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1. Introduction 
The Health & Safety at Work Act 2015 (HSWA) is the New Zealand workplace health & safety 

law. 

This Act introduced new responsibilities for managing work related tasks that could cause 

serious injury, illness or even death. HSWA recognises that we all need to contribute and 

work together to maintain high standards of health & safety. Furthermore it acknowledges 

that individuals, business and government must take leadership, participation and 

accountability responsibility to ensure that everyone who goes to work comes home safe 

and healthy. 

For the purposes of this legislation any organisation that is classed as a PCBU (person 

conducting a business or undertaking) must comply fully with the act. A PCBU may be a 

person if a sole trader or self-employed, however it usually refers to a business entity such 

as a company which has been conducted with a view to making a profit, or an undertaking 

such as a not-for-profit organisation which is not profit making or commercial in nature. 

However the following scenarios are not classed as PCB’s: 

1. Officers of a business or undertaking  

2. Workers 

3. Home occupiers unless operating a business at home 

4. Volunteer organisations (do not employ staff) including Sports Clubs 

Is WENZ Inc a PCBU and so required to be compliant with the H&S Legislation? 

Are we a business wanting to make a profit ?  

                                                                                                                            No 

 

                                                                                                               Are we an Undertaking? 

                                No 

 

     Are we a Volunteer organisation?                                                          Yes 

 

                                                                                                            Are we a Sports Club? 

                                                                                Yes 

                                  Therefore no legal requirement to be compliant with the HSWA 
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Given the fact that WENZ Inc is a volunteer Sports organisation we currently have no liability 

under the act.  

However, we are required to have a Health & Safety Policy to underpin our Public liability 

and Indemnity Insurance policy. Consequently this Health & Safety manual has been 

developed based on the guiding principles of intent, Hazard and Risk management and 

continuing quality improvement principles contained in the New Zealand legislation. 

WENZ Inc Health & Safety Framework 
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2. Health and Safety Policy 

Purpose 
The health, safety and welfare of our members, volunteers, participants, visitors and the 
general public is of prime importance to Working Equitation New Zealand (WENZ Inc.). It is 
WENZ Inc’s intention to meet the legislative requirements and to strive for excellence in 
health and safety management as they apply to a non PCBU (Person conducting a business 
or undertaking) and in order to meet the expectations of our Insurers. 

Policy 
It is the policy of WENZ Inc, so far as is reasonably practicable, to protect the health, safety 
and welfare of all our members, volunteers, participants, visitors and other people during all 
our activities, and to act in compliance with the Health and Safety at Work Act 2015, NZ 
Standards and Approved Codes of Practice.  
 
The WENZ Inc. Committee (the leadership team) will ensure that a Health and Safety 
management system is established, maintained and regularly reviewed for continuous 
improvement.  

Procedure 

WENZ Inc’s Responsibilities 
WENZ Inc. will take all practical steps to effectively manage hazards and risks arising from 
its activities and/or activity sites. In particular WENZ Inc will: 

● provide and implement a comprehensive health and safety management system 
● manage hazards and associated risks at all events so as to reduce the risk of injury                

or illness 
● provide induction and supervision in health and safety procedures for all new 

members and volunteers to ensure they are aware of hazards and follow safe 
procedures  

● ensure injuries and incidents (including near misses) are accurately reported, 
investigated, and ensure relevant learning is implemented to reduce the likelihood of 
them happening again. If appropriate WorkSafe NZ is to be notified.  

● have emergency plans and procedures in place 
● foster and encourage health and safety awareness through provision of safe working            

practice resources for all members and the general public  
● ensure  members and volunteers are aware of their responsibilities for health and 

safety 
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● ensure that contractors' health and safety management systems are in place and that 
their activities are carried out in a manner that ensures the safety of members, 
volunteers, participants and visitors 

● ensure signage relating to health and safety and emergency procedures are clearly 
displayed at WENZ Inc events. 

Member and Volunteer Responsibilities 
All WENZ Inc members and volunteers have responsibilities under the legislation 

requiring that no action, or inaction by them, causes harm to themselves or any 
others at the event. In particular WENZ Inc requires all members and volunteers to: 

● follow all instructions, rules and procedures while at an event 
● report all injuries, incidents and near misses as soon as practicable after the event 
● report any identified risks to health and safety or any concerns about health and 

safety 
● wear protective clothing and equipment as and when required 
● not report for duty or participate, under the influence of alcohol or drugs  

  
 

Related Information 
Hazard ID and Risk Register 
Health and Safety Improvement Plan 
Incident form 
Incident, Accident and Near Miss policy 
Injury Investigation policy 
Governance and Risk policy 
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3. Governance 

Health and Safety Governance and Leadership 

Purpose 

To provide an effective governance framework that sets out how the Working Equitation New 
Zealand (WENZ Inc) Leadership Committee will implement and maintain health & safety 
governance and exercise due diligence to ensure that WENZ Inc  complies with the Health 
and Safety at Work Act 2015 as far as it is applicable to them.  

Despite the fact that WENZ Inc is A Sports club with members participating for the 
enjoyment of the sport and run by volunteers only, the nature of our Sport (that includes our 
equine partners) and our wish to provide liability and indemnity insurance for our members, 
necessitates that we exercise best practice and due diligence for the Health & Safety of our 
members, volunteers, participants and the general public at our activities/events. 

Policy 

WENZ Inc is committed to: 

● ensuring a safe and healthy working environment that complies with the Health and 
Safety at Work Act 2015 (HSWA)  

● promoting good health, safety processes 
● the highest level of risk management in accident and injury prevention 

 

Procedure 

Terms and Definitions 

1. Reasonably Practicable 

 “Reasonably practicable” is what a reasonable person would do in a particular situation. 
Best practice means taking reasonably practicable steps to minimise risk. This includes: 

● determining what risks are caused by the  work activity undertaken by the 
organisation 

● considering how likely the risks are 
● taking appropriate action that is proportionate to the injury or illness that could occur 
● implementing well-known and effective industry practices 
● involving members, volunteers, participants and visitors in identifying and controlling 

risks 
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2. Person Conducting a Business or Undertaking (PCBU)  

For the purposes of the Health and Safety at Work Act 2015, an organisation must be 
classed as a Person conducting a Business or Undertaking (PCBU) to be subject to the 
legislation. A PCBU may be a person if a sole trader or self – employed, however it usually 
refers to a business entity such as a company, or an undertaking such as a not for profit 
organisation. The difference between a business and an undertaking is: 

● A business is an enterprise usually conducted with a view to making a profit eg: a 
retailer, wholesaler, importer, owner/driver (self - employed or partnership) 

● An undertaking is usually not profitmaking or commercial in nature eg: a local council, 
school or Charity 

The following are not PCBU’s: 

● Officers of a Business or Undertaking 
● Workers 
● Home occupiers, unless operating a business at home 
● Volunteer associations eg: Sports clubs, unless they employ staff. 

