and the provision of
adequate facilities for the welfare at work of workers in carrying out work for the business or
undertaking, including ensuring access to those facilities; and
the provision of any information, training, instruction, or supervision that is necessary to
protect all persons from risks to their health and safety arising from work carried out as part
of the conduct of the business or undertaking; and
that the health of workers and the conditions at the workplace are monitored for the purpose
of preventing injury or illness of workers arising from the conduct of the business or
undertaking.

Statement from Worksafe NZ:
What should you as a duty holder focus on when managing risk?
We want you to better manage risk by thinking more broadly about risk, not just spotting workrelated hazards. This means thinking about the root cause of any harmful event, the likelihood it will
occur and the consequences if it does. You should think about anything that may help you manage
risk, including improved business practices and training, and adequate communication with workers.
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How we identify Hazards
•
•

Walk around our premise, thinking about work tasks and processes (taking into account
activities our members are involved in, onsite) Identify actual and potential hazards
Taking feedback from staff and other concerned

•

Taking into account operational experience Ask "what if........?" (What's the worst-case
scenario Health and Safety wise. Taking expert advice where needed)

•

List the hazards, identifying the risks caused by that hazard

Method used:
•
•
•
•
•

Physical inspections of the work area, equipment, and practices
Analysis of tasks and how they are carried out by staff, volunteers and others
Analysis of processes carried out
Analysis of previous near miss incidents.
The above leading to identification of hazards analysis of hazard, significant or other wise
and controls needed (see next page)

Summary/Quick Overview of a Risk Management Process
Step 1: Identify the work hazards that could harm workers or others.
Step 2: To identify the risks to be managed, think about:
• Who is exposed to the hazard?
• How likely could harm arising from the hazard?
• What could happen if the harm does occur?
Step 3: Then work out what should be carried out to:
• Reduce the seriousness of the harm if it does occur.
• Prevent or reduce the chances of the harm occurring.
Step 4: Reassess & Monitor
•

Regularly checking that control measures are still working to manage the risk.

Further information available when identifying hazards/risks and developing controls:
Health and Safety at Work Act 2015 and its regulations
Worksafe NZ booklet: Safe use of machinery (May 2014)

ACC information
•

•
•
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ACC Worksafe Cycle, Review, plan, action: Hazard management Incident
investigation Training & supervision Employee participation Emergency readiness Contractor
management Injury management.
Guidelines to understanding the audit standards for safety management practices
Workplace Safety Application Self-assessment tools and guidelines
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Manufacturer’s instructions: Manufacturers and suppliers must give thorough and easy-tounderstand instructions on how to use the machine safely (HSE Regulations 67(3) & (4)).
People who make and supply protective clothing and equipment have similar duties. Any
instructions must explain: > hazards linked to the machine > how to install the machine
safely > how to operate the machine safely > safe ways to clean and adjust the machine >
how to maintain and repair the machine > regular replacement of parts of the machine that
wear > how to safely take the machine out of service and take it apart > any other relevant
matters.

New Hazards & Risks
Encourage the reporting from staff/ volunteers/ members of new Hazards/Risks and apply the same
process as above, as they arise.
•
•

•
•
•

Manage hazards before accidents or incidents happen. If harm occurs then it's important to
systematically record, investigate and respond to the event.
Keep an up-to-date register of workplace accidents and incidents. The accident register
must include all accidents or incidents that harmed or might have harmed (a near miss) any
person
Complete an investigation for all accidents or incidents.
Investigate the cause of all accidents or incidents so as to take steps to manage the hazard.
Keep a copy of the written notice in the accident register.

This information when analysed will provide assistance in identifying significant hazards

Working with other Businesses/Organisations (PCBU’s) concerning
overlapping duties
We understand the need to work with other businesses or organisations (PCBU’s) concerning Health
and Safety when duties overlap.
As far as reasonably practicable our organisation will coordinate, cooperate and consult with other
PCBU’s about the Health and Safety duties they share in relation to the same matter.
We are not only responsible to the workers/volunteers we employ or contract. We are also
responsible to workers/volunteers or others we influence and direct.
We will manage our overlapping duties and risks to the extent of our ability to influence and control
the health and safety matter.
We will do this by
•
•

Entering into reasonable arrangements with other PCBUs about their overlapping duties.
Plan how to control and monitor risks, and to ensure risks are not passed on or increased
due to the arrangement. This can make risk management more efficient and improve
communication between PCBUs.
We will work with other businesses at the same location by

•
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Identifying the health and safety risks that need managing.
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•
•
•
•
•

Planning ahead, by thinking through every stage of the work.
Recognise how the work could affect other PCBUs and the public.
Agree together which PCBU is best placed to control each risk.
Clearly define roles, responsibilities and actions, and explain these so everyone knows what
to expect.
Do reasonable and proportionate monitoring, to make sure the arrangements are working.

Signed __x___________________________________________Date___________

Incidents, Near Misses and Accidents and First
Aid
We understand that when an incident, accident or near miss occurs, it is important to document it.
A near miss is when there could have been an accident, but no one was injured.
Carry out an investigation.
We then analyse why it happened.
The following gives the outline on this. We have a separate book, to record in.
See information following showing what needs to be reported to WorkSafe

Incident and Accident Investigation
Accident is an undesired event or sequence of events causing injury, ill-health or property damage.
Near Miss describe incidents where, given a slight shift in time or distance, injury, ill health or damage
easily could have occurred, but didn't this round.
Incident an incident is an unplanned, undesired event that hinders completion of a task and may
cause injury or other damage.

Procedure immediately after
•
•
•
•
•
•
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When an injury or near-hit/near-miss has occurred the employee (worker) volunteer or
church member is to report the near miss/ injury or accident.
Ensure they get the appropriate first aid and/ or treatment.
Update the incident/injury register (If serious harm Worksafe NZ is to be notified, see
information below).
Investigation into what caused and contributed to the near miss/ incident/injury.
Controls put in place to ensure that the reoccurrence of this near miss/incident or accident is
eliminated, or minimised (see procedure in document 2 Hazard/Risk Identification)
Action the health and safety issues identified and feed results back to all concerned
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Procedure following the incident/injury
•
•
•
•

If any new hazards/risks are identified from the incident these are to be noted in the
hazard/risk register.
Search and discuss ways these can be eliminated or minimised.
Decide on a time frame to develop and implement the appropriate actions.
Any hazard/risk related issue needs to be monitored.

Process for corrective actions/deficiencies identified, process for
feedback into hazard management
When a near miss, incident or injury occurs, it can reveal that a hazard has not been successfully
controlled. It is vital that the incident or injury is thoroughly investigated and that hazards are
identified, controlled and made part of your regular hazard management process.
When investigating incidents and injuries (including illnesses), we realise it is important not to place
blame, but to Focus on the facts - noting down what happened. Asking :
•
•
•
•
•
•
•

Why did it happen?
What was the hazard/Risk involved?
What control did we have in place to manage that hazard/Risk?
Why did our control not work?
This process to begin at the time of the near miss, incident or injury.
If the incident is serious (as per Work safe guidelines) and needs to be reported to Worksafe,
this will happen immediately
If the incident does not need to be reported to Worksafe the internal investigation will be
started the same day

Central Document
Accidents and near misses provide valuable information for assessing the need for better controls
and injury prevention measures.
This information needs to be collated in a central source where it can be analysed and compared
with previous accidents and incidents.
This analysis should be carried out with the purpose of observing any pattern that may emerge,
leading to clearer identification of hazards and more effective controls. Steps:
•
•

Information of each incident or accident entered into the accident reporting form
After the completion of each form (following an accident or near miss) the nature and
circumstances of this last incident or accident is compared to previous reports, looking for
any trends or similarities with previous.
• Once this information is obtained and analysed suitable controls are to be put in place
We also realise that when we investigate incidents and injuries and discover a hazard/Risk that has
not previously been identified or perhaps, not successfully controlled : This Hazard/Risk must now
be included in our hazard management system.
Signed __x___________________________________________Date___________
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First Aid
Duty to provide first aid (General risk and workplace management regulations 2016)
A PCBU must ensure that—
• adequate first aid equipment is provided for the workplace; and
• each worker at the workplace has access to the equipment; and
• workers have access to facilities for the administration of first aid.an adequate number of
workers are trained to administer first aid at the workplace; or
• workers have access to an adequate number of other persons who have been trained to
administer first aid.
In complying with sub clauses (1) and (2), the PCBU must have regard to all relevant matters,
including—
•
•
•
•

the nature of the work being carried out at the workplace:
the nature of the hazards at the workplace:
the size and location of the workplace:
the number and composition of the workforce at the workplace.

A PCBU who contravenes this regulation commits an offence and is liable on conviction
• for an individual, to a fine not exceeding $10,000
• for any other person, to a fine not exceeding $50,000
Information taken from Document "First aid for the work place", Department of Labour August
2011. This document is still used and available in full, from the Worksafe NZ web site
Statement from Worksafe website : (2018) While this guidance (concerning first aid) has not been
updated to reflect current work health and safety legislation (the Health and Safety at Work Act
2015 and regulations), it may still contain relevant information and practices to keep workers and
others healthy and safe. Please read this guidance in conjunction with all relevant industry standards
that apply to you as a PCBU. This guidance will be progressively reviewed and either updated,
replaced with other guidance, or revoked.

How many first aiders do we need?
How many trained first aiders you need will depend on the hazards in your workplace, the number
and location of your employees and how close you are to medical services.
Completing the Needs Assessment will give you an idea of how many trained first aiders are needed
at your workplace.
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Think about:
•
•
•

ensuring that first aid cover is provided on all shifts
rosters and managing planned/unplanned absences to ensure that a first aider is available
during working hours
determining if the level of first aid response is appropriate to the hazards faced by workers

Suggested minimum contents for a workplace first aid kit
Here is a list of recommended contents for first aid kits for workplaces with no special risk:
•
•
•

a manual giving general guidance on first aid
individually wrapped moist wipes or saline solution
20 individually wrapped sterile adhesive dressings (assorted sizes), appropriate to the type
of work (dressings may be of a detectable type for food handlers)

•

two sterile eye pads

•

two individually wrapped triangular bandages (sterile)

•

clasps or safety pins to tie bandages

•

two stretch bandages

•

six medium sized, individually wrapped wound dressings — approximately 12cm x 12 cm

•

two large sterile individually wrapped wound dressings — approximately 18cm x 18cm

•

two pairs of disposable gloves

•

one resuscitation mask. This is a suggested contents list only, you may want to use
equivalent but different items. When you do your Needs Assessment you may identify a
need for additional items. This could include, for example:

•
•
•
•
•
•
•
•

adhesive strips or Band-Aids for minor wound
dressing
non-allergic adhesive tape
disposable aprons
forceps or tweezers to remove foreign bodies
individually wrapped moist wipes or saline solution
plastic bags for waste disposal
hand sanitiser
Scissors

Ideally, these items are stored inside the first aid kit. But if necessary, they may be stored separately
as long as they are available for use as required.

Signed x___________________________________________ Date___________

14

Initals _____

updated 16 April 2020

Notifying Worksafe
Conditions under which Work safe NZ must be notified:
Notifiable death
A person has been killed as a result of work
If someone has been killed as a result of work, then you MUST notify Worksafe NZ immediately:
•
•

Phone 0800 030 040 (WorkSafe)
In case of emergency, phone 111

Notifiable Injury
Any injury that requires (or would usually require) the person to be admitted to hospital for
immediate treatment
‘Admitted to a hospital’ means being admitted to hospital as an inpatient for any length of time – it
doesn’t include being taken to the hospital for out-patient treatment by a hospital’s A&E
department, or for corrective surgery at a later time, such as straightening a broken nose.

