SAFETY REQUIREMENTS FOR CONTRACTORS

Introduction
HEALTH AND SAFETY IN EMPLOYMENT ACT 1992
What does the Health and Safety in Employment Act 1992 mean for NZ Post?
The aim of the Health and Safety in Employment Act of 1992 (HSE Act) is to prevent harm to
employees at work. To do this, it imposes duties on employers, employees, principals and
others, and encourages employers to be excellent health and safety managers. It also
provides for the making of regulations and codes of practice.

The following are key points regarding compliance with NZ Post’s health & safety
requirements
•

Our Goal is ZERO injuries and all hazards managed – please make these yours

•

We expect all contractors to comply with all rules and regulations as outlined by the New
Zealand Transport Agency (NZTA)

•

Take all practicable and reasonable precautions to protect yourself and your
employees/sub-contractors and from any harm. This includes the public/customers if
appropriate to the area.

•

You, NZ Post and its contractors have legal responsibilities regarding health and safety. All
contractors are expected to comply with relevant health and safety legislation, codes of
practice, NZ Post requirements, rules and procedures.

•

Contractors will be assessed for performance with regard to both their health and safety
record and their compliance with NZ Post procedures.

•

All accidents, near misses, incidents (hazards) and equipment/plant damage shall be
reported immediately occurring in places controlled by you using the correct reporting
procedures as outlined in this induction.

•

First aid kits are required in all “company vehicles”

•

Keep a register of all harms and then report and control all hazards that you identify.

•

Have emergency procedures in place that your staff and subcontractors can use if
necessary.

•

Ensure that other people are adequately warned of potential hazards through proper use
of signs, barriers or other means as appropriate.

•

Make sure you, your staff and your subcontractors know the hazards associated with the
specific work and site.

•

Make sure your subcontractors work in a safe way and have adequate health and safety
procedures.

•

All contractors and their drivers are to have the correct current licenses for the vehicles
they are driving and the loads they are carrying

•

All vehicles must have all legal requirements current i.e. WOF, COF, REG and RUC as
required
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Responsibilities & Compliance
Legal Responsibilities
The Health and Safety in Employment Act 1992 defines a ‘principle’ as any person
who engages any other person, other than an employee, for gain or reward.
Every principle is required to take all practicable steps to ensure that no employee of a
contractor or sub-contractor is harmed while doing work they engaged them to do.
Many of the duties in the Health and Safety in Employment Act are qualified by the words "take
all practicable steps". This phrase applies to the general duties that must be carried out by
employers, employees, self-employed people, people in control of workplaces, and
"principals", who are people who engage contractors to carry out work for them.
These people are required to take all steps that are reasonably practicable. A step is
practicable if it is possible or capable of being done. Whether a step is also reasonable takes
into account:
•
•
•
•

The nature and severity of any injury or harm that may occur;
The degree of risk or probability of injury or harm occurring;
How much is known about the hazard and the ways of eliminating, isolating or
minimising the hazard; and
The availability and cost of safeguards.

The degree of risk and severity of potential injury or harm must be balanced against the cost
and feasibility of the safeguard. The cost of providing safeguards has to be measured against
the consequences of failing to do so. It is not simply a measure of whether the person can
afford to provide the necessary safeguards. Where there is a risk of serious or frequent injury
or harm, a greater cost in the provision of safeguards may be reasonable.

Degree of Care
NZ Post as an employer and ‘principle’ is responsible for the health and safety of
people who are not its employees. If we hire any contractor we must take all
practicable steps to ensure that no employee of that contractor is harmed while doing
any of the work the contractor was engaged to do.
Contractors also have legal responsibilities towards themselves, their staff,
subcontractors and the general public to ensure harm does not occur.
A contractor who sublets work to a sub-contractor also has duties of a principal.
Comments about how to work out what is ‘reasonable practicable’ made earlier apply.
The degree of care we need to take will depend upon what activities are carried out by
the contractor. The contractor must be told about any activities or hazards that are
unsafe and maybe harmful.

Original Issue:
05/06/2012
Next Review Date: 05/06/2013

Version 2.4
Doc No 3.26
12

Responsibilities & Compliance cont
OSH Criteria
The Department of Labour (DOL) who monitor the Act advise employers who are
principals to take the following steps:
1.
2.
3.
4.

Have health and safety performance requirements written into all contracts.
Have selection procedures for contractors and sub-contractors.
Have induction training for contractors so they are familiar with all hazards on site.
Monitor the performance of the contractors.

To fulfil its obligations NZ Post needs to assess the health and safety performance of
contractors on an ongoing basis with:
•
•

The contractor’s safety record
The contractors standard of compliance with legal and NZ Post’s requirements for
health and safety.

Purpose of this kit
As a contractor to NZ Post you are asked:
•
•
•

To make certain declarations regarding health and safety
To undergo induction so that you understand our requirements
To comply with requirements and procedures.

