
 

 

 

 

20th GOVERNING BOARD MEETING 

28 February – 1 March, 2019 

Grand Mercure Hotel, Auckland, New Zealand 

 

Agenda item no.: 5 

 

Title of paper: Health and Safety 

 

Purpose of the paper 

To provide a brief report on the development and implementation of health and safety systems, and 

on all health and safety issues that have come to attention since the August 2018 meeting.  

 

Strategic Plan reference: SP 5, but has general significance to PASAI’s governance, legal 

compliance, and risk management. 

 

Background: 

The Board in its meeting in February 2016 requested that health and safety become a standard agenda 

item for each Board meeting. The item must include a report on the development and implementation 

of health and safety systems, and on all health and safety issues that have come to attention since the 

previous meeting. Health and Safety at Work Act 2015 (NZ) came into effect on 4 April 2016 and 

PASAI Secretariat is under the requirements of this Act.   

 

Key issues: 

The Governing Board approved and adopted the PASAI Health & Safety policy in August 2016 and 

revised in August 2018.  This policy governs the conducting of PASAI programmes and also in 

organising and managing the work of the Secretariat staff in relation to health and safety issues.  

 

There are no health and safety issues to report during the period August 2018 – January 2019.  

  

 

Recommendation: 

The Governing Board is invited to note the report on Health and Safety. 

 

 

Submitted by: Tiofilusi Tiueti 

Date submitted: 8 February 2019 
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This is the fifth report to the Board based on the Health and Safety at Work Act 2015 (NZ) (the Act) 

that came into effect on 4 April 2016 and applying the PASAI Health and Safety policy as approved 

by the Board in August 2016 and revised in August 2018. 

 

Health and safety system 

 

1. PASAI has continued to implement its established health and safety system in order to meet the 

legal requirements of the Health and Safety Act and also applying the approved Health and Safety 

policy. A brief outline of the system is again provided below. 

  

2. The Secretariat consider it paramount for staff to look after each other while at work or in the 

event of a colleague not reporting to work. This is not only to ensure the office is safe for staff 

to work at all times but also that staff are kept informed of any staff who has not reported to work 

in a given period.  

 

3. Staff are therefore required to inform the Chief Executive, Office Coordinator or fellow Directors 

if they are not reporting to work due to health and safety issues. Chief Executive ensures that any 

such issues are genuine and that they do not pose any harm to the staff. 

 

4. Health and safety has become a standard agenda item for each Secretariat staff meeting. Staff are 

always encouraged to raise any health and safety issues during the meeting and to share any 

approach to identify and manage any health and safety risks and hazards (both at the Secretariat 

office and while on fieldwork, and in the organisation of PASAI events). 

 

5. The Office Coordinator keeps a health and safety register (Appendix 1 of the Health and Safety 

policy) that records any hazards and incidents involving staff and participants in PASAI’s 

activities. There were no significant Health and Safety issues recorded during the reporting 

period. 

 

6. For all official travels, the Chief Executive discusses with the related staff the relevant safety 

issues especially on locations, travel routes, participants, and other safety matters. Staff are 

required to complete two forms: the Health and Safety check and travel form (Appendix 2 of the 

policy); and the Health and Safety checklist (Appendix 3 of the policy). These forms are then 

submitted to the Chief Executive to sign and for the Office Coordinator to keep on file.  Any 

health and safety issues raised in these forms are again discussed and an action agreed to be taken 

to ensure that no harm will happen.  

 

7. PASAI Risk Register has been updated with health and safety issues.  The Risk Register is also 

updated with any health and safety issues that are identified or happen in carrying out PASAI 

activities. 

 

8. Health and safety risks have been and will continue to be factored into each annual review of 

PASAI’s insurance arrangements. 

 

 

 

Health and Safety report 
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9. The template for employment agreements and consultancy agreements have been updated to 

include duties of staff in relation to health and safety matters as required by the Act.  

 

10. The terms of reference and any agreements with those facilitators or staff who have 

organisational responsibilities for PASAI events include health and safety to ensure that 

providers of services understand PASAI’s obligations for health and safety of participants and 

that any hazards or incidents concerning health and safety are duly reported.  

 

11. The Chief Executive with the assistance of the Office Coordinator ensures that health and safety 

matters are raised with staff to ensure hazards and incidents are reduced and avoided. 

 

 

Health and safety issues 

As mentioned above, there was no significant health and safety issues recorded in the Health & Safety 

register under hazards and incidents during the period.  The Secretariat will continue to identify any 

instances of health and safety concerns and take appropriate, and instant action, report to relevant 

authorities, record in the Health and Safety register, and report to the Board.  

 

  

 

Recommendation: 

 

The Governing Board is invited to note the Health and Safety report 

 
 