Amputation
If a person has suffered the amputation of any part of the body, and the injury requires immediate
treatment other than first aid, then you MUST notify us.
Amputation includes the amputation of
•
•

a limb (arm or leg)
other parts of the body (hand, foot, finger, toe, nose, ear)

Serious head injury
If a person has suffered a serious head injury, and the injury requires the person to be admitted to
hospital for immediate treatment or needs medical treatment within 48 hours of the injury
occurring, then you MUST notify us.
A serious head injury includes:
•
•
•
•
•
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skull fracture
losing consciousness
blood clot or bleeding in the brain
damage to the skull that may affect organ or facial function
temporary or permanent memory loss from a head injury.
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Serious eye injury
If a person has suffered a serious eye injury, and the injury requires the person to be admitted to
hospital for immediate treatment or needs medical treatment within 48 hours of the injury
occurring, then you MUST notify us.
A serious eye injury includes:
•
•
•

injury that results in, or is likely to result in the loss of an eye or vision
injury caused by an object entering the eye (e.g. metal fragment, wood chip)
contact with any substance that could cause serious eye damage.

A serious eye injury does not include exposure to a substance or object that only causes discomfort
to the eye.

Serious burn
If a person has suffered a serious burn, and the burn needs intensive or critical care such as a
compression garment or skin graft, or the burn requires the person to be admitted to hospital for
immediate treatment or needs medical treatment within 48 hours of the injury occurring, then you
MUST notify us.
You do NOT need to contact us if the burn can be treated by washing the wound and applying a
dressing.

Serious injury
If a person has suffered a spinal injury, and the injury would normally require the person to be
admitted to hospital for immediate treatment or needs medical treatment within 48 hours of the
injury occurring, then you MUST notify us.
A spinal injury includes an injury to the cervical, thoracic, lumbar or sacral vertebrae, including discs
and spinal cord.
A spinal injury does NOT include back strain or bruising.

Loss of bodily functions
If a person has suffered the loss of a bodily function including, for example, through electric shock or
acute reaction to a substance used at work, and the injury would normally require the person to be
admitted to hospital for immediate treatment or needs medical treatment within 48 hours of the
injury occurring, then you MUST notify us.
The loss of a bodily function includes loss of:

16

•

consciousness or speech

•

movement of a limb

•

function of an internal organ

•

senses e.g. smell, touch, taste, sight or hearing.
Initals _____

updated 16 April 2020

Loss of bodily function does NOT include:
•

Fainting not due to a work-related cause

•

A sprain, strain or fracture that does not require hospitalisation (except for skull and spinal
fractures).

Serious lacerations
If a person has suffered serious lacerations and the injury would normally require the person to be
admitted to hospital for immediate treatment or needs medical treatment within 48 hours of the
injury occurring, then you MUST notify us.
Serious lacerations include:
•

Serious deep cuts that cause muscle, tendon, nerve or blood vessel damage, or permanent
impairment

•

tears to flesh or tissue which may require stitching, gluing or other treatment to prevent the
losing their function and/or getting infected.

A serious laceration does NOT include:
•

superficial cuts treatable by cleaning the wound and applying a dressing

•

minor tears to flesh or tissue.

Skin separation
If a person has suffered an injury resulting in skin separating from underlying tissue (degloving or
scalping), and the injury would normally require the person to be admitted to hospital for immediate
treatment or needs medical treatment within 48 hours of the injury occurring, then you MUST notify
us.
This includes skin separating from underlying tissue where the tendons, bones, or muscles are
exposed.

Notifiable Illness
A person has been made unwell as a result of work
If a person contracts an illness as a result of work and needs to be admitted to hospital for
immediate treatment or needs medical treatment within 48 hours of exposure to a substance, then
you MUST notify us.
In addition, you MUST notify us if a person contracts a serious illness as a result of:

17

•

working with micro-organisms

•

providing treatment or care to a person
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•

contact with human blood or bodily substances

•

handling or contact with animals, their hides, skins, wool or hair, animal carcasses or waste
products

•

handling or contact with fish or marine animals

•

exposure to a substance, natural or artificial such as a solid, liquid, gas or vapour.

Notifiable Incident
People’s health and safety are seriously threatened or endangered as a result of a
work situation
If an unplanned or uncontrolled incident occurs where people's health and safety is seriously
endangered or threatened, then you must notify us.
This must be an immediate danger or imminent danger.
People can be at serious risk even if they are some distance from the incident (e.g. gas leak).

Meaning of notifiable incident
In this Act, unless the context otherwise requires, a notifiable incident means an unplanned or
uncontrolled incident in relation to a workplace that exposes a worker or any other person to a
serious risk to that person’s health or safety arising from an immediate or imminent exposure to—
•
•
•
•
•
•
•
•
•
•
•
•
•

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
collision between 2 vessels, a vessel capsize, or the inrush of water into a vessel; or
any other incident declared by regulations to be a notifiable incident for the purposes of this
section.

Despite subsection (1), notifiable incident does not include an incident declared by regulations not
be a notifiable incident for the purposes of this Act.

18
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Employee, Volunteer Training in H&S
When a new staff member or volunteer commences, we go over our organisations training document
as part of his/her induction training. Depending on the type of work being carried out by the new staff
member or volunteer we may need to add other areas of training.
Both the trainer and staff member or volunteer sign off the Training Document, once the staff
member or volunteer fully understands the Safe Operating Process.
There is adequate supervision given by an experienced supervisor until the staff member or volunteer
is confident in the tasks to be carried out.
Note: All staff (workers) which includes employees, contractors or subcontractors and volunteers
need ongoing training.
•

•

Feedback on the risks faced need to be received and acted on. Involving the staff member or
volunteer in the process of eliminating the risk or if it can't be eliminated, then minimising
the risk.
Regular staff and volunteer toolbox meetings are a good way of going about this process

Signed x___________________________________________ Date___________
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Emergency Plans
assembly area identified in church carpark

Policy: Fire Evacuation
Evacuation drills or desktop training in evacuation drills will be carried out at intervals of 6 months
or less
If a fire is suspected, remember RACE
•
•
•

REMOVE anyone from immediate danger.
ACTIVATE Declare "Fire" then Call 111 Speak Clearly, Stay Calm
CONTAIN fire by closing doors and turning off machinery or processes
(Only if it is safe to do so).
• EXTINGUISH the fire but only if it is safe to do so, do not put yourself
at risk.
If the fire is uncontrollable - EVACUATE IMMEDIATELY!

Policy: Earthquake
During an Earthquake remove anyone from immediate danger if safe to do so
•
•
•
•
•
•
•
•

Stay inside
Don't use stairs.
Take only a few steps and take shelter under desks, or down beside an internal wall.
If there are seats protecting your head and neck hide under them. Do not rush for the exits.
Stay clear of large areas with glass atriums or glass roofs.
Keep away from windows or objects that could fall on you.
If outside stay there.
Take only a few steps and take shelter clear of buildings, trees, power lines or other potential
hazards.

When the Earthquake Stops
•
•

Check for signs of Fire, Hazardous Material Spill or Major Structural Damage.
If you see sparks, broken wires or evidence of electrical system damage, turn off the electricity
at the main fuse if it is safe to do so.
• Do not evacuate unless area is immediately threatened or instructed to do so.
• Await instructions.
If outdoors when the shaking starts, move no more than a few steps away from buildings, trees,
streetlights, and power lines, then Drop, Cover and Hold.
If driving, pull over to a clear location, stop and stay there with your seatbelt fastened until the shaking
stops. Once the shaking stops proceed with caution and avoid bridges or ramps that might have been
damaged.
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Policy: Chemical (Hazardous Substance) Spill/Release

•
•

•

3

•
•

•
•

•
•
•

•

•
•
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Contractor Management
A contractor is anyone we get in to work for us who is not an employee.
It could be for maintenance, repairs, installation, construction or demolition.
When there is more than one contractor on site, we work through how their work may affect each
other and how they interact with our organisation’s activities.
We bring contractors into our health and safety procedures.

Informing them of
Hazards/risk/controls on our site;
Our site rules and safety procedures
What to wear (PPE)
Any special equipment they need to use
What to do in an emergency

Managing contractors: the 5 steps we carry out:
Step 1: Planning
•
•
•
•
•
•

Define the job
Identify hazards
Assess risks
Eliminate and reduce the risks/controls needed
Specify health and safety conditions
Discuss with contractor

Step 2: Choosing a Contractor
•
•
•
•
•
•

What safety and technical competence is needed
Ask questions
Get evidence
Go through information about the job and the site, including site rules
Ask for a safety method statement and a copy of contractors H&S policy/procedures
Decide whether subcontracting is acceptable. If so, how will health and safety be ensured?

Step 3: Contractor Working on Site
•
•
•
•

All contractors sign in and out
Name a site contact
Reinforce health and safety information and site rules
Check the job and allow work to begin

Step 4: Keeping a Check
•
•
•
•
22

Assess the degree of contact required.
How is the job going?
As planned?
Is the contractor working safely and as agreed?
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•
•
•

Any incidents?
Any changes in personnel?
Are any special arrangements required?

Step 5: Onsite procedures
This is a vital area. Every worksite is different. Our risk register outlines the areas of risk that we face
day by day. However, on site our workers and others will often face hazards & risks that are
considered specific to that site.

Procedure to be followed:
•
•
•

•
•

Always work in with any other contractor or business that is working on site.
If the procedures around hazards and risks are straight forward use the form, "onsite
hazards/risks. Complete this and discuss with all affected. (Workers, other contractors etc.)
If the procedures around the hazards and risks that are faced are more involved use the form
"Task analysis worksheet". This breaks down the process, step by step. Again, making workers,
contractors and others aware of the risks.
There should also be a Hazard board on site that is regularly updated. Work with other
contractors/workers onsite regarding this.
If working with residential customers or clients there is also a form to notify of the risks
involved while we are working on site

Signed __x___________________________________________Date___________
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Fatigue Management
We understand fatigue is a problem that cannot be easily measured in the workplace. The majority
of workers are reluctant to express their feeling of fatigue. It is especially true in an incident
investigation. Also, there is no single instrument as a gold standard for fatigue measurement,
because of the widespread effects of fatigue on human skills, definitional difficulties of fatigue, and
multiple causes of fatigue. However, as a first step to manage fatigue in workplace, we have to
identify and measure fatigue and their causes in industrial settings.
As mentioned above, fatigue can have multiple causes in the workplaces. Therefore, there is no
comprehensive single countermeasure to eliminate fatigue from industrial settings. It is necessary to
consider ranges of strategies to address the different types and causes of fatigue. For practical
purposes, multiple divisions have been considered for fatigue countermeasures of activities. In the
first one, fatigue countermeasures have been divided into two categories
(a) Preventive strategies that are used before working hours and during rest times, and
(b) operational strategies that are used during the job (varying the work carried out, work that is
suitable to the person concerned, their limits and capabilities.)
US National Library of Medicine National Institutes of Health

https://www.ncbi.nlm.nih.gov/pmc/articles/PMC4525425/
Based on available data, the "major drivers" of fatigue were sleep deprivation and factors in the
work environment—such as noise, vibration, and temperature.
These causes could all interact with other factors, such as increased workload and long work hours.
(Causes and Consequences of occupational fatigue, Connecticut Business and Industry Assn)
https://www.cbia.com/news/hr-safety/causes-consequences-occupational-fatigue/
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Fatigue Management Plan
Our church is committed to ensuring workers do not compromise safety performance by
undertaking work while impaired by fatigue or stress. The following Fatigue & Stress Policy applies to
workers.
Hours of Work
•

No person shall work longer than 14 hours daily including travel (home to home).

Rest Breaks
•
•
•

No work period shall exceed 4.5 hours.
All workers to have a minimum 30 minutes break after each 4.5-hour work period.
In extreme conditions (agreed and recorded at staff meetings) high energy use tasks will
have an additional 15-minute break between work periods.

