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Swimming Northland Health and Safety Policy Statement
Swimming Northland is committed to the provision of a healthy and safe working environment for contractors, visitors and participants of the organisation’s events, programmes and activities. 

Health and safety is everyone’s business, and everyone is expected to share in our commitment to avoid all accidents and incidents, which may cause personal injury, property damage or loss of any kind.

In fulfilling this commitment, the board aims to:

· Provide a safe and healthy work environment and system for volunteers, contractors, visitors and participants

· Provide information, instruction, training and supervision to volunteers, contractors, visitors and participants

· Provide safe equipment, property and materials

· Strive to eliminate, isolate and/or minimise all actual and potential risks and hazards

· Ensuring volunteers, other people at (or in the vicinity) of the place of operation are not exposed to unmanaged or uncontrolled hazards

· Develop and implement emergency and evacuation procedures

· Ensure prompt and accurate reporting of all injuries, illnesses, incidents and events

Objectives will be achieved through:

•
The Board’s support and commitment to health and safety

•
Implementation of policies and procedures

•
Volunteer education and participation

•
Maintaining a quality philosophy 

•
Regular reviews and evaluations 

· Adding health & safety to the Board meeting agenda

•
Annual health and safety policy and procedures review

Hazard management

Purpose
To further improve the method for systematically identifying, assessing and controlling hazards for activities run by Swimming Northland.
Scope
The procedures apply to all Swimming Northland activities and events.

Responsibilities
The Board is responsible for:

•
conducting regular health and safety inspections

•
maintaining the hazard registers (appendix 3) including identification and risk analysis

•
working with contractors and volunteers to control identified hazards

•
authorising specialist consultants to be contracted where existing competency is not available to identify, eliminate or minimise hazards (for example engaging life guards).

All contractors and volunteers are responsible for:
•
implementing hazard management procedures in their work area 

•
taking all practicable steps to ensure that hazards identified are eliminated, isolated or controlled

•
completing a hazard notification form (appendix 4) if a hazard is identified and providing this to the Board Chair (who will undertake a full identification and risk analysis and enter details into the hazard register)

•
informing others (visitors, volunteers and contractors) of any hazards to health and safety which are known to be associated with the work they perform and the steps to be taken to control any such hazard

•
ensuring unsafe acts and unsafe conditions are appropriately addressed.

Procedure
Hazard management steps include:

1.
Identification – describe the hazard and state the location of the hazard

2.
Risk analysis – rate the risk

3.
Control – Recommend the control measure (eliminate, isolate or minimise).

Complete details on the hazard management register (appendix 3) for each event/activity Swimming Northland organises and runs.

If difficulties are experienced in identifying, eliminating or controlling hazards, the Board will engage an outside contractor with appropriate experience.

Hazard management needs to be completed: 
•
systematically for all areas e.g. Northland Carnivals prior to beginning each carnival
•
when an accident occurs; a check is needed to ensure hazards listed and the controls are adequate

•
when a new process or equipment is introduced

•
if a new hazard is observed or reported. 

Step 1 – Identify hazards
	Hazard Identification Process2

	1.


	Use inspection, audits, walk-through surveys and checklists to determine hazards



	
	Working Environment

Area used and its physical condition

Workplace layout

Location of material/equipment and distances moved

Types of equipment used

Energy hazards

Hazards which could cause injury

Characteristics of materials, equipment

Hazards which could cause ill health

Psycho-social environment

Organisation environment
	Human Factors

Knowledge and training 

Skills and experience 

Health, disabilities, fitness 

Age and body size 

Motivation 

Risk perception and value systems 

Protective clothing, equipment, footwear 

Leisure interests
	Tasks

Task analysis 

Working postures 
and positions 

Actions and movements 

Duration and frequency of tasks 

Loads and forces involved 

Intensity 

Speed/accuracy 

Originality 

Work organisation

	2.
	Analyse any ‘near miss’ accidents that may have been recorded in the incident and accident register or documented in the minutes from health and safety meetings