 

3. PCBU Duties  

3.1. Primary Duty of Care (section 36 of HSWA) 

A PCBU must ensure, as far as is reasonably practicable, the health and safety of workers, 
and that other people are not put at risk by its work. This includes: 

● providing and maintaining a work environment that is without risks to health and 
safety 

● providing and maintaining safe plant and structures 
● providing and maintaining safe systems of work 
● ensuring the safe use, handling and storage of plant, structures and substances 
● providing adequate facilities for the welfare at work of workers in carrying out work 

for the business or undertaking, including ensuring access to those facilities 
● providing 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 

● monitoring the health of workers and the conditions at the workplace for the purpose 
of preventing injury or illness of workers arising from the conduct of the business or 
undertaking 

3.2. Notifications 

The PCBU must notify WorkSafe (and any other regulators) of a notifiable event as soon as 
possible after it becomes aware of a notifiable event arising out of the conduct of the 
business or undertaking. A notifiable event is when the following occurs as a result of work: 
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● a death 
● a notifiable illness or injury  
● a notifiable incident 

3.3. Notifiable Event  

The PCBU must preserve the site and take all reasonable steps to ensure the site of a 
notifiable event is not disturbed until authorised by an Inspector. This means that: 

● the work set-up should not be changed 
● work that could interfere with the scene of the event should stop 
● no alterations should be made to the plant, vehicles, or structures involved 

The exceptions to this are: 

● to help an injured person 
● to remove a deceased person 
● where it is essential to make the site safe or to minimise the risks of a further 

notifiable event 
● by direction of a Police Officer 

A guide to illnesses and injuries that need to be reported is attached at the end of the policy. 

3.4 Notifiable Event Reporting 

Notifiable events will be reported to WorkSafe NZ by phone (0800 030 040), fax (09 984 
4115), online (Notifiable Event Notification) or by email 
SeriousHarm.Notifications@worksafe.govt.nz as soon as possible after its detection or 
occurrence. Following the initial notification to WorkSafe NZ, WorkSafe NZ may request a 
written notice of the incident and this must be provided within 48 hours of being requested to 
do so.  

3.5. Records 

The PCBU must keep records of notifiable events for at least 5 years from the date the 
regulator was notified about the event. 

3.6. Investigations 

The HSWA does not explicitly state that PCBU’s must investigate notifiable events, such 
investigations form part of good practice to identify and manage work risk. 

 

4. Officer 

An officer is a person who occupies a specified position or who occupies a position that 
allows them to exercise significant influence over the management of the business. Officers 
are: 

● company directors  
● any partner in a partnership (other than a limited partnership) 
● any general partner in a limited partnership 
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● any person who holds a position comparable to a director in a body corporate or an 
unincorporated body 

● any person who occupies a position that allows them to exercise significant influence 
over the management of the business or undertaking (e.g. the Chief Executive) 

Each officer has a duty – it is not a joint duty. Officers have a duty to exercise due diligence 
because they make policy and investment decisions that can affect workers’ health and 
safety. 

5. Due Diligence 

Officers must exercise due diligence to make sure that the PCBU complies with its health 
and safety duties. Officers are required to exercise the care, diligence and skill a reasonable 
officer would exercise in the same circumstances, taking into account matters including the 
nature of the business, and the officer’s position and nature of their responsibilities. Due 
diligence includes officers taking reasonable steps to: 
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6. Roles and Responsibilities 

Role Responsibility 
WENZ Inc Committee ● Ensure  WENZ Inc responsibilities are 

defined and officers are held accountable 
● Allocate resources to ensure effective 

hazard and risk management 
● Ensure that health and safety 

management systems are in place and 
effective 

● Deliver, maintain and review safety 
systems and processes 

● Demonstrate effective leadership to meet 
due diligence obligations 

Training/Coaching/Competition organisers, 
Technical Delegates, Gear Stewards 

● Carry out event risk assessments and 
implement management strategies and 
Hazard identification 

● Ensure members, volunteers, participants 
and visitors are aware of the HSWA 
responsibilities and appraised of the 
Hazard Board 

Members, volunteers, participants, visitors ● Must take reasonable care for their own 
health and safety 

● Take reasonable care that what they do or 
do not do does not adversely affect the 
health and safety of other persons 

● Co-operate with any reasonable event 
health and safety policy or procedure that 
has been notified to them 

● Comply, so far as reasonably able, with 
any reasonable instruction given by the 
organisation so that the organisation can 
comply with the HSWA and regulations  
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Reference 

WorkSafe New Zealand www.worksafe.govt.nz 

 

Governance and Risk Management Policy 

Purpose 

The objective of the risk management strategy is to promote a consistent and integrated 
approach across Working Equitation New Zealand (WENZ Inc), embracing activity/events, 
environmental, organisational and financial risks. It aims to do this through a robust 
governance structure, sound processes and systems and an open culture of accountability 
that is focused on safety for everyone. 

Strategy 

The risk management strategy aims to: 

● safeguard our members, volunteers, participants, visitors and the general public 
● establish clear roles, responsibilities and reporting lines for identifying and managing 

risks 
● ensure that an appropriate level of risk management is consistently applied across 

the organisation  
● increase awareness and reinforce the importance of effective risk management 

through shared learning of best practice and experience 
● develop a culture across the organisation where risk management is an integral part 

of key management processes 
● uphold and promote WENZ Inc’s reputation as a professional and sustainable 

organisation promoting consistent best practice Working Equitation activities/events. 
● secure trust from our stakeholders and partners through transparent and open 

management 

Risk Register 

A risk register will be developed and maintained.  This provides an overview of risk 
exposures, and incorporates a riskiness index that identifies the magnitude of the risk, and 
controls to mitigate risk. New risks will be added to the register. The register will be reviewed 
annually and as required. 

Riskiness Index 

The riskiness index is a risk assessment of an event that defines the potential risk impact 
and ensures that appropriate actions are taken to prevent or minimise the risk event 
occurring.  
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Score Potential Impact Score Potential Impact 

0 No risk 3 Medium risk 

1 Little risk 4 High risk 

2 Some risk 5 Extreme risk 

 

Risk Management Plan 

The Risk Management Plan below is based on the New Zealand Co-ordinated Incident 
Management System (CIMS 2nd Edition, NZ Government 2014) and is shown 
diagrammatically.  

Related Information 

Risk Management Register  
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Risk Management Planning Chart 
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Risk Management Register 

Risk Risk 
Level 

Risk response Monitoring 

Activities/Events    
Suitable venue availability 2  Per activity/event 
Finding clear dates for 
Activity/event within total 
annual equestrian event 
calendar 

3  Per activity/event 

Participant numbers 2  Per activity/event 
Obstacle construction setup 
and layout 

1  Per activity/event 

Volunteer availability & 
management 

2  Per activity/event 

Horse Management 2  Per activity/event 
Environmental    
Suitability of site space, 
amenities and layout 
 
 
 

2 Hired facilities are fit for 
purpose and compliant with 
relevant legislation 
Insurance 

Annual review 

Security 
 

1 Police and emergency numbers 
included in emergency contacts 
list for each event 
Site perimeter fenced and gated 

Annual environmental 
audit 

Food trucks, stall holders 2 Own legislative compliance 
specifically H& S 

Annual review 

Community    
Civil defence emergency 1 Policy and procedures Biannual policy review 

 
Organisation    
Membership recruitment and 
retention 

3 Membership Process 
Membership Benefits 
Fee Structure 

Annual review 

Insurance 1 Public liability and Professional 
Indemnity policy 
 

Annual review of cover 

Financial 3 Budget, monthly statement, 
annual operating plan 
 

Monthly report 

Volunteer recruitment and 
retention 

3 Volunteer Policy and toolkit  

Reputation 1 Quality improvement plan 
Quality committee 
Health and safety policy 
Complaint management policy 

Annual review of goals 
Meeting minutes 
Annual review of goals 
Meeting minutes 
Monthly complaint 
review 
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Accredited Judges and 
Trainers recruitment and 
retention 

3 Accreditation process 
Benefits of being accredited 
Fee structure 

 

Communications 1 IT security software 
Emergency contact numbers 
available locally and nationally 
Privacy policy 

Annual review 
 
 

Compliance 1 Policy and procedures comply 
with Sport NZ and required 
legislation.  