Training
•

All workers are to be adequately trained and to be comfortable with the task they
carrying out in a working day

Supplies
•

All workers to have sufficient water and food at appropriate times

Review of Duties
• In the event of Fatigue and/or Stress being identified as a significant safety issue,
alternative duties will be sought for affected worker(s).
• If no alternative duties exist, the worker will be relieved of work duties and a
rehabilitation plan developed with full confidentiality for the employee.
Adapted from contractor stress management plan: Earnslaw
www.ernslaw.co.nz/.../Contractors-fatigue-management-policy-template-2014

Signed __x___________________________________________Date___________
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Te Awamutu Bible Chapel (TABC)
Child and Youth Protection Policy
Introduction
Being part of a Church family requires a personal responsibility and collective accountability to
actively care for and protect our children and young people. This policy sets out our expectations,
requirements and procedures for the safety of our children and young people. Of paramount
concern in this document is the welfare and safety of children and young people that come into our
care.

Policy Summary
This policy outlines our commitment to child protection. It includes our procedures when child abuse
is reported to us or is suspected by us. All staff/visitors/parents and caregivers are expected to be
familiar with this policy and to abide by it.

Purpose Statement
We have an obligation to ensure the wellbeing of children in our care and are committed to the
prevention of child abuse and neglect and to the protection of all children. The safety and wellbeing
of the child is our top priority when suspecting abuse.
We support the roles of the New Zealand Police and Oranga Tamariki in the investigation of
suspected abuse and will report suspected/alleged abuse to these agencies.
We support families/whanau to protect their children.
We strive to provide a safe environment, free from physical, emotional, verbal or sexual abuse.

Policy beliefs:
•
•
•

•

•
•

The interest and protection of the child is our priority in all actions.
We recognise the rights of the family/whanau to participate in the decision-making about
their children.
We have a commitment to ensure that as a church we are able to identify the signs and
symptoms of potential abuse and neglect and are able to take appropriate action in
response.
We are committed to supporting all church members to work in agreement with this policy,
to work with church leadership/Eldership to ensure child protection policies are consistent
and high quality.
We will always comply with responsibilities of a child protection legislation.
We are committed to discuss any concerns about an individual child with church
leadership/Eldership or other appropriate person (in the case where the abusive behaviour
involves the church leadership/Eldership).

Definition of Child & Young Persons
A child is someone under the age of 14 years and a young person is someone of or over the age of 14
years but under 18 years (section 2 Oranga Tamariki Act 1989).
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Definition of Child Abuse
Child abuse is the harming, whether physically, emotionally or sexually), ill-treatment, abuse,
neglect, or deprivation of any child or young person (section 2 Oranga Tamariki Act 1989.

Relationship Between Church Workers and Children or Young People
•

•
•

•
•

Confidentiality. Communications between church workers and parents of children or young
people shall be treated as privileged information, unless there is a clear and imminent
danger to others.
Discrimination. Church workers should recognize the dignity of children and young people
and avoid any discrimination.
Abuse of Power. Church workers shall not abuse their position by taking advantage of
children or young people for purposes of personal, professional, political, financial or sexual
gain.
Sexual Harassment. Children and young people shall be free from the possibility of sexual
exploitation or sexual harassment.
Responsibility. Church workers should treat children and young people with respect,
courtesy, fairness and honesty. Church workers should take appropriate action against any
conduct by other church workers or church members that is contrary to this policy.

Selection of Church Workers
All church workers in children and youth ministries shall undergo a screening process
as outlined below:
•
•
•
•
•

Application form
Police vetting. (Workers can not start until this is cleared)
Referee checks by ministry leader
Interview by ministry leader
Approval by church pastor and ministry leader

Practical Guidelines
Church workers must work for the physical, social, educational, moral and spiritual well-being of the
children and young people in their care. This means they will not do anything at any time to damage
their trust or the trust of their care-givers.
Church workers shall ensure that care-givers will be adequately informed about the programme
their children are involved with, and about any transport arrangements.
Church workers will avoid any and all behaviour that might lead to, or be interpreted as, sexual
exploitation or abuse. This means they will not take any children or young people alone to a solitary
place and if it is necessary to talk with them alone, it will be within sight and sound of other people.
Church workers will not initiate any form of unwanted affection or touching, nor make suggestive
comments or act in ways that are potentially sexual.
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Church workers will work with children or young people to set guidelines for acceptable behaviour
within their group. They will expect children or young people to act on the basis of these guidelines.
Church workers must be aware that by law:
It is a serious criminal offence to leave a child under six years of age without appropriate
supervision.
Children under 14 years of age cannot be left without reasonable provision for supervision and care.
Depending on the child’s age and maturity, leaving a child under 17 can be considered neglect or
abuse.

Support of Church Workers
Training and Updating. All church workers will be advised of any policy or law changes. One ministry
meeting a year will be held to ensure all Church workers understand and adhere to this policy.
Additional training will be provided where necessary.
Policy revision. This policy will be revised annually and updated as required.

Child Abuse Reporting Procedure
The safety of the child will be the primary consideration and all allegations of abuse will be taken
seriously and investigated thoroughly to determine whether the allegation is founded or unfounded.
Confidentiality is to be maintained throughout.
This procedure includes the responsibilities of the informant (the one to whom the allegation of
abuse is first made), the procedures to be followed if a church worker is suspected of abuse, if a
parent is suspected of abusing their own child, and where the suspected abuse is by someone
outside of the family. The pastor to whom allegations or suspicions are reported to will be either the
Senior Pastor or a pastor responsible for pastoral care.

The responsibilities of the informant
All allegations of abuse will be taken seriously. The following procedure should be followed if a child
or young person discloses any abuse to you.
•

•
•
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Listen to the child or young person. Allow him/her to tell you only as much as they want. Do
not put words into his/her mouth. Under no circumstances should he/she be questioned
beyond that which he/she voluntarily discloses. Your job is not to solve the problem or find
out whether it is true.
Write down what the child or young person says. This should be factual and include the
time and date of the disclosure, who was present, and where the conversation took place.
Make sure that the child or young person understands that you accept what they say and
that they will get help, but do not make any promises that you will not be able to keep i.e.
you will be safe now.

Initals _____

updated 16 April 2020

•

•
•
•
•

Do not panic or overreact. When children disclose it is a critical moment for them. They will
be watching your reaction as to how you cope with the disclosure. Depending on your
reaction they will decide how far their disclosure should go.
Do not criticise the child or young person for not disclosing sooner or for allowing the
alleged abuse to take place.
Do not confront the alleged abuser yourself.
Report the alleged abuse to your ministry leader as soon as possible and do not discuss the
matter with anyone else.
Check on the immediate safety of the child or young person.

Procedure when there is an allegation that a church worker has
abused a child or young person.
•
•
•
•
•
•
•

The allegation is reported to the ministry leader as soon as possible, within 24 hours.
The ministry leader, together with the informant, reports it to a pastor within 48 hours.
If the church worker suspected of abuse is a pastor, it is reported to the chair of the elder’s
board who will then proceed as outlined for the Pastor in the following steps.
The Pastor is to report it to the Chair of the elders’ board within 48 hours.
The church worker suspected of abuse may be suspended while an investigation is being
done.
The Pastor will consult with the appropriate outside support agencies in investigating the
allegations e.g. the Police or Oranga Tamariki.
If a church worker is found guilty of abuse, they will step down from their position and will
no longer be permitted to work with children or young people at the church. If the church
worker is found guilty of abuse is a staff member, this may result in immediate dismissal.

Procedure when abuse by a parent or caregiver is suspected.
•
•
•
•

The suspicion is reported to the ministry leader within 48 hours.
The ministry leader, together with the informant, reports it to the Pastor within 48 hours.
If child abuse is suspected, the Pastor will report it to the appropriate outside agency e.g.
the Police or Oranga Tamariki.
The parent will be informed by the police or Oranga Tamariki.

Procedure when the suspected abuse has occurred outside the
family.
•
•
•
•
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The suspicion is reported to the ministry leader within 48 hours.
The ministry leader, together with the informant, reports it to the Pastor within 48 hours.
The parents are informed before any further action is taken.
In consultation with the parents, the suspected abuse is reported to the Police or Oranga
Tamariki.
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Record Keeping
•

•
•
•
•
•

•

The informant will make a factual record of all observations and communications related to
the disclosure. It is important to only include what was said, seen, or heard, as this may
become a legal document.
This record will be made as soon as possible after the disclosure.
The record will be concise and will include date and time of the disclosure and the
informant’s relationship to the child or young person making the disclosure.
The informant should sign the record.
This record will remain confidential to those involved in the investigation.
A factual written record will be kept of the entire process. This will include the date and
time that the incident was reported, to whom it was reported, and the name and signature
of the person doing the reporting for each step of the process.
Support will be offered through pastoral care to the victim of child abuse and their family,
the alleged perpetrator and their family, the informant, as well as all church workers
involved in any child abuse investigation.

Further Sources of information
http://www.childmatters.org.nz/
https://www.orangatamariki.govt.nz/

Name
Signature
Position
Signed Date
Review Date

Annually

Initial all pages as read
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CHILD ABUSE REPORTING PROCEDURE
Disclosure to church worker about alleged abuse by another church worker

Child or young person
discloses to a church
worker (informant)
Make sure the child is safe

Informant reports it to
the ministry leader
within 48 hours

Informant makes a
record of the disclosure

Ministry leader and
informant report to Pastor
within 48 hours

Pastor reports to
Chairperson of Elders’
within 48 hours

Pastor consults with outside
support agencies for the
investigation

Person accused may be
asked to step down

If the allegation is proved to be
correct The worker will step
down permanently. If a staff
member, immediate dismissal
may result
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CHILD ABUSE REPORTING PROCEDURE
Procedure when the suspected abuse has occurred outside the family

Child or young person
discloses to a church
worker (informant) OR
abuse is suspected
Make sure the child is safe

Informant reports it to
the ministry leader
within 48 hours

Informant makes a
record of the disclosure

Ministry leader and
informant report to Pastor
within 48 hours

The parent/caregiver is
informed before further
action is taken

In consultation with the
parents, the suspected abuse is
reported to the Police or
Oranga Tamariki.
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CHILD ABUSE REPORTING PROCEDURE
Procedure when abuse by a parent or caregiver is suspected

Child or young person
discloses to a church
worker (informant)
Make sure the child is safe

Informant reports it to
the ministry leader
within 48 hours

Informant makes a
record of the disclosure

Ministry leader and
informant report to Pastor
within 48 hours

Pastor reports to
Chairperson of Elders’
within 48 hours

Pastor consults with outside
support agencies for the
investigation
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Te Awamutu Bible Chapel (TABC)
Suicide Discloser Policy and Procedure
Practice Policy for discussion with a person who has disclosed suicidal
ideation
Any suggestions a person may make about feeling like suicide, wanting to kill themselves or “not
wanting to be here” requires further discussion and investigation.
Be direct about asking them if they want to kill themselves.
Ask if they have a plan
How long have they been feeling like this?
Does anyone else know they feel this way?
Who are the people that know?
What have they tried to do about this, what help have they had? Have they talked to a professional
about this e.g. a G.P. psychologist etc.
It is appropriate at this stage to refer on immediately.
Explain to the person you need to tell someone else as it is part of the practice procedures we have
in place at TABC. If the person who is hearing the disclosure is a young person it would be best at
this point for them to involve an older adult from the team and explain this is mandatory practice.
(This could also be a pastor, supervisor of the ministry or a counsellor).
Suggest they nominate a person in their life you can talk to about the disclosure.
Assure them about confidentiality other than who absolutely needs to know. If it is a person 17 and
under this needs to be a family member unless they are already living independently then it is up to
your discretion and what you both think will work best.
If they say they have told someone else it is still best to check this out and ask to talk to the person
who knows.
Many people become distressed when it is suggested someone else needs to know. Regardless of
this and with gentle encouragement most people come round to realising they need help and it is
your responsibility to alert family or friends about their illness. In fact it can be a relief for many to
unburden themselves and have others involved. This is especially true for our young teens.
Encourage the nominated person to seek help from a professional for this person if this hasn’t
already happened.
Helen Morris (counsellor at TABC) is available for consultation about any disclosure made to staff
and ministry leaders.
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Te Awamutu Bible Chapel (TABC)
Aggravated Conflict Management
Policy Statement
Workers are to understand how to protect themselves if a situation, beyond their control, arises.