Step 2 – Risk analysis 

Risk analysis is the process of estimating the magnitude of the risk and deciding what actions to take. The following considerations are made to establish risk using the likelihood and impact scales below.
	Score
	Scale
	Frequency of accident or illness

	1
	Rare
	May occur only in exceptional circumstances, e.g. less than 5% chance of occurring

	2
	Unlikely
	Could occur at some time, e.g. 5-29% chance of occurring

	3
	Possible
	Should occur at some time, e.g. 30-59% chance of occurring

	4
	Likely
	Will probably occur in most circumstances, e.g. 60-79% chance of occurring

	5
	Almost certain
	Will occur in most circumstances, e.g. 80%+ chance of occurring


Impact scale

	Score
	Scale
	Severity of accident or illness

	1
	Minimal
	Negligible injury or illness

	2
	Minor
	Minor injury or illness requiring minor first aid and/or less than one weeks’ recovery

	3
	Moderate
	Injury or illness requiring advanced first aid and medical visit (e.g. GP or hospital visit) and/or 1-6 week’s recovery

	4
	Major
	Injury or illness requiring advanced first aid and emergency medical assistance (e.g. hospitalisation) and/or more than six weeks’ recovery

	5
	Extreme
	Injury or illness requires immediate emergency medical assistance and may result in permanent or long-term disabling effects or death. Hospitalisation likely to be for more than six weeks


2 
Table: Adapted from Interaction of people, tasks, and environment for hazard analysis (developed from Hay 1992, and OSH 1991: P10) Likelihood scale.

A risk assessment category (critical, high, moderate or low) for each hazard is compiled by using the chart below. Hazards with the highest rating are given priority. 

Risk assessment chart 

	Likelihood
	Impact

	
	Minimal
	Minor
	Moderate
	Major
	Extreme

	Almost certain
	H
	H
	C
	C
	C

	Likely
	M
	H
	H
	C
	C

	Possible
	L
	M
	H
	C
	C

	Unlikely
	L
	L
	M
	H
	C

	Rare
	L
	L
	M
	H
	H


Legend:

	C
	Critical risk; immediate action required

	H
	High risk; senior management attention is needed

	M
	Moderate risk; management responsibility must be specified

	L
	Low risk; manage by routine procedures


The risk assessment category is entered into the Risk Score column beside the hazard on the Hazard Management form. ‘Significant Hazards’ are identified according to the definition above.


Step 3 – Control
Where a significant hazard is to be controlled, this must, if practicable, be by elimination. Where elimination is not practicable then the hazard must be isolated. Only where both elimination and isolation are not practicable are methods of minimisation to be applied. 

Definitions
•
‘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. In effect a hazard can be interpreted as anything that can cause harm in terms of human injury or ill health, damage to property, damage to the environment or a combination of all these. 

•
‘Hazard Identification’ is the process of recognising that a hazard exists and defining its characteristics.

•
‘Hazard Assessment’ is the overall process of determining whether a hazard is significant.



•
‘Significant hazard’ means a hazard that is an actual or potential cause or source of:

-
Serious harm; or 

-
Harm (that is more than trivial) the severity of whose effects on any person depends on the extent or frequency of the person’s exposure to the hazard; or

-
Harm that does not usually occur, or is not easily detectable, until a significant time after exposure to the hazard.

•
‘Harm’ means ‘illness, injury or both’. The term is only used in the context of harm that is more than trivial.

•
‘Serious harm’ is essentially a work-related injury, illness or condition that will result in admission to hospital for 48 hours or more or being off work for more than one week.

Accident management 

Policy statement
A safe and healthy work environment and environment for participants and spectators is fostered through a partnership where all involved combine their efforts and share the responsibility for injury prevention and management. Early reporting is essential to this process and Swimming Northland has a specific accident reporting and investigation form that must be used in the event of all accidents and incidents that occur at Swimming Northland run events and activities. 