Biannual review of 
policies and 
procedures. 
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Section Appendix 

Hazard Identification 
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Risk Assessment Matrix 
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Risk Register Form 

Date Risk 
Identifier 

Risk Description Risk Actions Actioner 
and Date 

Status 
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WENZ Inc Hazard Register 

Date Venue/Even
t 

Hazard Description Risk 
Rating 

Mitigating Actions Reported by 
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Health and Safety Meeting Minutes Form 
 
Date:                                                                        Time:  
Location:  
Present:  
Apologies:  
 

Item Considerations Update Action & Timeframe 
Matters arising 
from previous 
meeting minutes 

   
 
 
 
 
 
 

Accidents and 
incidents  

   
 
 
 
 
 
 

New hazards    
 
 
 
 
 
 

Maintenance 
issues 

   
 
 
 
 
 
 

H&S Co-ordinator 
report 
 
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Other    
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4. Hazard Identification & Risk Management 

Hazard ID and Risk Management Policy 

Purpose 

Working Equitation New Zealand (WENZ Inc) is committed to protecting the health and 
safety of members, volunteers, participants, visitors and the general public and an 
organisational goal is to achieve the highest level of risk management in accident and injury 
prevention and the promotion of a health and safety awareness culture. 

Policy 

WENZ Inc will ensure that systems, practices, processes and training are in place to 
eliminate health and safety risks, and where they can’t be eliminated, minimise those risks. 

Terms and Definitions 

Hazard 

Anything that has the potential to cause death, injury or illness. This includes behaviour that 
has the potential to cause death, injury or illness (whether or not that behaviour results from 
physical or mental fatigue, drugs, alcohol, traumatic shock or another temporary condition 
that affects behaviour). 

Risk 

Is the likelihood that certain consequences (death, injury, or illness) may occur when a 
person is exposed to a hazard. 

Control Measure 

Is a way of eliminating or minimising risks to health and safety. 

Risk Assessment 

The process which assess each hazard’s risk, based on severity and likelihood. 

Notifiable Event 

Any of the following events that arise from work: 

● the death of a person 
● a notifiable injury or illness 
● a notifiable incident 
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Procedure 

Roles and Responsibilities 

Health and Safety Coordinator 

The Health and Safety Coordinator (together with the WENZ Inc committee and Event 
Organisers) is responsible for: 

● leading the identification of health and safety risks within our organisation, ensuring 
associated hazards are adequately controlled 

● providing resources and guidelines for volunteer education and training specific to 
each activity/event 

● fostering an environment where hazard notification and active management of 
hazards is encouraged  

● supporting ongoing risk assessment through the reporting, investigating and 
implementation of corrective and preventive actions for all identified hazard 

● ensuring all construction and maintenance of equipment will be risk assessed and 
appropriate control measures implemented 

● maintenance of the hazard register including entering of new hazards and controls 
● undertaking an annual review of workplace hazards to ensure: 

- the system of hazard management and risk assessment is working 
- all new hazards are being identified 
- appropriate controls are in place for each hazard 
- accident/incident data is being analysed for new hazards and the 

effectiveness of existing controls 
- all reasonably practicable steps have been taken to minimise risks to 

health and safety 

 

Members and Volunteers 

All members and volunteers have a duty to: 

● take reasonable care for their own health and safety 
● take reasonable care to keep themselves and others healthy and safe when carrying 

out their work 
● take reasonable care that what they do or do not do does not adversely affect the 

health and safety of other persons 
● co-operate with workplace health and safety policies and procedures 
● be engaged about health and safety issues likely to directly affect them 
● take opportunities to participate in the ongoing improvement of health and safety 

Hazard Identification  

(refer to the Hazard Management Flow Chart in Governance Section Appendix 1) 
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● A comprehensive identification of work place hazards that could give rise to 
reasonably foreseeable risks to health and safety is undertaken at least annually. 

● A hazard register and associated risks and risk control measures specific to the 
workplace is maintained and reviewed at least annually. 

● New hazards are immediately reported to the person in charge and a Hazard 
Identification form completed. 

Risk Management  

(refer to the Risk Assessment Matrix in Governance Section Appendix 2) 

● Risks to health and safety will be eliminated where possible or minimised so far as 
reasonably practicable through the most appropriate and effective actions available, 
taking into account the nature of the risk: 

- substituting (wholly or partly) the hazard giving rise to the risk with 
something of a lesser risk 

- isolating the hazards giving rise to the risk to prevent any person coming 
into contact with it 

- implementing engineering controls (i.e. a physical control measure 
including a mechanical device or process) 

● If a risk remains, it will be minimised so far as is reasonably practicable, by 
implementing administrative controls, providing appropriate training, and by ensuring 
the provision and use of suitable protective equipment. 

● Measures to eliminate or minimise risks to health and safety will be monitored to 
ensure they remain effective. 

● Risk control measures will be reviewed in the following circumstances: 
- if the control measure does not control the risk 
- before a change at the workplace that is likely to give rise to a new or 

different risk to health and safety 
- if a new relevant hazard or risk is identified 

Related Information 

Hazard Identification form 

Hazard and Risk Management Register 

Health and Safety Policy 

Incident Accident and Near Miss Reporting policy 

Civil Emergency and Emergency Response plan 

Hazardous Substances policy 

Obstacle Construction and set-up Policy 

Horse Management Policy 
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References 

Health and Safety at Work Act 2015 

WorkSafe NZ. www.worksafe.govt.nz 
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Incident, Accident and Near Miss Reporting Policy 

Purpose 

To ensure that Working Equitation New Zealand (WENZ Inc) has an active reporting, 
recording and investigation system, that ensures all incidents, accidents, near miss events 
and hazards are reported, recorded and investigated and that appropriate improvement 
action is undertaken.  

Policy 

● To ensure that there is immediate management of an incident when required and that 
every incident including near miss and adverse events is appropriately documented, 
prioritised, reviewed and managed. 

● To ensure transparency of approach when responding to an incident. This includes 
the process of open disclosure and ongoing communication with all people involved. 

● To create an impartial and non-judgemental culture where it is safe to report incidents 
and where a systems approach to incidents and investigations is used with quality 
improvement focus rather than a punitive focus. 

● To identify opportunities to improve the quality of service by linking learnings to the 
quality and risk management system. 

● To minimise risk and prevent future incidents through review of current processes 
and development of appropriate action plans. 

Terms and Definitions 

Hazard 

Anything with the potential to cause damage, harm or adverse health effects either to a 
person or the environment. 

Risk 

The possibility that a person may be harmed or suffer adverse health effects if exposed to a 
hazard. 

Incident 

An incident or an event or circumstance, which could have, or did result in unintended or 
unnecessary harm to a person, and or loss or damage to property 

Adverse Incident/Event 

Any event which has resulted in or has the potential to produce harm to staff, clients or other 
persons or which results in damage to or loss of property. 

Near Miss 
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An event that could have had adverse consequences but did not and is indistinguishable 
from an actual incident in all but outcome. 

 

WENZ Inc Event 

Any activity organised or accredited to WENZ Inc, including the place where the event is 
being held and the event activity itself. 

Notifiable Event 

A notifiable event is when the following occurs as a result of the event activity. 

● a death 
● a notifiable illness or injury (refer to section 4 below) 
● a notifiable incident (refer to section 5 below) 

Review 

A formal process to analyse an adverse event or near miss event and develop 
recommendations based on the findings. 