Responsibilities
The [Manager or Designated Person] is Responsible for:
•
•
•

Ensuring workers are aware that this kind of behavior will not be tolerated, and they are to
feel that their safety and health is paramount to the TABC
Taking reasonably practicable steps to ensure workers are aware of what to do to protect
themselves should the need arise
Providing assistance as required at the time of an incident and during rehabilitation, as
required

Workers are Responsible for:
•
•
•
•

Ensuring their own actions or inactions do not harm themselves or others
Being aware of policy and who to gain assistance from when required
Providing information if they feel unsafe with any client or at any client premises
Reporting any incident that occurs and completing incident forms for the H&S register and
advising the [Manager or Designated Person] as soon as practicable

Information for Workers
Workers are not expected to take verbal or physical abuse from any person. If a situation
arises within the workplace boundaries, you are to follow the procedures outlined below:

•

Remove yourself from the incident and get into a safe position; and/or

•

Call for help; and/or

•

Call 111 for Police assistance (or ambulance if required); and/or

•

Phone the office and advise the situation, ask if any other workers can assist or are able
to collect you or your car if required

Aggravated or Armed Robbery
Be professional
•
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Your life and safety are worth more than money.
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•
•
•

Make sure that every person knows and has thought about what they would do in the
event
Follow the procedure below
Aim to ensure the offender leaves without harming anyone.

Note: Most robberies take less than one minute.

Procedure
•
•
•
•
•
•
•
•

Stay calm.
Do what you are told.
Consider all firearms to be real and loaded.
Carefully note the offenders' description, but don't stare.
If it is safe, note the direction the offenders go and the vehicle description and
registration number.
As soon as the offenders leave, dial 111 and ask for Police.
Stop people entering the area used by the offenders.
Ask witnesses to wait until Police arrive and speak with them.

Remember
•

Don't play 'the hero'

•

Don't resist

•

Don't make sudden movements, talk to, or stare at the offenders

•

Don't chase the offenders

•

Don't touch anything the offenders may have touched.

Sources of Further Information
http://www.victimsupport.org.nz
http://www.police.govt.nz/contact-us/how-report-crime

Signed x___________________________________________ Date ___________
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Te Awamutu Bible Chapel (TABC)
Lockdown Policy and Procedure
Policy Statement
Staff and Volunteers are to understand, if a serious threat arises, how to secure the building to
protect all those inside.

Perceived Risks could be:
•
•
•

Armed or violent offender/s
Stray dangerous animals
Police or Authorities request the need to lockdown

Responsibilities
The [Manager or Designated Person] is Responsible for:
•
•
•

Decisions made to lockdown the building when the threat requires.
Taking reasonably practicable steps to ensure all are aware of what to do to protect
themselves should the need arise
Communication with the Police and authorities.

Volunteers are Responsible for:
•
•

Communicating with a Manager or staff if a perceived risk is identified.
Following the procedures as required

Procedures in an event of a Lockdown required
For Non Armed Threats and Police Requested Lockdowns
•
•
•
•
•
•
•
•

Lock all external and internal doors and close all the curtains
Leaders are to stay with their groups
Remain calm and reassuring
Move the group into the nearest enclosed space away from the windows.
These could be
Audi 1
Audi 2
Internal offices
Behind the stage

Use the attendance register or sign in sheet to check that everyone is with you.
Keep all the group together and contained in the area
37
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Ensure that the emergency services have been notified.
Normal activity can only recommence after the all-clear has been given.
After the all-clear, parents/caregivers can come and pick up their children in the usual manner

Active Armed Offender Guidelines
Contents
Introduction ............................................................................................................................................ 3
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Definitions ............................................................................................................................................... 3
Overview of an active armed offender incident ..................................................................................... 3
Characteristics..................................................................................................................................... 3
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How to respond .................................................................................................................................. 4
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Hide ................................................................................................................................................. 4
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Initial response .................................................................................................................................... 5
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Information gathering ......................................................................................................................... 6
APPENDIX A - Lockdown procedure........................................................................................................ 7
APPENDIX B – Active Armed Offender Guidelines for crowded place.................................................... 8
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Introduction
This document has been written in response to the 15 March 2019 mosque attacks in Christchurch,
New Zealand and is written to give procedures to assist TABC in managing potential attacks of a
similar nature.

Purpose of the policy
This policy is written to provide guidelines should TABC be targeted for an Active Armed Offender
situation. The following guidelines are directed to minimise the number of potential victims should
such an event occur.
This policy is to be read alongside the Active Armed Offender Guidelines for Crowded Places:
Australia-New Zealand Counter Terrorism Committee document, Appendix B.
An Active Armed Offender alert is a fluid situation that can and will likely change extremely quickly.
Following the ‘Escape, Hide, Take Action’ guidelines will provide the best means of minimising or
potentially eliminating the threat an active armed offender poses.

Definitions
Active Armed Offender: An armed offender who is actively engaged in killing or attempting to
kill people, and who demonstrated their intention to continue to do so while having access to
additional potential victims.
The weapons that an armed offender uses is not limited only to firearms or stabbing/cutting
weapons. It can involve any weapon that is capable, when used, to inflict serious harm and/or
death.
Code word: The code word is a word that would not be used within normal conversation in
the context of the church location. This code word should be known by all ministry leaders
and is to be communicated to the police to be recorded on their system against the property.
Improvised Explosive Device (IED): A device made or placed in an improvised way that
incorporates destructive, lethal, noxious, pyrotechnic or incendiary chemicals and is designed
to destroy, incapacitate, harass or distract.
Lockdown: Procedure to securely minimise contact of the general public with an active armed
offender by creating barriers.

Overview of an active armed offender incident
Characteristics
An active armed offender will attempt to kill or injure as many people as possible in the shortest
period of time. They will therefore target places with the greatest number of people in close
proximity.
The sudden and rapid nature of active armed offender incidents find them over within a relatively
short period of time. Approximately 70% of incidents will end within five minutes of starting.
The Christchurch mosque attack (2019) was over within six minutes leaving 49 people dead at that
time (another individual later died from his injuries). Police arrived on the scene six minutes after
the first 111 call.
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For this reason, it is important to move quickly and swiftly to put as many people as possible into
locked rooms. People should not search for members of their family or friends; they should
immediately follow the Escape, Hide or Take Action protocols.

General features
While there have not been any consistent features of active armed offender incidents in New
Zealand or Australia, there have been some common elements identified from other international
incidents;
•

Active armed offender incidents generally occur in places where the offender is presented
with a large number of potential victims;
The majority of active armed offender incidents evolve rapidly and resolve quickly;
Many active armed offenders will continue to inflict injury or death until some form of
intervention occurs;
Most incidents will not be resolved through negotiation or peaceful means.

•
•
•

How to respond
There are three general guidelines that should govern the response of individuals involved in an
active armed offender incident; Escape, Hide, Take Action.

Escape
Your priority in an active offender incident is to remove yourself and those with you from
any potential harm; this may involve escaping the building or simply the immediate area
you are in.
If you and those in your care are capable and it is safe to do so, look to escape the initial area
and continue to move away from the area until you are in a place of safety. Do not attempt to
take valuables with you and look to leave the building through the safest escape route.
Do not attempt to return to the TABC buildings unless directed to do so by Police staff.
•
•
•
•

Leave your belongs behind (except your cell phone)
Stay away from open areas or evacuation points
If possible, direct others to places of safety or evacuation
Getting out of sight is a priority in an active offender incident

Hide
If you do not believe that you can safely evacuate, you should look to hide yourself and
those with you out of sight.
If you are not in a position to escape, then you should attempt to hide yourself and those in
your care. Make every step to keep yourself and those in your care out of sight of the active
armed offender.
Consider the following:
•
•
•
•
•
•
•
40

Look to lock the doors immediately to the room in which you are situated
Turn off lights and remain silent
Seek to hide in darkened corners out of sight of the main entrance
If possible, block entrance ways with various obstacles (chairs, desks, bookshelves)
If possible, cover windows to obstruct view
Turn cell phones on to silent
If possible, phone emergency services on 111 and advise of your location
Initals _____

updated 16 April 2020

You should constantly be assessing and reassessing your current options. If the possibility
arises to escape the building safely, then look to do so.
Remain hidden until Police arrive. The code word RAMBO will be used to initiate an
evacuation. The code word is not to be initiated by TABC personnel unless directed to do so
by the Police.

Take Action
In extreme circumstances, actions may be necessary to prevent further injury or death.
This option should only be seen as a last resort.
If the necessity and opportunity arise, the option may be available to take action against the
active armed offender. This should only be considered in extreme circumstances where the
escape or hide options are not available.

TABC response procedure
Initial response
At first sighting, a member of our team needs to loudly call out RAMBO. This phrase will be used to
initiate a lockdown procedure at TABC as defined in Appendix A. This code word should be
communicated to all areas to the building in the fastest possible manner.
Upon hearing the code word, ministry personnel should look to initiate the lockdown procedures for
the building. Every step taken to limit the access an offender has to potential victims in an incident
will be crucial as the incident unfolds.

Police response
The New Zealand Police and specifically their Armed Offender Squads are trained for Active Armed
Offenders. Upon receipt of a call, Police will respond to TABC.
They are trained to systematically search the premises for the Active Armed Offender. To do so,
they will likely move past both the injured and the deceased. Their initial priority must be to
eliminate the ongoing threat that the offender poses.
Once the Police have located and eliminated the threat, they will then turn to the rescue of
individuals.
As they approach a locked room, they will use the code word [insert code word]. This phrase means
that it is safe to open the door to Police staff. If there is any doubt to the legitimacy of this code
word, contact the emergency responders on 111 and confirm the situation is clear.
Once Police personnel have made physical contact with you, follow their instructions as they lead
you out of the building.
In certain situations, the threat may be isolated enough for the Police to begin moving people to
safety. The code word RAMBO will still be used to get doors unlocked. In these circumstances,
please follow their directions.

Information gathering
Any information that individuals at TABC can provide the first responders will be critical in
responding to an active armed offender incident.
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For this reason, any descriptions of the offender(s) and their weapons will be of use. If you are
unable to speak to the emergency responders on 111 at the time, take note of any information that
you can to pass on at a later time.
Some of the information to consider;
•
•
•
•
•
•
•
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Number of offenders
Description of offender(s)
Clothing and baggage of offender(s)
Any weapons the offender is carrying
Location of the offender
Location of victims
Any IED’s; their description and location
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APPENDIX A - Lockdown procedure
The following lockdown procedures should be followed for the designated areas. All ministry
leaders are required to know and rehearse these procedures on a regular basis.

Foyer
1.
2.
3.
4.
5.

Call RAMBO to warn others
Press the ‘locks’ on the front doors (if possible)
Leave the foyer area if possible to another area of TABC
If possible, and in safety, call 111
Follow Escape, Hide, Take Action procedures

Audi 1
1.
2.
3.
4.
5.

Call RAMBO to warn others
Close all entry doors to Audi 1 and block with table and/or chairs
Close all the curtains
If possible, and in safety, call 111
Follow Escape, Hide, Take Action procedures

Audi 2
1.
2.
3.
4.
5.

Call RAMBO to warn others
Close all entry doors to Audi 2 and block with table and/or chairs
Close all the curtains
If possible, and in safety, call 111
Follow Escape, Hide, Take Action procedures

Classrooms
1.
2.
3.
4.