Scope
This policy applies to all volunteers and contractors of Swimming Northland, including those participating in Swimming Northland events and activities and ‘others’ at the activity or event. 
Purpose
To provide consistent procedures for recording and investigating incidents and accidents that occur during Swimming Northland events and activities. 
Responsibilities
To assist Swimming Northland in meeting its aims in the prevention and management of injury, there are responsibilities for the organisation through the Board working in partnership with volunteers and contractors. 

The Board is responsible for:
•
preventing accidents and injury by providing a safe and healthy environment for volunteers, contractors, participants and spectators within their areas event and activity operation

•
taking all practicable steps to see that all volunteers are aware of the accident reporting system, know where to obtain the appropriate form, and report such events when they occur

•
arranging for appropriate first aid and emergency care (or other assistance) where required if an accident does occur 

Volunteers and contractors 
Volunteers and contractors are responsible for:

•
observing any established health and safety procedure that relates to the work performed

•
participating in relevant health and safety training
•
accurately reporting and documenting all accidents, incidents and observed hazards to the Board
Record of accident/incident/serious harm 
The Swimming Northland Board will record and investigate accidents that have occurred during activities or events run by Swimming Northland. 
The Swimming Northland accident/incident form (appendix 2). 

Emergency management 
Policy
Swimming Northland recognises the need to be prepared for emergency situations that may be encountered during events and activities.

Scope
This policy applies to all events and activities run by Swimming Northland.
Responsibilities
The Board is responsible for:

•
ensuring all volunteers are aware of the Emergency Procedure for the event or activity (appendix 5)
•
there is an emergency procedure in place for all Swimming Northland events and activities 

First aid

Policy statement
Swimming Northland has a duty of care to take ‘all practicable steps’ in providing effective first aid arrangements.

Purpose
To ensure safe and consistent care is taken when first aid may be required at events and activities run by Swimming Northland.
Scope

This policy applies to all Swimming Northland events and activities.

Responsibilities

The Board is responsible for:
· Ensuring appropriate first aid supplies are provided at events and activities run by Swimming Northland (either by Swimming Northland, the club/s or by the hired venue. All teams are responsible for their own first aid supplies).
· Ensuring there are trained first aid personnel on site at Swimming Northland events and activities (either provided by hired venue, club/s or designated volunteers at the event/activity. All teams are responsible for their own first aid supplies).
· Ensuring the incident and accident register is completed in the event that first aid is rendered (refer appendix 2).
Appendix 1: Checklist for yearly manual review

	Health & Safety System 
	Policy components


	Review date



	Organisation commitment 
to health and safety


	· Swimming Northland  H&S Policy Statement
· Volunteers

· Acknowledgment of and cross-reference to relevant legislation

· Quality systems that support health 
and safety such as internal audit
	

	Hazard identification 
and management


	· Hazard identification process and 
risk analysis

· Managing hazards

· Forms for hazard identification 
and analysis
	

	Accident reporting and management


	· Definitions of accident and serious harm

· Procedures for investigating and recording accidents

· Forms for recording accidents and investigations
	

	Emergency planning and readiness


	· First Aid

· Emergency Procedure
	

	Event management 


	· Hazard register for each carnival/event
· Emergency procedure for each carnival/event
	


 Appendix 2: Incident and accident reporting form/register

	PARTICULARS OF ACCIDENT

	Date of Accident

 M    T    W    T    F    S    S
	Time
	Location
	Date Reported


	THE INJURED PERSON

	Name
	Address

	Age
	Phone Number
	

	Date of Accident
	Length of Employment                              On job

	TYPE OF INJURY:
	(    Bruising
	(    Dislocation
	(    Other (specify)
	Injured part of body

	(    Strain/sprain
	(    Scratch/abrasion
	(    Internal
	
	

	(    Fracture
	(    Amputation
	(    Foreign body
	Remarks:
	

	(    Laceration/cut
	(    Burn/scald
	(    Chemical reaction
	
	

	DAMAGED PROPERTY

	Property/Material Damaged
	Nature of Damage

	
	

	
	

	
	Object/Substance Inflicting Damage

	
	

	THE ACCIDENT

	DESCRIPTION
	Describe what happened (space overleaf for diagram  -  essential for all vehicle accidents)

	
	

	
	

	
	

	
	

	ANALYSIS
	What were the causes of the accident?