Procedure 

1. Education 

● All members, volunteers, participants and visitors are made aware of incident 
policies, management processes and the need to complete an incident form for all 
incidents and near miss incidents at either check in for the day or the volunteer 
briefing prior to commencement of the days event. 

2. Incident Reporting 

● Reporting of incidents and near miss incidents is a legal requirement.  
● All incidents and accidents are to be documented as soon as reasonably possible 

and must be reported at the very latest, prior to the end of the day’s activity, using the 
incident form.  

● The Event Organiser must report any incident to the WENZ Inc Health & Safety 
Co-ordinator and  both the Event Organiser and the WENZ Inc Health & Safety 
Co-ordinator will investigate all incidents, accidents and near miss events 

● The WENZ Inc Health and Safety Co-ordinator will be responsible for ensuring 
corrective actions are assigned, time bound, signed and dated as part of the 
investigation/ review process. 

● A report of all health and safety incidents will be tabled at the WENZ Inc Committee 
meeting (3 monthly) An incident register will be kept current by the WENZ Inc’s 
Health and Safety Co-ordinator. 
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3. Reporting Incidents of Verbal Abuse, Harassment and Physical Assaults 

WENZ Inc is committed to providing a safe place of participation for all members, volunteers, 
participants and visitors and has a zero tolerance approach towards verbal abuse, 
harassment and physical or sexual assault at any event. Incidents of this nature should be 
reported in the same way as any other incident using the Incident Form. 

Incident and Accident Investigation 

Purpose 

The overall purpose of an incident investigation is to: 

● determine the contributing factors of an incident, near miss or hazard  
● determine improvement actions to prevent a similar incident happening again 
● record the details surrounding an incident and the follow up action required as a 

legislative requirement 
● record the details surrounding an incident and the follow up action required as part of 

a worker compensation claim (ACC claim) or for insurance purposes 

Policy 

To provide guidance for the process of conducting an incident investigation.  

Procedure 

1. When is an Investigation Performed? 

● Upon receiving an incident, near miss or hazard report the Event Organiser will 
determine if an investigation is required. This may be based on: 

- severity or potential severity of the incident 
- the level of risk 
- stakeholders involved 
- the complexity of contributing factors 

● An investigation may be requested by the Health and Safety Co-Ordinator. 
● All notifiable incidents will be investigated. 
● If an investigation is required it should commence as soon as is practicable. 

 

2. Who Conducts the Investigation? 

The investigation is conducted by the Health and Safety Co-Ordinator and/or the Event 
Organiser. The investigation may involve volunteers and any persons involved in the incident 
and bystanders who witnessed the incident. 
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3. Notifiable Incidents 

If an incident is deemed to be a notifiable incident in accordance with the Health and Safety 
at Work Act 2015, the WENZ President will notify WorkSafe NZ within the required time 
frame or as soon as possible. 

 

As far as is reasonably practicable, the person in charge of the event must ensure that the 
site where the incident occurred is not disturbed until a WorkSafe Inspector arrives at the 
site or any earlier time as directed by an inspector. 

4. Investigation Procedure 

4.1. Establish the Background 

This involves gathering the information to establish the sequence of events that led to the 
incident, near miss or hazard, to assist in determining the cause or contributing factors and 
involves: 

● investigation of the incident/near miss or hazard site 

● interview of relevant people 

● review of documents 

- policies, procedures and guidelines 

- risk assessments 

- MSDS if there are chemicals involved 

- manufacturer and/or supplier equipment information/operators guidelines / 
instructions 

● determining the risk rating of near miss, hazard or incident being investigated 

4.2. Determine the Contributing Factors 

Contributing factors are determined following root cause analysis principals and include: 

● people – e.g. supervision, experience, training, fatigue 

● organisational/procedural – e.g. no or adequate risk assessment, inadequate 
procedures, no induction process for new staff or contractors 

● equipment/materials – e.g. equipment failure, appropriate tools/equipment not 
available 

● environmental conditions/physical environment – e.g. surfaces, low light conditions 
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4.3. Recommendations 

Recommendations are made to address the contributing factors and are aimed at eliminating 
or minimising risks associated with this or similar incidents, near misses or hazards. 
Recommendations should: 

● be based on best practice where possible (regulations, codes, accepted industry 
practice) 

● be feasible and within the organisations control to fix 

● give both short and long term actions if required 

● where possible give alternate approaches to address contributing factors 

4.4. Developing an Action and Improvement Plan 

Development of an action plan is based on the recommendations of the investigation. The 
action must include: 

● details of which recommendations are to be implemented and how they are to be 
implemented 

● individuals who will be accountable for the implementation and monitoring of each 
recommendation 

● completion dates for the implementation of each recommendation 

● dates for the follow-up and/or review of actions 

The action plan may be discussed with the WENZ President and/or members of the Senior 
Leadership team prior to being finalised. 

4.5. Implementing the Action and Improvement Plan 

The Health and Safety and Environment Coordinator must ensure the implementation and 
monitoring of recommendations on the action and improvement plan by the dates stipulated. 
Should any of the actions not be able to be implemented by the proposed date then the 
WENZ Inc President must be informed so that a new date can be agreed or alternative 
arrangements made. 

4.6. Review 

The recommendations/actions should be reviewed post implementation to ensure: 

● that they are effective in reducing risks 

● that the implementation has not created additional hazards 
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Related Information 

Incident, Accident and Near Miss Reporting policy 

Health and Safety Governance and Leadership policy 

Incident form 
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First Aid Policy 

Purpose 

Working Equitation New Zealand Inc (WENZ) is committed to providing a safe and healthy 
environment for members, volunteers, participants and visitors at any hosted or accredited 
activities/events. The purpose of this policy is to set out WENZ’s commitment to and 
arrangements for the provision of first aid personnel and equipment. 

Policy 

WENZ Inc will work within the guidelines of the Health and Safety at Work Act to provide 
access to adequately skilled first aid people and an appropriate first aid kit at any hosted or 
accredited event. 

Procedure 

Roles and Responsibilities 

1. Event Organiser  

The Event Organiser (individual or Group co-ordinator) is responsible for: 

● ensuring the provision and maintenance of first aid kit 
● ensuring that there is access to skilled first aid personnel at the event.  
● ensuring that all volunteers on the day are aware of the relevant first aid provisions 

and procedures as part of their brief for the event. 

2. All volunteers on the day 

Need to be aware that all incidents and accidents, including those that required first aid, 
must be reported on the Incident form as soon as possible and before the end of the day. 

 
First Aiders 

● At all times during the hours of the event there will be at least one volunteer available 
who has experience/skills in first aid.  

● First aiders are responsible for: 
- administering first aid as and when called on by any member, 

volunteer, participant or visitor at the event where they are the 
designated first aider. 

- Maintaining their own skills/experience where they have volunteered 
as a first aider 

- checking, on any day that they are the designated first aider, that the 
first aid kit is fully stocked, visible and available for use and reporting 
to the Event organiser any supplies used during the day which need to 
be re-stocked for future use. 
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First Aid Equipment 
● WENZ Inc shall provide at least one first aid kit at each of its events. The first aid kit 

must be easily located, clearly visible and marked with a standard first aid sign (white 
cross on a green background) that complies with New Zealand/Australian Standard 
NZ/AS 1319:1994 Safety Signs for the Occupation Environment. 

● The contents of the workplace first aid kit are given in appendix 1 at the end of this 
policy. 

 
Items Needed for Wound Cleaning 

● Clean water and disposable drying material should be used to clean wounds (do not 
use cotton wool which can stick to wounds).  

● Use of antiseptics should be avoided as incorrectly diluted antiseptic solutions can 
cause burns. 