Call RAMBO to warn others
Close and lock all doors and block if possible
If possible, and in safety, call 111
Follow Escape, Hide, Take Action procedures

Church offices
1.
2.
3.
4.
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Call RAMBO to warn others
Close and lock all doors and block if possible
If possible, and in safety, call 111
Follow Escape, Hide, Take Action procedures
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APPENDIX B – Active Armed Offender Guidelines for crowded place
The above policy and procedure document for TABC should be read in conjunction with the Active
Armed Offender Guidelines for crowded places document from the Australian-New Zealand CounterTerrorism committee.
https://www.nationalsecurity.gov.au/Media-and-publications/Publications/Documents/activearmed-offender-guidelines-crowded-places.pdf

1

Information included in this policy drawn from Australia-New Zealand Counter-Terrorism committee
document Active Armed Offender Guidelines for crowded places; and National Counter Terrorism Security
Office (UK) document Counter Terrorism Protective Security Advice for places of worship.

Signed x___________________________________________ Date ___________
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Te Awamutu Bible Chapel (TABC)
Social Media Policy
This policy provides guidelines for employees and volunteers to follow when they use social media
tools on behalf of TABC, or when TABC becomes part of a social media dialogue.
New social media tools emerge regularly. This policy applies to all forms of social media: those
currently in use and those that TABC may adopt at any time.

Use of Social Media
All TABC policies, including harassment, confidentiality and software use policies, apply to the use of
social media.
TABC’s official social media participation is managed by the (social media team, an individual, a
ministry committee, etc.). This (team, individual, committee) is responsible for regularly posting
information on the ministry’s behalf and for monitoring and responding to posts on these pages.
Ministry employees who misuse the ministry’s social media resources in ways that violate the law or
other ministry policies are subject to disciplinary action.

Social Media Guidelines
Social media postings should not disclose sensitive or confidential information, unless the person
that the information concerns has given written consent to share such information. This might
include medical information or other personal matters.
Social media representatives should refrain from posting photos of individuals — or identifying the
individuals — on the ministry’s official social media pages without their prior written consent which
may be given by email or text. Social media representatives are responsible for disabling the
“tagging” of individuals in photos posted on the ministry’s page. If the photos include location
information, this information is to be removed as well.
Social media representatives will respect copyright and fair use laws, making sure that they have
permission or authority to use content before posting it. Simply giving credit to the author will not
protect the ministry from a possible copyright infringement claim.
Social media representatives will monitor the page at least once per (measure of time), removing
content that is obscene, embarrassing, abusive, or otherwise objectionable. If any posted material
appears to be illegal (example: child or elder abuse, etc.), social media representatives should
contact their supervisor and other appropriate authorities.
When communicating with youth via social media, employees and volunteers should follow the
ministry’s youth communication policy.
In addition, ministry workers and volunteers who serve in children and youth ministries should keep
their professional image in mind. Online conduct and behaviour affects this image. TABC discourages
staff members and volunteers from accepting invitations to “friend” youth members within personal
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social networking sites. Contacting youth members outside the ministry’s youth group page may
create risks for the ministry workers and alter the dynamic between a youth leader and youth.
Employees and volunteers are personally responsible for the content they publish online, including
content they publish through their own social media pages. Employees should be sure to identify
themselves as part of the ministry staff, including their role at TABC and make it clear that they are
speaking for themselves, not officially for the ministry.
As an employee or volunteer of TABC, remember that your online posts have the potential to affect
the ministry, even those you make on a personal level. For this reason, we ask that you conduct your
online interactions in accordance with the Employee / Volunteer Handbook, the ministry’ statement
of faith, and code of conduct.
In the event of a crisis, contact the social media leader, church leadership and the church attorney
before responding to any posting or comments related to the crisis.

Signed x___________________________________________ Date _____________
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Te Awamutu Bible Chapel (TABC)
Policy and Procedures on Theft and Fraud
Prevention
The Reason for Detailed Documentation and Procedures
This document sets out the policy and procedures of TABC against theft and fraud, together with the
steps to be taken where any of these offences are suspected or discovered.
This document applied to all staff, elders, treasurer, trustees and volunteers, as they all have a
responsibility to protect the physical and financial resources of TABC against theft and fraud.

Statement of Commitment
TABC will strive to ensure that its financial and administrative processes are carried out and reported
honestly, accurately and transparently.
TABC is a body of believers and funds and resources obtained, stored and used are not available for
individual gain outside contractual arrangements, therefore prudence in the management of these
resources for the wider use of TABC is paramount.
Everyone at TABC has a responsibility for putting these principles into practice and for reporting any
breaches they discover. The way breaches are dealt with affects the reputation of TABC and it’s
leadership and is therefore highly important.

Definitions
Fraud is the intention of making a gain or causing a loss to another person or organisation by way of:
a. Making an untrue or misleading statement;
b. Failing to disclose information when there is a legal duty to disclose it; or
c. Abusing a position of trust.
Theft is dishonestly appropriating property belonging to another with the intention of permanently
depriving the other of it. This would include false accounting.

Responsibilities
TABC elders, treasurer and trustees are responsible for establishing and maintaining a rigorous
system of internal controls. As preventative measures against fraud and theft, the elders,
treasurer and trustees require the staff and volunteers to ensure that:
a. The churches physical resources are kept secure and accounted for;
b. The churches financial systems are designed to prevent and detect the occurrence of
fraud;
c. Staff and volunteers who are formally delegated responsibility for the custody of physical
and financial resources at {Church} are proven competent to carry out such
responsibilities and that such persons are held accountable for the proper execution of
their responsibilities;
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d. All staff and volunteers of TABC are aware of their responsibilities to immediately inform
the elders, treasurer or trustees should they suspect or become aware of any improper or
fraudulent actions by staff, suppliers, contractors, volunteers or other persons associated
with TABC;
e. To assess the types of risks involved in the operations for which staff and volunteers are
responsible for;
f. Review the control systems regularly for these risks;
g. Ensure that controls are being complied with and systems continue to operate
effectively; and
h. Implement new controls to reduce the risk of similar fraud occurring where frauds have
taken place.
Every TABC staff or volunteer is responsible for:
a. Becoming aware of the TABC Policy and Procedures on Theft and Fraud Prevention;
b. Acting with propriety in the use of TABC resources and the handling and use of funds
whether they are involved with cash, receipts, payments or dealing with suppliers;
c. Being alert to the possibility that unusual events or transactions could be indicators of
theft and fraud’;
d. Alerting the appropriate person when they believe there is an opportunity for fraudulent
activity through poor procedures or lack of effective oversight;
e. Reporting details immediately if they suspect that a fraud has been committed or see any
suspicious acts or events; and
f. Cooperating fully with whoever is conducting internal checks or reviews or fraud
investigations.

Procedures
In the event of an allegation of theft or fraud, any elder, treasurer, trustee, staff or volunteer who
suspects a theft or fraud has been committed shall act in accordance with the following
procedures:
a. Report to the Chair of the leadership of TABC by way of a written summary of the
event(s), detailing the nature of the allegation, the person(s) involved and the amount of
money, property or service fraudulently misused or stolen;
b. The Chair of the leadership will decide within 48 hours of receiving the written summary
whether to further investigate, and how any investigation will be undertaken; and
c. Decide on the initial actions to be taken including consulting with the person who
provided the information and, if appropriate, confidentially consulting with other senior
members of staff or key volunteers about the person who is the subject of the allegation;
d. On the basis of advice received and after consultations, if any, the Chair shall decide
whether or not a prima facie case of theft or fraud exists, and if not, to document this
decision and record that no further action is to be taken.
e. The Chair shall then carry out the following procedures:
i. Investigate the matter further;
ii. If a prima facie case is thought to exist to continue with their investigation;
iii. Invoke any disciplinary procedures contained in the contract of employment
should the person be a staff member;
iv. Lay a compliant with the New Zealand Police;
v. If necessary, commission an independent expert investigation;
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vi. In the case of fraud, require a search for written evidence of the possible
fraudulent action to determine the likelihood or not of such evidence;
vii. Seek legal advice; or
viii. Inform the auditors.
f. If a case is considered to exist, the Chair or a person designated by them shall, unless
another course of action is more appropriate:
i. Inform the person in writing of the allegation that has been received and
request a meeting with them at which their representative or
representatives are invited to be present;
ii. Meet with the person who is the subject of the allegation of theft or fraud
and their representatives to explain the complaint against them;
iii. Obtain a verbal or preferably written response (all verbal responses must be
recorded as minutes of that meeting, and the accuracy of those minutes
should be attested by all persons present); and
iv. Advise the person in writing of the processes to be involved from this point
on.
g. At the conclusion of the investigation, the events will be documented in a confidential
report which will be provided to the leadership and external auditor as appropriate.
Recommendations may be made to enhance internal control procedures.
h. TABC recognises that supposed or actual instances of theft or fraud can affect the rights
and reputation of the person(s) implicated and TABC. All matters related to the case shall
remain strictly confidential with all written information kept secure. Should any
delegated staff member or volunteer or any other staff member or volunteer disclose
information the Chair shall consider if that person(s) are in breach of confidence and if
further action is required. Any action the Chair considers must be in terms of the
applicable conditions contained in their contract or code of responsibility by which the
staff member is bound.
i. The Chair affirms that any allegation of theft or fraud must be subject to due process,
equity and fairness. Should a case be deemed to be answerable then the due process of
the law shall apply to the person or persons implicated.
j. Any intimation or written statement made on behalf of TABC and related to any instance
of supposed or actual theft or fraud shall be made by the Chair who shall do so after
consultation with elders, trustees, treasurer and senior staff and /or volunteers where
appropriate, and if considered appropriate after taking expert advice.
Signed x___________________________________________ Date _____________

NAME:
SIGN:
POSITON:

Chair of the elders

SIGNED DATE:
REVIEW DATE:
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Te Awamutu Bible Chapel
Credit Card Policy
Introduction
The Board agrees that it has a responsibility to ensure that credit card expenditure incurred by the
Church must clearly be linked to the business of the Church.
The Board has agreed on the fundamental principles of this Policy, and has delegated responsibility
for the implementation and monitoring of this Policy to the Lead Pastor.
The Board requires the Lead Pastor, as the Board’s most senior employee, to implement and
manage this Policy.
The Lead Pastor may, from time to time, further delegate some of their responsibilities, and all such
delegations must be attached as appendices to this policy.
This Policy must be read in conjunction with other Board Policies, and the exercising of all authority
and responsibilities conferred under this Policy must align with other Board Policies.

Process for Issue of Credit Cards
•
•
•
•

Credit cards should only be issued to staff members after being authorised by the Board.
A register of cardholders should be maintained.
The limits set for credit card use should not exceed the overall financial delegation of the
cardholder. Any variations require Board approval.
Prior to the card being issued, the recipient must be given a copy of this policy and be
required to sign it off to signify that they have read and understood it.

Procedures to be Followed when Using the Card
•
•

The credit card is not to be used for any personal expenditure.
The credit card will only be used for:
• payment of actual and reasonable travel, accommodation and meal expenses
incurred on church business; or
• purchase of goods where prior authorisation from the Board is given.

•

All expenditure charged to the credit card should be supported by:
• A credit card slip
• A detailed invoice or receipt to confirm that the expenses are properly incurred on
church business
• For expenditure incurred in New Zealand of value greater than $50 (including GST)
there should also be a GST invoice to support the GST input credit
The credit card statement should be certified by the cardholder as evidence of the validity of
expenditure.
Authorisation for the expenditure should be obtained on a one-up basis (for example the
Lead Pastor should authorise any travel by the Youth Pastor and the Board should authorise
any travel by the Lead Pastor). Cardholders are not allowed to approve their own
expenditure.

•
•
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•

All purchases should be accounted for within 5 working days of receiving a credit card
statement.