Assistance
If you need assistance with regard to health and safety management matters please
contact:

Marie Snowball
WAIKATO MAIL CENTRE
LEVEL Ground Floor
28 DUKE ST
HAMILTON

Original Issue:
05/06/2012
Next Review Date: 05/06/2013

Version 2.4
Doc No 3.26
12

NZ Post Statement of Commitment
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Accident and Incident Reporting
Procedures
All injuries must be reported.
This includes all:




Personal Injuries
Property Damage
Near Misses

If any harm occurs to you, an employee, a subcontractor, or any other person you must use
NZ Post’s procedures for reporting harm. This event reporting form is called an HS1.

See Appendix One
You must also use your Company’s procedure for investigation, reporting and follow-up of all
accidents. NZ Post will require a copy of your reporting documents.
Remember – You must not disturb the scene of a serious harm accident until permission to do
so has been obtained from DOL, except as necessary to render first aid and prevent further
harm.

If serious harm or potentially serious harm incidents occur:
All serious harm and incidents that could have caused serious harm occurring while
you are engaged on NZ Post work must be reported by using……NZ Post's
procedures, as well as, your procedures.
•

Notify OSH as soon as practicable if actual serious harm occurs.

•

Notify the designated NZ Post personnel for the job as soon as practicable.

•

Complete appropriate documentation (HS1) and send to NZ Post personnel

•

It is your legal responsibility to investigate accidents to your staff. Results of your
own investigation must be provided to us on request. NZ Post may also conduct
an investigation depending on circumstances. You should assist fully with this.

If harm (not serious) occurs:
•

Use your own system to record all instances of harm. We may ask to see your
records of harm occurring on NZ Post jobs from time to time.
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Safety Rules for Contractors
1.

All contractors must comply with relevant health and safety legislation and codes of
practice

2.

All contractors must be inducted to our health and safety management system so that
they understand what is required of them

3.

All contractors are required to comply with our health and safety management system.

4.

Contractors must report instances of harm that occur on NZ Post contract work to us by
using the correct procedure.

5.

Contractors must work in a professional manner, bearing in mind the health and safety
procedures, implications of their activities.

6.

As principals, contractors are responsible for the
•
•
•

Selection
Induction
Supervision of any subcontractors they may engage

7.

Passengers shall not ride on material hoists, moving platforms, fork hoists or similar
equipment.

8.

Contractors working away from staffed NZ Post facilities:
•

Must have procedures in place to deal with emergency situations that may arise in
the course of work.

•

Your staff and sub-contractors must know the procedures.

•

The necessary facilities to carry out the procedures must be available.
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Hazard Reporting Procedures
What is a hazard?

Legal definition:

“Hazard” means an activity, arrangement, circumstance, event, occurrence, phenomenon,
process, situation, or substance (whether arising or caused within or outside a place of work)
that is an actual or potential cause or source of harm: and ‘hazardous’ has a corresponding
meaning.

What is a significant hazard?

Legal definition:

“Significant hazard” means a hazard that is an actual or potential cause or source of –
(a) Serious harm, or
(b) Harm (being harm that is more than trivial) the severity of whose effects
on any person depend (entirely or among other things) on the extent or
frequency of the person’s exposure to the hazard: or
(c) Harm that does not usually occur, or usually is not easily detectable, until
a significant time after exposure to the hazard.

10.1

Control of Hazards
If you identify a new hazard you should take all practicable steps to:
•
•
•

Eliminate it, or if not practicable to eliminate it;
Isolate it, or if not practicable to isolate it;
Minimise the possibility of it causing harm.

This may require interim measures pending a decision on how best to manage the
hazard.

10.2

Reporting Hazards

•

As a contractor, you are responsible for identifying and controlling hazards relating to your
work that you and your staff may face or create in the course of your work.

•

You must at all times ensure that people are adequately warned by way of signs, barriers
and/or other means where the work is likely to present potential hazards.
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First Aid Equipment and Personnel
As a contractor, you are legally responsible for providing first aid facilities for use by
yourself and your staff,
If your work is of such a nature that specialised first aid equipment or materials may be
needed, it is your responsibility to provide it.

Protective Clothing and Equipment
Where applicable:
• Contractors are responsible for providing and using the required protective clothing and
equipment to ensure safety e.g. Hi Viz Vest or Safety footwear.
• Where hazards may affect other people in the vicinity, you must advise them so that they
may vacate the area, or equip themselves with the correct protective gear.
• Contractors have the right (and a responsibility) to instruct people not suitably
• protected to leave the area while the hazard is present

Compliance
To show you have read and understood NZ Post’s rules and regulations, it is expected you
read and sign the:
YELLOW® DISTRIBUTION - SAFETY REQUIREMENTS FOR CONTRACTORS
Failure to comply with any Safety & Wellbeing initiatives, legislative or Codes of Practice whilst
on any NZ Post contract work will be treated as serious misconduct and as such could result in
the contractor being formally investigated by a designated safety & wellbeing specialist. The
outcome could be the contractor is no longer required to work for NZ Post or any of it
subsidiaries.
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Appendix One
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