 
Pain Relieving Medicines 

● Only over the counter pain relief medicines (e.g. paracetamol) for pain relief to relieve 
relatively minor symptoms (such as headaches) will be kept in the First Aid Kit.  

● Any other pain relief medicines should not be administered to people who have been 
injured at the event, unless the person dispensing the medicine is medically qualified 
to do so. 

 

Related Information 

Incident Accident and Near Miss Reporting policy 

 

References 

First Aid for Workplaces – A Good Practice Guide. Department of Labour. 
www.worksafe.govt.nz 
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Recommended Workplace First Aid Kit* 

Item  Number 

A manual giving general guidance on first aid 1 

Individually wrapped moist wipes or saline solution  

Individually wrapped sterile adhesive dressings (assorted sizes). Coloured 
dressings are required when preparing food. 

20 

Sterile eye pads 2 

Individually wrapped triangular bandages (sterile) 2 

Clasps or safety pins to tie bandages  

Stretch bandages 2 

Medium sized, individually wrapped unmedicated wound dressings 
approximately 12cmx12cm 

2 

Disposable gloves 2 pairs 

Resuscitation mask 2 

Scissors 1 

 

 

* Recommended by the Department of Labour 
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Moving and Handling Policy 

Introduction 

Lifting and carrying of a load are regarded as a significant hazard that can result in 
musculoskeletal injuries, pain and loss of function and lost work hours.  

Carrying or moving a load can require high muscle forces. This can mean overloading of the 
tissues and joints, particularly of the back, knees, arms and shoulders, resulting in injury.  

Purpose 

To protect our volunteers and reduce the risk of injury to them by ensuring that they use safe 
manual handling techniques whenever undertaking lifting or carrying activities at WENZ Inc 
run or accredited events. 

Policy 

WENZ Inc is committed to developing and maintaining a proactive safety culture of safe 
manual handling (lifting and carrying) of inanimate objects through: 

● a use of best practice lifting and carrying techniques 
● identification, assessment and control of all lifting and carrying risks  
● provision of basic education and training in safe manual handling techniques before 

such activities are carried out  
● ensuring that all accidents, incidents and near misses are reported and investigated 

to prevent the event recurring  

Definitions 

Manual handling: this is any activity requiring a person to interact with their environment 
and use any part of their muscles or skeletal system to lift, lower, push, pull, carry, throw, 
move, restrain or hold any animate or inanimate, object (Department of Labour definition). 
Safe handling: this is manual handling that does not create risk to a person from heavy 
loads, high forces, awkward movements and postures or excess repetition. 
Load: this is an object being handled or the forces being applied (Department of Labour 
definition). 
 

Procedure 

1. Identification, assessment and control of all moving and handling risks 

The Event Organiser will be responsible to assess each event for manual handling risks as 
part of the general event risk assessment, using the Event Risk Assessment Checklist. 

2. Volunteer education and training 
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● Volunteers at each event will be given a basic Manual Handling briefing prior to any site 
set-up, as appropriate to their role. 

● The Manual Handling brief will be delivered by the Event Co-ordinator or Course builder 
for the day. 

4. Moving and Handling Techniques 

o Make sure your own clothing and footwear are appropriate for the task. 
Clothes should allow free movement and shoes should be non-slip, 
supportive and stable 

● Refer guidelines -ACC 
● Know your limits and capabilities and do not exceed them.  

(a)  Moving a Load 
● When moving or carrying a load hold the load as close as possible to the body (it takes 3 

times the effort to lift a load 60cm from the body than to lift the same load close to the 
body).  

● Loads that will require careful safety assessment include: 
- heavy loads 
- bulky or unwieldy loads 
- loads that are stuck or difficult to move 
- loads that are uneven in their weight distribution 
- unstable or unbalanced (e.g. fluids or sacks of loose materials) loads 
- loads that hinder the person ’s view 
- loads that are difficult to grip, greasy or slippery 
- very hot or cold, or loads that contain hazardous material 

Protective equipment may be required and/or the load may need to be held away from the 
body. 

 

References: 

ACC Moving and Handling People Guidelines. https://www.acc.co.nz 

Code of Practice for Manual Handling. Department of Labour 2011. 
https://cdn.auckland.ac.nz  
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Horse Management Policy 

Purpose 

Horses are flight animals and as such are unpredictable in different situations. As such they 

can pose significant risk to those working with and around them. Working Equitation New 

Zealand (WENZ Inc) is committed to ensuring that the management of our horse 

participants at any WENZ Inc hosted or accredited activity /event ensures their safety and 

welfare and the health & safety of our members, participants, volunteers, visitors and the 

general public. 

Policy 

WENZ Inc will develop and maintain a proactive safety culture of horse management at all 

of our activity/events, through:  

1. Referencing our Horse Welfare expectations to the New Zealand government Horse 

and Donkey Welfare code 2018, so as to encourage everyone to be mindful of the 

minimum standards of Horse Welfare in New Zealand 

2. Having the expectation that all horses will be presented in a” fit to participate” state 

(ie without apparent physical, mental or behavioural distress) at all of our 

activity/events. Judges and the Event Organiser may use their discretion to stand 

down any horse assessed by them, to not meet the “fit to participate” clause on the 

day. 

3. Evidence of blood on a horse, likely to have been caused by the rider, before or 

during competition, will result in immediate disqualification at any competitive 

event. 

4. Using venues which have the appropriate space and riding terrain to accommodate 

the expected numbers of participant horses in terms of parking, tie up space/yards, 

lunging area, warm up area, ring area(s), laneways. 

5. Have a parking plan to allow space for horses to be tied on both sides of floats/trucks 

without crowding or risk of entanglement. 

6. Ensure horse drinking water and wash down water is available. 

7. Where stallions are allowed at the venue, the Event Organiser will ensure they are 

appropriately identified to other competitors (must wear a “S” tag on bridle and 

head collar) and are under supervision at all times. They are to be securely tied in 

their float/truck or have access to a secure stable/yard, when not being ridden. 

8. Ensure any horse which is likely to kick out at another horse wears a red ribbon in it’s 

tail at all times. 

9. Ensure the perimeter of the venue is secure at all times, so as to eliminate loose 

horse access to public roads. 

10. Manage loose horses in a timely and appropriate manner. 
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11.  Provide contact details for veterinarians and horse disposal contractors, who can be 

called to the venue, should that be required. 

12. Ensure any PA system or placement of boom boxes comply as being “horse friendly” 

 

Related Information 

Activity/Event Risk Management Checklist 

Activity/Event Hazard Board 

 

References 

New Zealand government Horse and Donkey Welfare Code 2018 
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Obstacle Construction and tethering Policy 

Purpose 

Working Equitation New Zealand (WENZ Inc) is committed to ensuring the obstacles used in 

our hosted or accredited activity/events are as natural as possible, constructed and tethered 

in place in a manner that minimises risk of injury to our horses or participants and 

contributes to the intent of the sports founding philosophy. 

Policy 

WENZ Inc will ensure that there are guidelines for the safe and appropriate construction and 

tethering of the obstacles used in our activities/events and which comply with WAWE and 

WEDU rules. 

Specifically: 

1. Drums will have rounded edges and can be metal or plastic. 

2. Flexi Poles for the single and double slalom should be plastic or bamboo or similar 

(unlikely to break or splinter) approximately 2 metres in height and set on a base 

which can be stabilised on top of the ground. 

3. Poles for jumps, corridor barriers and side pass exercises will be plastic or wood and 

have a minimum diameter of 10 cms and a minimum length of 3.5 metres. 