Cash Advances
•
•
•

Cash advances are not permitted except in an emergency.
Where cash advances are taken, the cardholder must provide a full reconciliation, with
receipts wherever possible, of how the cash was used.
Any unspent monies must be returned to the church.

Discretionary Benefits
•

Any benefits of the credit card such as a membership awards programme are only to be
used for the benefit of the church. They should not be redeemed for personal use.

Cardholder Responsibilities
•
•
•
•
•

The cardholder should never allow another person to use the card.
The cardholder must protect the pin number of the card.
The cardholder must only purchase within the credit limit applicable to the card.
The cardholder must notify the credit card company and the school immediately if the card
is lost or stolen.
The cardholder must return the credit card to the church upon ceasing employment there or
at any time upon request by the Board.

Approval
•
•

When the Board approved this Policy it agreed that no variations of this Policy or
amendments to it can be made except with the unanimous approval of the Board.
As part of its approval the Board requires the Lead Pastor to circulate this policy to all staff
and ministry leaders, and for a copy to be included in the Church Policy Manual, copies of
which shall be available to all staff. The church policy manual shall also be made available to
all church members at their request. The Board requires that the Lead Pastor arrange for all
new staff to be made familiar with this Policy and other policies approved by the Board.

Signed: Board Chairperson ______________________________________
On behalf of, and with the authority of the Board on _________________
Signature Section for Prospective Cardholders
I have read and understood this policy and agree to abide by it.
Signed x___________________________________________ Date ___________
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TE AWAMUTU BIBLE CHAPEL (TABC)
VEHICLE POLICY & PROCEDURES
Safe Driving
Purpose
To ensure that workers who drive vehicles in the course of their work demonstrate safe, efficient
driving skills and other good road safety habits at all times and to maintain all company vehicles in a
safe, clean and roadworthy condition to ensure the maximum safety of the drivers, occupants and
other road users as well as reduce the impact of company vehicles on the environment – this also
applies to personal vehicles used for work purposes.

Scope
The policy is applicable to all workers driving both personal and company vehicles for work
purposes.

Responsibilities
The [Manager or Designated Person] is responsible for encouraging safe driving by:
•
•
•
•
•
•
•
•
•

Checking the suitability of Drivers (over 25, full licence for more than 3 years)
Checking vehicle and trailer for legal requirements
Encouraging driving in convoy to assist with breakdowns and directions
Forbidding the use of mobile phones in vehicles while driving, except when using hands free
devices
Encouraging regular breaks while driving
Ensuring the PCBU is informed if existing workers become unlicensed
Providing Defensive Driving Training (not applicable)
Providing an instruction card in all vehicles in the event of an accident
Providing a first aid kit for each organisation vehicle

Workers are responsible for
•
•
•
•
•
•
•
•
•
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Ensuring they hold a current driver licence for the class of vehicle they are driving and this
licence is carried when driving a company vehicle
Paying for all speeding or infringement fines obtained
Immediately notifying their [Manager or Designated Person] if their driver licence has been
suspended or cancelled or has had limitations placed upon it
Being responsible and accountable for their actions when operating a company vehicle or
driving for the purposes of work
Displaying the highest level of professional conduct when driving a company vehicle
Complying with traffic legislation when driving
Assessing hazards while driving and anticipate ‘what if’ scenarios
Driving within the legal speed limits, including driving to the conditions
Wearing a safety belt at all times
Never driving under the influence of alcohol or drugs, including prescription and over the
counter medication if they cause drowsiness – to do so will merit disciplinary measures
Initals _____
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•
•

For adhering to the legal requirements for driving with regards to the use of substances (e.g.
alcohol and other) – to so will result in disciplinary measures
Avoiding distraction when driving – the driver will adjust car stereos/navigation
devices/mirrors etc. before setting off, or pull over safely in order to do so

If a worker is driving their own vehicle for the purposes of work, the same policies
apply. In addition:
•

The car must be legally registered, warranted and insured for the purposes of work – the
worker must show evidence of this on request

•

The worker must not carry loads for which the vehicle is unsuited, nor may they carry more
passengers than for whom there are seat belts
Sources of further information
http://www.nzta.govt.nz/resources/roadcode/
http://www.newzealand.com/int/feature/driving-road-rules-and-safety/
http://www.newzealand.com/int/feature/driving-in-new-zealand/
http://www.nzta.govt.nz/resources/roadcode/about-driving/dealing-with-hazards.html
http://www.aa.co.nz/about/safety-on-the-roads/decade-of-action/four-ways-to-be-a-safer-driver/

Church Vehicle Use
Booking for the vehicles will need to be made through the church office
•
•
•
•
•
•
•
•

•
•
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Vehicle keys will be available for collection from the church office and must be returned to
the office again as soon as practicable following use.
The keys will only be available to the approved driver
Drivers must be 25 years of age or over to comply with the terms of insurance and have a
clean licence.
Each driver is responsible to check the fuel/oil and water on the day of use.
The driver is responsible to check WOF, registration and RUC status if applicable.
For long trips, the number of passengers must justify the van's use.
Following use the vehicle driver will ensure that the vehicle is left in a clean and tidy
condition with all rubbish removed and any spills or dirt cleaned from the floor and surfaces.
All road rules will be followed
a) The van will be driven with due care and within the speed limit.
b) Every traveller will wear a seat belt when the vehicle is in motion/on the road. All children
in car seats/booster seats are to have 3-point safety belts or harnesses.
c) Unless the driver has the appropriate licence (7) no more than twelve (12) persons
(including the driver) will be carried.
Any traffic offences incurred are the responsibility of the driver of the vehicle at the time the
offence occurred.
The driver may be responsible for the costs involved in the event of accidental damage, if it
is caused through the driver's carelessness.
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•
•

When the vehicle is used to transport children, there will be a support person with the
vehicle driver at all times for the protection of both the passengers and the van driver.
All church vehicle drivers must read and sign a copy of the TABC Vehicle Policy confirming
they know what the policy states and that they agree to abide by the policy.

Vehicle Accident
In a case of being involved in a vehicle accident you are to follow this recommended procedure
•
•
•
•
•
•
•
•
•
•
•
•

Stay calm
Make yourself safe by moving off the road if possible
Turn the ignition off if possible
If you can’t get out of the vehicle, keep your seatbelt on
Be careful of undeployed airbags
Check for injuries and administer First Aid if required
Call 111 if injuries require an ambulance
Use warning signs hazard lights to warn other motorists when possible
Call the Police even if the accident is minor
Identify any witnesses of the crash
Look for details and take notes and pictures
Notify the manager as soon as possible

Driver Fatigue Management Plan
Our church is committed to ensuring workers do not compromise safety performance by
undertaking driving while impaired by fatigue or stress. The following Fatigue & Stress Policy applies
to workers.
1. Hours of Driving
•

No person shall drive any longer than 12 hours daily.

2. Rest Breaks
•
•

No driving period shall exceed 2 hours without a 10 min break.
All workers to have a minimum 30 minutes break after each 4 hour work period.

Declaration
I have read over and understood the vehicle procedures. I am aware of the hazards/risks associated
with my work and the control put in place for each hazard. Anything I am unsure about I have asked
the person conducting the training.
Name of person conducting training x___________________________________
Signed x_______________________________ Date x______________________
Name of employee/ worker/contractor/or employee of a contractor or subcontractor/volunteer
x________________________________________________________________
Signed x___________________________________ Date x__________________
54

Initals _____

updated 16 April 2020

TE AWAMUTU BIBLE CHAPEL (TABC)
TRAILERS POLICY & PROCEDURES
Safe Driving
Purpose
To ensure that workers who tow TABC trailers in the course of their work demonstrate safe, efficient
driving skills and other good road safety habits at all times and to maintain all company vehicles in a
safe, clean and roadworthy condition to ensure the maximum safety of the drivers, occupants and
other road users as well as reduce the impact of company vehicles on the environment – this also
applies to personal vehicles used for work purposes.

Scope
The policy is applicable to all workers driving both personal and company vehicles for work
purposes.

Responsibilities
The [Manager or Designated Person] is responsible for encouraging safe driving by:
•
•
•
•
•
•
•
•
•

Checking the suitability of Drivers (over 25, full licence for more than 3 years)
Checking vehicle and trailer for legal requirements
Encouraging driving in convoy to assist with breakdowns and directions
Forbidding the use of mobile phones in vehicles while driving, except when using hands free
devices
Encouraging regular breaks while driving
Ensuring the PCBU is informed if existing workers become unlicensed
Providing Defensive Driving Training (not applicable)
Providing an instruction card in all vehicles in the event of an accident
Providing a first aid kit for each organisation vehicle

Workers are responsible for
•
•
•
•
•
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Ensuring they hold a current driver licence for the class of vehicle they are driving and this
licence is carried when driving a company vehicle
Paying for all speeding or infringement fines obtained
Immediately notifying their [Manager or Designated Person] if their driver licence has been
suspended or cancelled or has had limitations placed upon it
Being responsible and accountable for their actions when operating a company vehicle or
driving for the purposes of work
Displaying the highest level of professional conduct when driving a company vehicle
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•
•
•
•

•
•

Complying with traffic legislation when driving
Assessing hazards while driving and anticipate ‘what if’ scenarios
Driving within the legal speed limits, including driving to the conditions
Wearing a safety belt at all times
Never driving under the influence of alcohol or drugs, including prescription and over the
counter medication if they cause drowsiness – to do so will merit disciplinary measures
For adhering to the legal requirements for driving with regards to the use of substances (e.g.
alcohol and other) – to so will result in disciplinary measures
Avoiding distraction when driving – the driver will adjust car stereos/navigation
devices/mirrors etc. before setting off, or pull over safely in order to do so

If a worker is driving their own vehicle for the purposes of work, the same policies
apply. In addition:
•
•

The car must be legally registered, warranted and insured for the purposes of work – the
worker must show evidence of this on request
The worker must not carry loads for which the vehicle is unsuited, nor may they carry more
passengers than for whom there are seat belts

Sources of further information
http://www.nzta.govt.nz/resources/roadcode/
http://www.newzealand.com/int/feature/driving-road-rules-and-safety/
http://www.newzealand.com/int/feature/driving-in-new-zealand/
http://www.nzta.govt.nz/resources/roadcode/about-driving/dealing-with-hazards.html
http://www.aa.co.nz/about/safety-on-the-roads/decade-of-action/four-ways-to-be-a-safer-driver/

Church Trailer Use
Booking for the trailers will need to be made through the church office
•
•
•
•
•
•
•
•
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Trailer keys will be available for collection from the church office and must be returned to
the office again as soon as practicable following use.
The keys will only be available to the approved driver
Drivers must be 25 years of age or over to comply with the terms of insurance and have a
clean licence.
The driver is responsible to check WOF and registration are current.
Traileers are not to be towed further than 2 hours travel time from Te Awamutu.
Following use the vehicle driver will ensure that the trailer is left in a clean and tidy
condition with all rubbish removed and any spills or dirt cleaned from the floor and surfaces.
All road rules will be followed
a) The trailer will be towed with due care and within the speed limit.
Any traffic offences incurred are the responsibility of the driver of the vehicle at the time the
offence occurred.
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•
•

The driver may be responsible for the costs involved in the event of accidental damage, if it
is caused through the driver's carelessness..
All drivers that are towing church trailers must read and sign a copy of the TABC Trailer
Policy confirming they know what the policy states and that they agree to abide by the
policy.

Vehicle Accident
In a case of being involved in a vehicle accident you are to follow this recommended procedure
•
•
•
•
•
•
•
•
•
•
•
•

Stay calm
Make yourself safe by moving off the road if possible
Turn the ignition off if possible
If you can’t get out of the vehicle, keep your seatbelt on
Be careful of undeployed airbags
Check for injuries and administer First Aid if required
Call 111 if injuries require an ambulance
Use warning signs hazard lights to warn other motorists when possible
Call the Police even if the accident is minor
Identify any witnesses of the crash
Look for details and take notes and pictures
Notify the manager as soon as possible

Driver Fatigue Management Plan
Our church is committed to ensuring workers do not compromise safety performance by
undertaking driving while impaired by fatigue or stress. The following Fatigue & Stress Policy applies
to workers.