	
	

	
	

	
	

	
	

	
	

	HOW BAD COULD IT HAVE BEEN?
  (  Very serious                (  Serious                (  Minor
	WHAT IS THE CHANCE OF IT HAPPENING AGAIN?

     (  Frequent                 (  Occasional                  (  Rare

	PREVENTION
	What action has or will be taken to prevent a recurrence?
(Tick items already actioned)

Use space overleaf if required
	
	By whom
	When

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	TREATMENT AND INVESTIGATION OF ACCIDENT

	Type of Treatment Given
	Name of Person Giving First Aid
	Doctor/Hospital



	Accident Investigated By
	Date
	WorkSafe NZ Advised?      YES / NO
	Date




Appendix 3: Hazard register

	Hazard Identification and Analysis


	Action



	Hazard and potential harm
	Risk Category


	Significant

hazard?

Yes/No
	Practicable to 


	Controls required (including existing)


	Person responsible


	Date of action


	Completed by



	
	
	
	Eliminate?

Yes/No
	Isolate?

Yes/No
	Minimise?

Yes/No
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Appendix 4: Hazard notification form

Any person who identifies a hazard should complete this form, for example a new hazard that is not entered into the hazard register or an existing hazard that has been entered into the hazard register that has not been correctly managed to eliminate or mitigate risk.

	Hazard Notification Form



	Your name:


	Date:


	Location:


	Notification to:



	
	
	
	

	
	Date observed:


	
	

	
	
	
	

	Description of hazard including significance in 
your opinion:
	Any immediate action taken to mitigate: 
(please describe)
	Your recommendations to control or eliminate 
the hazard:

	
	
	

	Signature of person notifying this hazard:
	

	Health and safety representative report including analysis and action taken:

	

	Date entered into the hazard register: 

	Signature of health and safety representative:


	


Appendix 5: Hazard notification form

Swimming Northland Emergency Procedure

As an official of the Swimming Northland event there is the possibility you may be at the scene of an accident or be approached by a participant in need of assistance. The information below is to assist you in these situations.

1. Assess the situation. Is first aid required or can the person/people wait with you for an event official or first aider to help them.

2. Provide first aid if required – see below.

3. If the emergency requires serious medical assistance dial 111 and ask for Ambulance. If you are not sure whether Emergency Services are needed, call anyway; they can help you decide.

4. If you do not have a phone with you (or cannot get coverage) send someone else to the Kawakawa, Whangarei or Kauri Coast Pool Reception.

5. The following information will be required by the ambulance controller:

· The address of the incident, including suburb and city. This is especially important if you are calling from a mobile.

· The telephone number you are calling from.

· What has happened

· The number of people who are ill or injured.

6. If the accident involves traffic, report to Police (111) after requesting Ambulance.

7. Get patients name if possible.

8. Inform Event organisers XXX on Ph xxx
9. Information desk to be informed of patients name and then to inform next of kin.
10. All teams are responsible for their own first aid supplies and they are also available at lifeguard office.
First Aid

Preserve the life:

· Keep the airway clear

· Make sure the casualty is breathing and has a pulse

· Stop any bleeding

· Treat shock

· Treat other injuries in order of seriousness

Prevent worsening:

· Never move the casualty unless there is danger, and then move then in a way that will avoid further injury

· Comfort and reassure the casualty

· Give protection from weather, traffic, and the cause of the initial injury

· Place the casualty in the recovery position if appropriate

Promote recovery

· Ask someone to call an ambulance as soon as possible

· Stay with a sick or injured person until help arrives

· Give appropriate first aid

3 	Through a prescribed timetable, for example undertaking a regular survey or internal audit.