4. Jugs, cups etc will  not be easily breakable eg: plastic, earthenware - never glass 

5. The Garroucha pole will be made from wood, bamboo or metal, and be between 2.4 

and 3.5 metres in length. A wooden pole must have a minimum diameter of 28ml. 

The 2.4 metre pole is suggested for lead line, introductory and preparatory 

competition classes.  The tip end should be easily identifiable by a pronounced taper 

or distinctive colouring. 

6. The bridge should be made of wood and be of solid construction. This will ensure 

that it is thus robust enough to withstand a 750 kg combined horse and rider weight. 

Minimum width of 1.5 metres, minimum length 4 metres. The bridge will rise flush or 

near flush with the ground on either end to a minimum height at centre of 20 cm, 

with a 1 metre slope either end. Rails or other barriers, if used, will be affixed to or 

positioned next to both sides of the bridge. The rails or barriers will be a minimum of 

90 cm (36 inches) and a maximum of 1.2 metres in height. For safety considerations, 

rails or barriers must be constructed such that they can be removed quickly and 

easily without the use of tools. The surface of the bridge must not be slippery. 

7. Water filled ditches or obstacles should have sloped sides and are to be no more 

than 20cms deep. 

8. The gate should be constructed such that the top of the gate and adjacent sides are 

a minimum of 1.3 metres above the ground and with a minimum of 2 metres 

between the gate posts. The gate should swing on hinges and have a latch that can 
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be easily worked from horseback with 1 hand. The gate will be sturdy and provide a 

visual barrier and may be built from wood and/or netting. 

Alternatively the gate can be made from one length of rope with a loop on one end to act as 

a latch. 

9. All uprights needing to be solid with the ground, require a base plate or feet which 

can be stabilised with the use of sandbags or similar. These base plates should not be 

of any size likely to be able to be stood on by the horse. No uprights are to be 

attached with stakes into the ground. 

10. The straw bale jump will comprise 4 conventionally sized bales in a line topped with 

a pole hung from 2 aluminium or wooden jump stands and no more than 52cm high. 

11. The stock pen must be designed to form a corridor effect. The diameter of the 

middle circle must be 3 metres minimum and bordered by a robust fence which is a 

very visual barrier. The outer fence must also be a visual barrier.  

 

Related Information 

WENZ Inc Obstacle Guideline Manual 

 

References 

WAWE regulations 2017 

AWE standard guidelines 2015 
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Hazardous Substances Policy 

Purpose 

To protect the health and safety of Working Equitation New Zealand (WENZ Inc) members, 
volunteers, participants and visitors and the environment by preventing or managing the 
adverse effects of hazardous chemicals and substances. 

Policy 

Members and volunteers have a responsibility to create and maintain a safe and healthy 
environment by preventing or safely managing the risks to people and the workplace from 
hazardous chemicals and substances.  

Terms and Definitions 

Hazardous Substance: a hazardous substance is any product or chemical that has 
explosive, flammable, oxidising, toxic, corrosive or ecotoxic properties. 

● Explosive: explodes or causes explosion 
● Flammable: ignites easily and burns rapidly 
● Oxidising: could be gaseous, solid or liquid and can cause or intensify fire and 

explosion  
● Toxic: can harm people if it enters the body through contact, being inhaled or 

ingested. The effects can range from mild to life threatening, and can be immediate 
or long term 

● Corrosive: can cause severe skin burns and eye damage 
● Ecotoxic: is toxic to the environment 

Safety Data Sheet: a document that provides detailed information about a hazardous 
substance including details about the product, using, handling, storing, transporting and 
disposing of the product and how to respond to emergencies. 

Exposure: the mechanism (e.g. skin or eye contact, inhalation, injection) by which a person 
can absorb a substance that may be hazardous to their health. Mild exposure reactions 
include burning and tearing of the eyes, throat, nose, chest and skin. Severe reactions 
include coughing, wheezing, feeling faint, convulsions and death.  

Procedure 

● WENZ Inc will have a register template for Hazardous substances available for 
members, volunteers and Event Co-Ordinators to use as required. 

● All members and/or volunteers handling hazardous substances for any WENZ Inc 
hosted or accredited activity/event will: 

be responsible for ensuring this register is filled in appropriate to the activity 
or event. 
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ensure that there is a safety data sheet for each hazardous substance 
used, handled or stored at any site used for WENZ Inc activities and that it 
is readily available to all relevant people. 
eliminate risks or where not reasonably practicable control the risks 
associated with hazardous chemicals and substances 
ensure that all hazardous chemicals and substances are appropriately 
labelled and stored in their original containers  
be aware of safe hazardous chemical and substances handling as 
appropriate in accordance with activity/event needs  
ensure that there is clear signage warning people where hazardous 
substances are stored  

 

 

 

References: 

Hazardous Substances and New Organisms Act 2013 (HSNO) 

Health and Safety at Work Act 2015 

Worksafe New Zealand. www.worksafe.govt.nz 
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Civil Emergency and Emergency Response Plan  

Introduction 

It is recognised that emergencies and their consequences are not always predictable and 
are likely to occur with little or no warning. 

In most of New Zealand the most likely hazards are weather related (flooding, strong winds, 
landslides) which damage roads and bridges, cut off power, water and sewage. Other 
hazards include seismic events (earthquakes, tsunamis) and infectious diseases 
(pandemics). 

Purpose 

To ensure the safety and health of members, volunteers, participants and visitors at WENZ 
Inc hosted or accredited events. However, no set of guidelines can be expected to cover all 
eventualities and a high degree of reliance is therefore entrusted to WENZ Inc Event 
Organisers to use their best judgement in the event of an emergency. 

Policy 

An emergency response plan will be in place to ensure the health, safety and wellbeing of 
members, volunteers, participants and visitors in the event of a declaration of a civil 
emergency or pandemic in any region running an event.  

Procedure 

● The Event Organiser will ensure the each event has an Emergency Response Plan.  
● The Event Organiser will ensure all event volunteers are aware of such a plan 
● The Event Organiser and volunteers will use the Emergency Response Plan as a 

guide in an emergency.  
 

Related Information 

Emergency Management Template 

 

Reference 

Civil Defence web site Get Ready Get Through www.getthru.govt.nz 
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WENZ Inc Emergency Response Plan 
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Basic Emergency Response Process 

The basic steps to follow when responding to any emergency are outlined below. 
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General Evacuation Plan 
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Civil Defence Emergency 

In an emergency where people who have been affected and are not able to remain in their 
homes, Auckland Emergency Management (AEM) may open a Civil Defence Centre 
(Welfare Centre) to provide information, advice and support. Civil Defence Centres will only 
open in an emergency when a decision is made that this is the best way to support the 
affected community.  

 

To keep informed and updated on emergency alerts go to the website Auckland Emergency 
Management https://www.aucklandemergencymanagement.org.nz/ or 

Listen to the radio and follow the instructions of emergency services (link of radio stations to 
listen to is http://getthru.govt.nz/how-to-get-ready/radio-stations-to-listen-to/ ).  

 

Emergency Contact 

In the first instance the number to dial if life is at risk is (1) 111. Auckland Emergency 
Management contact details are: 

Auckland Emergency Management   
Phone: Contact the Auckland Council on (09) 301 0101 
Email: aeminfo@aucklandcouncil.govt.nz  
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Section 4 - Hazard ID & Risk Management  page 52 



WENZ Inc Health & Safety Manual Version 1.0 

Fire 

This checklist outlines what to do in the event of a fire (or a fire drill). 