Hours of Driving : No person shall drive any longer than 12 hours daily.
Rest Breaks

: No driving period shall exceed 2 hours without a 10 min break.
: All workers to have a minimum 30 minutes break after each 4 hour work period

Trailer Operation Information
The trailers present a number of safety challenges
•
•

•
•
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Inexperienced people not knowing how to connect them safely.
Poor knowledge of how to use the trailer brakes, or what the brake collar is for or how it is
used – brake collar disables brakes to allow backing, brake collar must be swung outward to
enable brakes when towing forward.
Overloading the towing vehicle – easy to fit 4-5 tonnes of household items in the large
trailer, and yet many vehicles only rated to tow 2000Kg braked trailers.
The small trailer is unbraked, and most vehicles are not approved to tow an unbraked trailer
weighing more than 400Kg, and yet the small trailer probably weighs more than that even
when it is empty.
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•
•
•

Poorly loaded trailers – too much weight at the front or the back can produce a very
unstable load, or overload the towing vehicle, or lift weight off the back wheels.
Inexperience in driving with a large weight behind a vehicle, for example not knowing to
slow well before a sharp bend, or when approaching a downhill section of road.
Damage done to the trailer, especially the wheels and tyres when cornering and striking
kerbs and obstacles due to not anticipating the trailer swings inside the vehicle track.

All drivers that are towing trailers will be assessed and trained if necessary, to do so safely.

Procedures for Trailer Use
The TABC trailers must only be used by a person 25 years old or over and having a full driving license
for more than three years.

Large Trailer
Picking up the Trailer
Read these instructions and sign to confirm that you have read them.
•
•
•
•
•
•
•

The person using the trailer must know the maximum towing capability of the vehicle they
are using to tow the trailer – maximum braked and unbraked trailer weights.
The person using the trailer must calculate the weight that they can carry in the trailer, by
subtracting the weight of the trailer from their vehicle’s maximum towing capability.
The person using the trailer must agree not to exceed the maximum towing capability of
their vehicle when using the trailer.
Obtain the trailer lock key from Reception.
Back car toward tow coupling on the trailer – checking that the trailer coupling is higher than
the tow ball on your vehicle. Lift the trailer coupling using the jockey wheel if required.
Release the trailer handbrake if it is safe to do so.
By backing your vehicle, or by manoeuvring the trailer, position the trailer coupling over the
tow ball of your vehicle.

Brake Collar (shown
in position for backing.
Flip out for towing fwd.)

Neck lock handle

Trailer Handbrake
Lever (shown with
handbrake ‘on’)

Coupling Safety
Latch (padlock used to
secure latch)
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•

•

•
•
•
•

When the tow ball is situated over the tow ball, remove the padlock from the coupling
safety latch. Then release the coupling safety latch using your thumb, and lift the neck lock
out by lifting the neck lock handle, and at the same time, retract the jockey wheel to lower
the trailer coupling onto the tow ball.
When you are sure that the tow ball is fully home within the coupling, allow the neck lock to
retract and ensure that the safety latch engages. Check that the coupling has correctly
captured the tow ball by lifting the trailer tow bar. Place the padlock through the safety
latch to secure the coupling on the tow ball.
Release trailer handbrake and remove wheel chocks when safe to do so.
Retract the jockey wheel fully, and release the jockey wheel latch, then rotate the jockey
wheel to horizontal, and latch the jockey wheel in that configuration.
Connect the safety chain to the vehicle tow bar using the largest sized “D” shackle that will
fit the chain and hole in the vehicle tow bar.
Connect the electrical connector to the towing vehicle.

Using the Trailer
The vehicle driver is responsible to ensure that the trailer when empty or loaded does not exceed
the maximum towing capability of their vehicle, and is responsible to ensure that the trailer is loaded
in such a manner that the vertical load on the vehicle tow bar is not negative and is not exceeded,
and to ensure that the weight distribution within the trailer is safe, i.e. heavy items over or forward
of the axles.
•
•

•
•
•
•

Check that the brake lights, indicators, number plate light and rear red lights are working.
Check that the trailer handbrake is released prior to towing. Re-engage the handbrake when
parked and when loading or unloading the trailer. Use chocks when loading the trailer on a
slope.
Jockey wheel to be retracted and locked horizontal when towing.
Brake collar to be engaged (rotated over brake mechanism shaft) when backing the trailer.
Brake collar to be disengaged (rotated outward) when driving forward.
Allow for the additional weight of the trailer when considering travelling speed toward
corners, downhill sections of roads, when approaching a school or a school bus or other
places where children may be near the road.

Returning the Trailer
•
•
•
•
•
•
•
•
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Park the trailer in the designated trailer parking bays.
Chock the wheels of the trailer.
Engage the trailer handbrake.
Disconnect the electrical plug
Disconnect the safety chain
Unlatch the jockey wheel and rotate to the vertical position and re-latch the jockey wheel.
Using the jockey wheel lift the weight of the trailer off the tow bar of the towing vehicle.
Remove the padlock from the coupling safety latch.
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•

•
•
•
•

Release the coupling safety latch, and lift the neck lock, while lifting the trailer using the
jockey wheel. The coupling should lift off the tow ball. Ensure that the coupling is well clear
of your vehicle tow ball before driving away.
Replace the padlock in the coupling safety latch.
Drive your vehicle forward and clear of the trailer.
Return key to reception.
Report any accidents or incidents when using the trailer in the TABC Accident/Incident Log.

Small Trailer
Picking up the Trailer
Read these instructions and sign to confirm that you have read them.
•
•
•
•
•
•
•

•

•
•
•
•

The person using the trailer must know the maximum towing capability of the vehicle they
are using to tow the trailer – maximum braked and unbraked trailer weights.
The person using the trailer must calculate the weight that they can carry in the trailer, by
subtracting the weight of the trailer from their vehicle’s maximum towing capability.
The person using the trailer must agree not to exceed the maximum towing capability of
their vehicle when using the trailer.
Obtain the trailer lock key from Reception.
Back car toward tow coupling on the trailer – checking that the trailer coupling is higher than
the tow ball on your vehicle. Lift the trailer coupling using the jockey wheel if required.
By backing your vehicle, or by manoeuvring the trailer, position the trailer coupling over the
tow ball of your vehicle.
When the tow ball is situated over the tow ball, remove the padlock from the coupling.
Then lift the neck lock out by lifting the neck lock handle, and at the same time, retract the
jockey wheel to lower the trailer coupling onto the tow ball.
When you are sure that the tow ball is fully home within the coupling, allow the neck lock to
retract. Check that the coupling has correctly captured the tow ball by attempting to lift the
trailer tow bar off the tow ball. Place the padlock through the coupling to secure the
coupling on the tow ball.
Remove wheel chocks when safe to do so.
Retract the jockey wheel fully, and release the jockey wheel latch, then rotate the jockey
wheel to horizontal, and latch the jockey wheel in that configuration.
Connect the safety chain to the vehicle tow bar using the largest sized “D” shackle that will
fit the chain and hole in the vehicle tow bar.
Connect the electrical connector to the towing vehicle.

Using the Trailer
The vehicle driver is responsible to ensure that the trailer when empty or loaded does not exceed
the maximum towing capability of their vehicle, and is responsible to ensure that the trailer is loaded
in such a manner that the vertical load on the vehicle tow bar is not negative and is not exceeded,
and to ensure that the weight distribution within the trailer is safe, i.e. heavy items over or forward
of the axles.

60

Initals _____

updated 16 April 2020

•
•
•
•

Check that the brake lights, indicators, number plate light and rear red lights are working.
Use chocks when loading the trailer on a slope.
Jockey wheel to be retracted and locked horizontal when towing.
Allow for the additional weight of the trailer when considering travelling speed toward
corners, downhill sections of roads, when approaching a school or a school bus or other
places where children may be near the road.

Returning the Trailer
•
•
•
•
•
•
•
•

•
•
•
•

Park the trailer in the designated trailer parking bays.
Chock the wheels of the trailer.
Disconnect the electrical plug
Disconnect the safety chain
Unlatch the jockey wheel and rotate to the vertical position and re-latch the jockey wheel.
Using the jockey wheel lift the weight of the trailer off the tow bar of the towing vehicle.
Remove the padlock from the coupling.
Lift the neck lock, while lifting the trailer using the jockey wheel. The coupling should lift off
the tow ball. Ensure that the coupling is well clear of your vehicle tow ball before driving
away.
Replace the padlock in the coupling.
Drive your vehicle forward and clear of the trailer.
Return key to reception.
Report any accidents or incidents when using the trailer in the TABC Accident/Incident Log.

Declaration
I have read over and understood the trailer procedures. I am aware of the hazards/risks associated
with my work and the control put in place for each hazard. Anything I am unsure about I have asked
the person conducting the training.

Name of person conducting training x____________________________________
Signed x___________________________________ Date x______________________
Name of employee/ worker/contractor/or employee of a contractor or subcontractor/volunteer
x__________________________________________________________________
Signed x_____________________________________ Date x__________________
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Te Awamutu Bible Chapel (TABC)
Discrimination, Harassment and Bullying
Policy
(The following should be read in conjunction with an employee’s employment contract. The
employee’s employment contract takes precedence over this document)
Our organisation is committed to maintaining a positive working environment and culture, where
diversity is appreciated, and all people are respected and valued.
We regard discrimination, harassment or bullying of any kind as unacceptable.
This applies whether this behaviour comes from, or is directed at, an employee, contractor,
consultant, member or a visitor

Why we have this policy:
It makes good sense for our organisation to address undesirable behaviours, as they can be
detrimental to both the health of the affected employee/s and productivity. In addition, undesirable
behaviours in the workplace can constitute a work-related hazard, which our organisation has a
legislative duty to manage.

Who this policy applies to:
The policy covers behaviours that may occur in the workplace, between work associates, during
work events (such as a conference or training) and outside the workplace if it is in the context of the
employment relationship or affects the workplace.

Specific practice: Discrimination harassment, and bullying
In this policy, discrimination and harassment have the definitions as set out in the Human Rights Act
1993 and the Employment Relations Act 2000, which are summarised below. The bullying definition
is from WorkSafe NZ’s definition in their best practice guidelines (2014).

Discrimination:
Where a person is disadvantaged on the grounds of sex, marital status, religious belief, ethical belief,
colour, race, ethnic or national origins, disability, age, political opinion, employment status, family
status or sexual orientation.

Harassment:
Where a person is subjected to repeated inappropriate behaviour, direct or indirect, whether verbal,
physical or otherwise, at the place of work and/or in the course of employment that:
•
•

62

expresses hostility against or intimidates or ridicules them
is unwanted, hurtful and offensive to the employee, and affects their performance or job
satisfaction.
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This is most commonly sexual or racial harassment (both specifically defined in ERA) but can include
other forms.

Bullying:
Unreasonable and repeated behaviour towards a person or group that creates a health and safety
risk.
Repeated behaviour is persistent and can include a range of actions.
Unreasonable behaviour covers actions which a reasonable person wouldn’t do in a similar
circumstance, including victimising, humiliating, intimidating or threatening a person. A single
incident isn’t considered bullying but can escalate if ignored.
Bullying includes cyberbullying - where technology (internet, mobile phone, digital camera etc.) is
used as a means to bully. The Harmful Digital Communications Act (2015) sets out serious
consequences if electronic communications are used with the intent to cause harm, and includes 10
communication principles, many of which relate specifically to harassing, discriminatory or bullying
behaviour.
NOTE: These terms are not mutually exclusive, so harassment and discrimination can be part of
bullying.