 Response actions (as appropriate) 

Discovery of 
a fire  

 

□ Ring the fire alarm.  

□ Call 111 

□ If safe to do so extinguish the fire. 

On hearing 
the alarm  

 

□ Staff should collect the client register and assist clients to the 
designated evacuation assembly area.  

□ Walk calmly and avoid panic.  

□ Ensure any visitors are included in the evacuation.  

□ Check rest areas, bathrooms and common rooms  

□ Ensure all clients remain at the evacuation point until clearance to 
leave is given. 

Do not return to the building(s) until given the all clear by the Fire 
Service. 
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Severe Weather 

It is important to be informed about potential severe weather. The Met Service puts out 
severe weather watches and warnings through news services and on their website -  
www.metservice.com.  

 

Response actions (as appropriate) 

□ Secure, or move inside, anything that could cause damage in strong 
winds (e.g. outdoor furniture)  

□ Close windows and doors, close window furnishings (e.g. curtains, 
blinds) to prevent injury from breaking windows. 

□ Stay inside and bring pets inside. If you have to leave take them with 
you.  

□ Listen to the radio and follow the instructions and advice of emergency 
services and civil defence and emergency management authorities. 

□ Park vehicles in the lea of the prevailing wind. 

□Bring horses into stables/covered yards or let go in in “friendly groups” 
in safe and sheltered paddocks 
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Earthquake 

 

This checklist outlines what to do in the event of an emergency. You can also use it when 
practising an earthquake drill.    REMEMBER – LONG OR STRONG, GET GONE 

 

 Response actions (as appropriate) 

During an 
earthquake  

 

 

 

 

 

 

 

 

 

□ If indoors: 

● Move no more than a few steps to a safe place and drop, cover and 
hold until the shaking stops. If you can, take cover under a desk or 
table.  

● Clients with a physical disability or mobility impairment that cannot 
safely get under a table should be assisted to move to an inside wall 
of the building away from windows and tall items that may fall on 
them. The head and neck should be covered as best as possible, 
and the wheels of wheel/power chairs locked (refer to appendix at 
the end of this policy). 

● Keep away from shelves containing heavy objects and other large 
items of furniture 

● Keep away from windows  

● Stay indoors until the shaking stops and it's safe to go outside 

□ If outside: 

● Find a clear spot and drop to the ground and cover your head and 
neck.  

● Keep away from buildings, trees, street lights and power lines 

● Stay there until shaking stops.  

When the 
shaking  

stops 

 

 

 

 

□ Expect aftershocks. 

□ If you felt the earthquake was long (longer than a minute) or strong 
(hard to stand up in) then a tsunami may be imminent. If you are in a 
tsunami evacuation area, initiate self-evacuation immediately (refer to 
tsunami plan).  

□ Ensure your personal safety first  

□ Check those around you and offer help if necessary. 
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□ Many injuries happen after shaking stops, Be careful of broken glass 
and sharp objects. 

□ If anyone requires medical assistance, call (1) 111 and/or administer 
first aid.  

□ Evacuate if required.  

□ Get staff and clients away from dangerous areas 

□ Listen to the radio for instructions from Civil Defence. 

□ If you smell gas or hear a blowing or hissing noise, open a window and 
get everyone out quickly. Turn off the gas, using the outside main valve if 
you can. If you turn off the gas for any reason, it must ONLY be turned 
back on by a registered plumber or gas fitter. 
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Tsunami 

 

 Response actions (as appropriate) 

 

 

 

When a 
tsunami 

threatens 

□  The need for a formal evacuation plan depends on the sites proximity 
to a tsunami evacuation zone. 

      The information below is a general guide. 

□ If you feel a long (more than a minute) or strong (hard to stand up) 
earthquake and the premise is located in a tsunami evacuation zone. 
Once the shaking stops, gather all clients and evacuate immediately; 
move to higher ground or as far inland as possible. 

□ If you are at the coast and see a sudden rise or fall in sea level or hear 
loud or unusual noises from the sea move immediately to the nearest 
high ground or as far inland as you can.  

□  If you receive an official warning advising you to leave. Respond to the 
first message; do not wait for more messages before you act.  

□  Listen carefully to official instructions and follow them.  

□  Evacuate from the areas or zone(s) stated in an official warning.  

 If there is time, take your disaster survival kit and any important 
documents with you (such as the roll and contact details). 

□ Stay out of the evacuated area until given the official “all-clear”. 
Continue to listen to TV and radio, or monitor civil defence social media 
for advice and information.  
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Flooding 

 

Flooding can happen quickly and have serious impacts. Flooding may be caused by heavy 
rain, overflowing creeks and rivers and high tides or tsunamis in coastal and low-lying areas. 

Floods within a building can also be caused by normal wear and tear failures of pipe joints, 
vandalism, or be the result of earthquakes. 
 

 Response actions (as appropriate) 

Flooding 
reported or 
sighted 

 

□ Be ready to act quickly.  Floods and flash floods can happen quickly 
and without warning  

□ Do not try to walk or drive through flood water. 

□ Evacuate if required (and get to higher ground) 

□ Follow the instructions and advice of emergency services and civil 
defence and emergency management authorities. 

□ If flood is due to burst pipes etc., turn off the water at the mains if 
possible 

After a flood 
□ Flood dangers do not end when the water begins to recede. Continue 
to listen to communication channels and don’t return until authorities 
indicate it is safe to do so.  

 □ Get medical care if necessary. Contaminated water can cause 
infection.  

 □ Stay away from damaged areas. Your presence might hamper rescue 
and other emergency service operations. 
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Volcanic Eruption / Ash Fall 

 

 Response actions (as appropriate) 

When a 
volcano 
threatens 

 

 

□ Listen to your radio or TV for advice and information  

□ Contact your local Civil Defence Group for advice on the volcanic 
hazards that could affect the WENZ Inc eventss during an eruption. 

□ Check that people are prepared.  

Large eruption 

 

□ Evacuation: If a potential lava flows, pyroclastic flows, surges or lahars 
threaten be prepared to evacuate when asked to by controlling 
authorities (i.e. police, civil defence etc).  

Ash Fall 

 

 

□ Protective clothing (especially if working in the ash fall) should be worn 
by anyone who has to work outside in an emergency and goggles used 
to protect the eyes.  
 
Volcanic ash is very abrasive. Properly fitted, P2 or N95 - rated safety 
masks are recommended for anyone in contact with ash. 

□ Monitor the amount of ash on roofs.  Roofs may collapse under the 
weight of ash causing injury to the occupants.  Evacuate buildings which 
show signs of roof sagging.  

□ Disconnect roof-fed water supply only when ash fall is occurring or 
during the clean up to stop ash entering the storage tanks.  

□ If possible have outdoor equipment, cars etc. parked under-cover or 
cover them.  

Cleaning up 
after an ash 
fall 

The local council and CDEM group will provide advice on cleaning up 
and disposing of ash.  
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Medical Emergency Procedures 

Purpose 

To ensure Working Equitation New Zealand (WENZ Inc) members, volunteers, participants 
and visitors respond appropriately to emergency medical situations. 

Policy 

The Event organiser and event volunteers must: 

● immediately contact emergency medical services in emergency situations (dial 111 
on a landline, or 111 on a cell phone – these calls are free) 

● be familiar with WENZ Inc’s emergency procedures 

Procedures 

Medical Emergency 

● In a medical emergency, event volunteers should take emergency action without waiting 
for consent. Delays in these circumstances could compromise the person’s safety. 
Examples of when to call emergency services are: 
- the person is unconscious, semi-conscious or unusually confused 
- the person’s airway is blocked 
- the person is not breathing 
- the person is having difficulty breathing, shortness of breath or is choking 
- the person has no pulse 
- the person has bleeding that won’t stop 
- the person is coughing up blood 
- the person has been poisoned 
- the person has a seizure for the first time, a seizure that last longer than 5 minutes, 

or an atypical seizure 
- the person has injuries to the head, neck or back 
- the person has sudden, severe pain anywhere in the body 
- the person has a serious eye injury 
- the person’s condition could worsen or become life threatening  
- if moving the person could cause further injury 
- the person needs the skills and equipment of paramedics or emergency doctors 

● Once the emergency services have been contacted and First Aiders are providing first 
aid, the next of kin must be contacted. 

● An incident form must be completed as soon as possible after the event. 
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Reporting Forms 

Activity/Venue Risk Assessment Checklist 

Date: 

Activity/Site being checked: 

Location: 

Name Person doing check: 

Signature: 

Item being checked Meets  
Standard 

Does not 
Meet 
standard 

Risk 
rating 

Action required Actioned 

Is site secure for horses? 
 

     

Is there enough parking 
space for cars, trucks and 
floats with horses tied 
either side? 
Is there good space for 
traffic flow? 

     

Is there enough space 
for the  
20 by 40 dressage arena 
and warm up area? 

     

Is there enough space 
for the minimum 70 by 
40 Eof H and Speed 
arenas and their 
respective warm-up 
areas? 

     

Is there a separate area 
for lunging?  

     

Do the dressage and 
obstacle area 
fencing/ropes comply 
with guidelines? 

     

Does the obstacle 
construction and ground 
fixing comply with 
guidelines? 

     

Are there any repair & 
maintenance issues 
noted with the obstacle 
condition? 
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If so has a Repair & 
maintenance Form been 
completed? 
Has the site been 
assessed for Hazards?  

     

Has the hazard board 
been completed? 

     

Where will the Hazard 
Board be displayed? 

     

Who is responsible for 
completing the Hazard 
board? 

     

Are there Hazard 
Identification forms 
available for the 
reporting of Hazards? 

     

Who will notify the H&S 
Co-ordinator of new 
Hazards to be added to 
the Hazard register? 

     

Has the emergency 
contact list for this event 
been completed and is it 
easily accessible? 

     

Is there an identified 
person, skilled in first 
aid, available for the 
event? 

     

Is there a human first aid 
kit available and  located 
central to all activities? 

     

Do the volunteers know 
when their briefing is to 
take place? 

     

Who is responsible for 
completing the 
Volunteer briefing? 

     

Is there an 
Emergency/evacuation 
Plan in place? 

     

Do all participants know 
what the ground rules re 
the wearing of hard hats 
is for this event? 
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WENZ Inc Hazard Board 

Date: 

Hazard Risk 
Rating 

Mitigation / Action 

1. Environment 
 
 
 
 
 
 
 

  

2. Horse Management 
 
 
 
 
 
 
 

  

3. Volunteer management 
 
 
 
 
 
 
 

  

4. Obstacle construction 
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Hazard Report Form 

Person reporting the Hazard 
Name: 
Description of the Hazard: 
 
 
 
 
 
 
 
 
 
Location/Event: 
 
Date Hazard Identified:                                                                      Time: 
 
Signature                                                                                               Date: 
Event Organiser to complete 

Hazard Control Options Action Required By Whom When 
Eliminate/Remove    

 
 
 
 

Isolate/Separate    
 
 
 
 
 

Minimise risk    
 
 
 
 
 

 

Date remedial action completed :  

Signature 

Date entered into Hazard Register: 

Signature 

Section 4 - Hazard ID & Risk Management  page 64 



WENZ Inc Health & Safety Manual Version 1.0 

ACCIDENT AND INCIDENT FORM FOR WENZ PARTICIPANTS 

THIS FRONT PAGE IS TO BE COMPLETED BY THE PERSON INVOLVED IN THE ACCIDENT/INCIDENT 
– or their nominee 
Name:  
 
Date of incident:  Time of incident:  
First Name of Injured Person:  
 

Last Name of Injured Person:  

Rider □                Official □            Judge □         Spectator □            Groom □         Horse □ 
 
Other:  
 
Location of incident: (e.g. kitchen, arena, paddock, car park )  
 
 
Name of person completing this form:  
 
 

Relationship to injured person:  Date:  

A. Describe the accident/incident – what happened, how did it happen and what caused it 
to happen? 

 
 
 
 
 
 

B. Did the incident involve an injury?  
Which part(s) of the body was injured? If applicable. 
 
 
 
 
 
 

C. What type of injury occurred? Please tick the relevant box. 
No injury □      Near miss □    Strain/Sprain □       Scald □       Small cut □  
Abrasion (broken skin) □    Bruising □     Burn □      Fracture □     Large laceration □    Dislocation □ 

Amputation □  
Other □ Details: 
 
 
 

D. Treatment/First Aid given? 
First Aid □ Details: 
 
Doctor □                         Veterinary  □                             Other □  Details: 
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THIS PAGE TO BE COMPLETED BY THE COMMITTEE MEMBER INVESTIGATING THE 
ACCIDENT/INCIDENT  
(add sheets if necessary) 

E. What was the cause(s) of the accident/incident?  
 
 
 
 
Was this a Near Miss □ Describe: 
 
 
 
 
              Other □ Describe: 
 
 
 
Was the injury a Serious Harm?    No □    Yes □ If so has WorkSafe NZ been  notified No□ Yes 
□ 
 

F. Describe what would prevent the incident occurring again? 
 
 
 
 
 

G. Injury follow up: 
Did injured person see a Dr?     Yes □    No □      N/A □ 
 
Was the horse seen by a Veterinary? Yes □    No □     N/A □ 
 
 

Hazard follow up: 
New hazard identified  
Yes □           No □ 
Hazard report completed 
Yes □           No □ 
 

H. Incident follow up (e.g. change to procedure, redesign equipment, training, maintenance, 
purchasing product/equipment, security measures, better housekeeping, PPE, signage 
etc.) 

 
 
 
Corrective Action By when By whom 
 
 

  

I. Investigators name:  
 
               Signature:  
 
               Date:  
 
  

J. Date of report to WENZ Health and Safety Committee: 
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K. By whom: 

WENZ Inc Emergency Contacts Form 

Emergency Name of contact Contact details 
Medical Emergency   

 
 

Nearest A&E 
 

  
 
 

Available GP on call   
 
 

Nearest Vet available   
 
 

Nearest Vet Hospital to Venue   
 
 

Animal burial Contractor   
 
 

Farrier available on-call   
 
 

Local Towing contractor   
 
 

People with horse facilities 
available in the event of 
emergency 

  
 
 

People with spare beds in the 
event of an emergency 
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Equipment Maintenance Log Book  

 

Date Maintenance Issue Reporter 
Name 

Date Issue 
resolved/ 

completed 

Signature 
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WENZ Inc Volunteer Brief Outline 
 

1. Welcome and check they know their roles for the day and who to report 
to or ask questions of. 

 
2. Health & Safety – Policy 

 
                               - Hazard ID – Hazard Report Form and Diagram 
                               - Hazard Board and risk matrix 
                                - Incident, Accident & near miss reporting 
                                - Access to First Aid Policy 
                                - Emergency procedures Policy  
                                - Emergency contacts list 
                                - Moving and Handling Policy 
 

3.  Horse Management - Policy 
 

4. Obstacle Construction – Policy 
 
                                          - Obstacle R&M Log  
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