Prevention and Management
This policy, and the WorkSafe NZ guidelines which support its application, look to ensure all staff and
volunteers:
Understand our commitment to a positive workplace and that unacceptable behaviour will not be
tolerated under any circumstances
Have access to the information and resources they need to better understand harassment, bullying
and discrimination
Know how to raise a concern or complaint, and the options available to them.

Managing Complaints
Our organisation will establish procedures for making and managing complaints to ensure any
complaint or query is treated confidentially, taken seriously and acted on promptly. (using WorkSafe
NZ guidelines)
There is a preference for appropriately tailored solutions. For example, exploring lowkey solutions
before formal actions are taken if this is appropriate, or proceeding straight to a formal investigation
if necessary.
We will ensure the principles of natural justice are applied and both parties are treated fairly, and
respected and supported through the process.
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Disciplinary Action
If an allegation of harassment, bullying or discrimination is proven through a formal employment
investigation process, the behaviour may amount to misconduct or serious misconduct, and could
result in disciplinary action.
We would not expect any negative consequence for a staff member or volunteer making a
complaint (known as victimisation). However, if a staff member or volunteer raises a complaint that
is found to be fictitious or vexatious, our organisation may take disciplinary action against them.

Signed x_________________________________________ Date___________
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Te Awamutu Bible Chapel (TABC)
Complaints Procedure
Policy
TABC respects the right of any person involved with the church to have an avenue for their
complaint to be received and managed in a professional manner.

General Principles
Take all allegations seriously
Act promptly
Set timelines and deal with reports/complaints as soon as you can after you receive them.

Clearly communicate the process
Tell everyone involved what the process is.
Let the people involved know if there are delays to timelines.

Ensure non-victimisation
Protect the people involved from victimisation.

Support the people involved
Anyone involved can have a support person present at interviews or meetings (eg health and safety
representative, their union, colleague, friend).
Tell everyone involved what support is available to them (eg do you have an employee assistance
programme, health and safety representatives?).

Maintain privacy (confidentiality)
Maintain privacy for all parties involved.
Ensure details of the matter are only known to those directly concerned (except their representative
or support person).

Be unbiased and fair
Treat the people involved fairly.
Get someone unbiased and trained to look into the allegation.
Make decisions on how to deal with the allegation based on the facts.
Clearly tell the people involved what you are going to do (taking into account privacy).

Procedures
On receiving a complaint either verbal or formal the management will follow the procedure below.
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Consider the information provided: get a clear description of the behaviour/incident- the more
specific information the better.

Decide what approach to take: taking into account the seriousness of the issue. You can take
one or more approaches.
•
•

•

Take a low-key approach such as talking directly to the subject of the complaint to
remind them of the code of conduct, and values of the church.
Take an informal approach such as; you or a trusted third party talking to the subject of
the complaint about the allegations; or you organizing early mediation resulting in an
agreement understood by all parties.
Take a formal approach: suggest using this approach for reports of serious misconduct, if
you receive a formal complaint or if the person making the complaint requests it.

Mediation can be used as part of informal or formal approaches. Mediation involves a trained and
impartial mediator sitting with all parties concerned to try to get an agreement and a way forward.
Mediation can be used early on in the situation or at other times (eg after a formal complaint has
been investigated)
Both parties should request and agree to participate.
You can run in-house mediation or use an external mediator. The Ministry of Business, Innovation
and Employment (MBIE) provides a free, confidential and impartial mediation service for employers
and employees. For more information see :
https://www.employment.govt.nz/resolving-problems/steps-to-resolve/mediation/what-ismediation

Note: More information about these steps can be found in WorkSafe’s good practice
guidelines Preventing and Responding to Bullying at Work [PDF, 897 KB].

Example of a Formal Approach
You can use the approach outlined below to investigate allegations of bullying or other unreasonable
behaviour. It’s important that workers clearly understand what to expect. The investigation should
happen as soon as possible after the complaint is received, and embrace the general principles
described earlier to ensure fairness for both parties.

You receive a Formal Complaint
Inform the subject of the complaint as soon as possible after a complaint has been received
Support everyone involved
Maintain privacy
Decide if you need to take interim measures to ensure the safety and welfare of the people
involved in the investigation. Interim measures may include suspension of the subject of the
complaint pending the outcome of an investigation, or reassignment to other duties until an
investigation is complete.
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You appoint an Investigator. The investigation takes place.
Choose the investigator (ideally someone who is trained to carry out investigations and is
unbiased/not involved in the incident).

Investigator decides on the process and timelines and tells everyone involved.
Investigator interviews all parties involved and any eyewitnesses and reviews any relevant
documentation to determine the facts.

Investigator gives the subject of the complaint reasonable opportunity to respond to the
allegations/concerns.

Investigator gives you a written report on their findings and recommended solutions.

You decide what to do
Meet with the people involved separately to discuss the recommended actions.
Give them a copy of the report and tell them about their right to appeal and what the process is to
do this.

Tell the person who made the report/complaint your decision/actions (taking into account the
privacy of the subject of the complaint).

Tell the people involved what your processes are if either is unhappy with your final decision.

You follow up with the parties involved
Check the wellbeing of the people involved for a period of time.

You use the findings of the investigation to improve your control
measures.
Review and improve control measures if your control measures are not minimising the likelihood
of the incident happening again.

Note: More information about these steps can be found in WorkSafe’s good practice
guidelines Preventing and Responding to Bullying at Work [PDF, 897 KB].

Who can help
At times, you or the parties to the complaint may wish to seek external help. This could happen if
someone is not satisfied by your actions, or when the behaviour is best dealt with externally (eg acts
of violence should be dealt with by the Police).
The following laws and the government agencies can help under different circumstances.

Signed x_________________________________________ Date___________
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Te Awamutu Bible Chapel
Informal report of unreasonable behavior
This form is for workers to informally report behavior that has upset them to their organisation.
Record the details of the behavior below and give the completed form to the appropriate person in the organisation.
Name

Add name here.

When did it happen?

Click here to enter a date.

Where did it occur?

Add location(s) here.

Who was present?

Add name(s) here.

What happened?

Enter details here.

Who did what?

How did this behaviour make you feel?

Explain how the behaviour made you feel here.

How has this behaviour affected your work?

Explain how the behaviour has affected how you work here.

Have you taken any actions? If so, what?

Choose yes or no with the arrow.
If yes, detail the actions you’ve taken here.

As a result of this report, what do you want to
happen?

Add what you want to happen here.

Signed x_________________________________________ Date___________
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Te Awamutu Bible Chapel
Bullying formal complaint form
This form is for workers to lay a formal complaint with their organisation.
Record the details of the complaint below and give the completed form to the appropriate person in the organisation.
Name

Add name here.

When did it happen?

Click here to enter a date.

Where did it occur?

Add location(s) here.

Who was present?

Add name(s) here.

What was said and who said what?

Enter details here.

Why do you think it is bullying?
- It’s unreasonable because:

Explain why it’s unreasonable behavior here.

- It’s repeated because:

Explain why it’s repeated behavior here.

- It’s endangered my health or safety because:

Explain how the behaviour has endangered your health here.

Who witnessed this incident?

Add name(s) here.

How did this incident make you feel?

Explain how the behaviour made you feel here.

How has this incident affected your work?

Explain how the behaviour has affected how you work here.

Have you taken any actions? If so, what?

Choose yes or no with the arrow.
If yes, detail the actions you’ve taken here.

As a result of this complaint, what do you want
to happen?

Add what you want to happen here.

Signed x_________________________________________ Date___________
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Te Awamutu Bible Chapel (TABC)
Smoke-Free Working Environment
It is a requirement of the Smoke-free Environments Act 1990 that all PCBUs have a written policy on
smoking for all areas occupied by the PCBU and frequented by workers.
TABC management recognises that the use of tobacco and smoking presents a health hazard that
can have serious implications for both the smoker and the non-smoker and that smoking habits may
have life-long adverse consequences. TABC supports a safe and healthy environment.

Purpose
This policy was developed to meet the requirements of the Smoke-free Environments Act 1990 and
the Smoke-free Amendment Act 2003 and is based on the following principles:
Everyone is entitled to a smoke-free environment in all areas normally used for work.
Everyone who does not smoke, or who does not wish to smoke in their place of work, must, as far as
is reasonably practicable, be protected from tobacco smoke in their place of work.
The implementation of this policy depends on everyone responding courteously to the desire for a
smoke free environment.

Management are Responsible for
The maintenance of smoke-free signage.

All workers are responsible for
Adhering to all aspects of the smoke-free working environment policy

Procedures
Smoke-free buildings
Smoking in buildings is prohibited as it endangers the safety of others, creates an unhealthy
environment and causes damage to property. In the event that a worker chooses to smoke, a
designated area, such as a sheltered balcony outside of the premises, should be used.

Passive smoking
Smoking is permitted in outside areas, providing the smoker keeps their distance from people and
close windows and doors within their close proximity to aid in the protection of others with regards
to smoke drift and passive smoking.

Complaints
Complaints regarding smoking and suggestions or complaints regarding a smoke-free environment
should be brought to the attention of the [Manager or Designated Person].

Signed x_________________________________________ Date___________
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Te Awamutu Bible Chapel (TABC)
Connect Group Policy & Procedure
Connect Group ministry is an important area of church life by Loving the Church and Loving the Lost.
Most rely on the generosity of people opening their homes for gatherings. However, any time a
group of people gathers for fellowship, food, and fun, there is an element of risk involved.
Due to the risks involved, although low risk, it’s also important for churches to develop a process to
distinguish Connect Groups working under the authority of church (church approved) from those
that are independent of church oversight.

For Church Approved Connect Groups
It’s a good idea to have policies/procedures in place that require ministry leaders to regularly
monitor them to ensure best practices, as referenced below.
Connect Group ministry leaders should be aware that the church, as well as the Connect Group
leader or host, might be the target of an investigation if someone were injured during a church
approved home group activity which they lead or host.
This does not need to be an over the top process, rather a commonsense approach and at regular
training nights for home group leaders, make sure you mention health and safety in the home.

For Independent Groups
Ministry leaders might decide to offer training, support, and oversight to the hosts/leaders. If such
an offer is accepted, such a group might then be recognised as a church approved group. If, on the
other hand, the group refuses such assistance, its leaders should be politely advised that they are
not formally approved by the church and are "on their own" from a liability perspective.

So to assist your Connect Group ministry here are some important things to consider when
conducting Connect Group meetings:

Home Safety
Are there defects or dangers in the home where the group meets that participants should be made
aware of (i.e. frayed carpet; loose handrails on stairs; uneven pathways; bad lighting)?
Is there any work being done on the house, which could propose a hazard? (i.e. scaffolding from
painting, holes dug in the ground)
Is the entrance way free from clutter so that people can enter and exit easily?
Do you have any pets? Are large dogs restrained?
Are there any special risks like swimming pools or trampolines? What are the guidelines for use of
these?
Are appropriate safety measures taken in rooms where small children will play (i.e., outlet covers,
gates to block stairs, etc.)?
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Childcare
Parents are ultimately responsible for the safety of their children. Are the parents participating in
the Connect Group comfortable with childcare arrangements, including the individual(s) who will be
supervising?
Does the Connect Group leader need a copy of the church’s child supervision policy? This can help
communicate the church’s commitment to child safety and guide the Connect Group leader in
making appropriate childcare arrangements for small group activities.

Food
Do any Connect Group participants (including children) have food allergies? If so, what are they?
Does the Connect Group host know what measures must be taken in the event of an allergic
reaction?

Should an accident/incident happen during a Connect Group provide your Connect Group leaders
with an Accident Investigation form, and instructions on who they need to notify.

I/we have read the above guidelines and as Connect Group leaders we will do our utmost to abide
by these guidelines and abide by the churches Health & safety policy.

____________________________________
Connect Group Leader

____________________________________
Date
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