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	NORTH SHORE PLAYCENTRE ASSOCIATION INC.

HEALTH AND SAFETY AT PLAYCENTRE
March 2017 
Rationale
At Playcentre we are all expected to play an active role in creating, reviewing and maintaining a safe environment for adults and children. Our health and safety obligations are outlined by the Ministry of Education (ECE Regulations), Health & Safety Legislation (Health and Safety at Work Act 2015 (“the Act”), Regulations & WorkSafe compliance information), NZ Building Code and NZ Safety Standards. 
North Shore Playcentre Association (“NSPA”) and its affiliated centres are committed to the Act and to appropriately manage risks. NSPA is a PCBU[footnoteRef:1] (Person Carrying out a Business or Undertaking) and must therefore ensure, so far as reasonably practicable, the health and safety of: [1:  In some circumstances (e.g. when a Centre is an Incorporated Sociaty) the Centre itself might also be a PCBU.] 

· Workers (e.g. field officers, paid co-ordinators and office holders), volunteers, visitors, contractors and other persons’ (e.g. childrens’) health and safety while at work; and 
· workers whose activities in carrying out work are influenced or directed by the PCBU while the workers are carrying out the work.
Even if a Playcentre has no paid employees, it must be aware that its duty team members are volunteer workers under the Act, and that all members are responsible for themselves, each other and others when at Playcentre (including children, visitors, field officers, couriers). They have specific responsibilities under the Act as set out below.
Reponsibilities
Every member will take steps to ensure, as far as reasonably practicable, the health and safety of all children and adults, to prevent accidents and the spread of infection.

Every member will take reasonable care for their own health and safety while at Playcentre and to ensure that nothing they do, or fail to do, adversely affects the health or safety of any other person.
NSPA and its officers commit to ‘living & breathing’ health and safety, as should each of the workers and members.
Playcentre Members will:
· Comply with all legislation and policies
· Identify, assess and control hazards 
· Take action to eliminate, isolate or minimise hazards to prevent injury (ie put in place hazard controls)
· Inform others of hazards and the hazard controls and enure the information is properly pased down to new members (e.g. raking sandpit before session; proper storage of chemicals)
· Provide training to new members, visitors, contractors and workers on Hazards, Emergency and Evacuation procedures.  Use the Course One Orientation to reinforce health and safety procedures
· Ensure members are encouraged to look for and raise safety issues
· Record all accidents and near misses and take all practicable steps to prevent these events from reoccurring
· Carry out regular checks using the Health and Safety Checklists, Indoor/Outdoor Safety Checks. These should be done daily, termly and on an annual basis
· Provide appropriate supervision of new members, visitors, contractors and employees
· Support the role of Health and Safety Officer, promoting health and safety practices and reviewing hazard lists and health and safety procedures on a termly basis.
· Raise any issues with Association and communicate freely to Association 

Hazard Identification and Management
The Act requires workers to:
· Take reasonable care for their own safety
· Take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons; and
· Comply with the PCBU’s reasonable instruction; and
· Co-operate with all policies and procedures relating to health or safety at the workplace that have been notified to workers
Centres should do this on an ongoing basis by: 
(a) Carrying out an assessment of the Centre to identify all potential and existing hazards, and/or update the Hazard Register for the Centre.  Note that hazards for adults will be different to those for children and should be included on the Centre Hazard Register.
(b) Invite all members (including workers and contractors) to participate in hazard identification – can they suggest any?  
(c) Review Accident Reports to identify new hazards. We suggest that his is a standard item in your monthly meetings.
(d) When new equipment is purchased for the Centre, review their safe use and instruction manuals to identify potential hazards.
(e) Manage significant hazards as a priority, i.e. hazards that could cause serious harm, including Occupational Overuse Syndrome (OOS).  All hazards must be managed by the Playcentre following the prescribed hierarchy, as follows.


Elimination
(a)  Remove the hazard, and/or
(b) Modify the process/equipment.  Reduce the level of potential harm so the hazard is no longer significant.  
If elimination is not practicable, then;
 Isolation
(a)  Isolate the hazard to remove the risk of harm, e.g. physical barrier, time frame, insulation.  
If elimination and isolation are not practicable, then;

 Minimisation
(a)  Train members in the nature of the hazard and how to prevent it causing harm.
(b) Create procedures for the hazard, including maintenance.
(c) Provide personal protective equipment (eg eye protection, gloves, ear muffs ...) and train Members in its use.
(d) Provide adequate emergency systems.

Training
Train members, visitors and contractors in the health and safety procedures for the Playcentre e.g. evacuation procedures, hazards, accident/first aid procedures, safety equipment/clothing.  
Display Evacuation Procedures in a prominent location within the Playcentre.
Display an up to date Hazard Register within the Playcentre.  Ensure members are notified and trained when new hazards are identified.
Legal obligations on PCBUs
The principal objective of The Health and Safety in Employment Act 1992 was to prevent harm to workers and others in places of work.  To achieve this objective, the old Act set out requirements for employers to:
(a) Identify, assess and control significant hazards,
(b) Provide appropriate training and supervision, and
(c) Involve employees in the development of health and safety procedures.
The above requirements still apply within the framework of the new Act.
The Act states a PCBU must ensure, as far as reasonably practicable, that the health and safety of other persons is not put at risk from work carried out as part of the undertaking. And in addition, the PCBU must ensure, as far as reasonably practicable:
(a) the provision and maintenance of a work environment that is without risks to health and safety; and
(b) the provision and maintenance of safe plant and structures; and
(c) the provision and maintenance of safe systems of work; and
(d) the safe use, handling, and storage of plant, substances, and structures; and
(e) the provision of adequate facilities for the welfare at work of workers in carrying out work for the business or undertaking, including ensuring access to those facilities; and
(f) the provision of any information, training, instruction, or supervision that is necessary to protect all persons from risks to their health and safety arising from work carried out as part of the conduct of the business or undertaking; and
(g) that the health of workers and the conditions at the workplace are monitored for the purpose of preventing injury or illness of workers arising from the conduct of the business or undertaking.

Worker’s Responsibilities
While at work, a worker must—
(a) take reasonable care for his or her own health and safety; and
(b) take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons; and
(c) comply, as far as the worker is reasonably able, with any reasonable instruction that is given by the PCBU (in most cases the PCBU will be Association) to allow the PCBU to comply with this Act or regulations; and
(d) co-operate with any reasonable policy or procedure of the PCBU relating to health or safety at the workplace that has been notified to workers. 

Applying the above to NSPA this requires Centres to do the following:
· Health and Safety Officers in Centres should be familiar with the Health & Safety Kit (“the Kit”) and following the procedures set out therein, including regularly reviewing, updating and educating others on hazard lists and completing action reports and sending these to NSPA on a termly basis. Health and Safety Officers should also ensure first aid kits and civil defence kits remain stocked, there are appropriate first aiders with stocked kits on session and trips, and notified drills are carried out. There are other responsibilities as set out in the Kit. Health & Safety Officers should also be attending termly meetings with the NSPA Health & Safety Co-ordinator when offered, and encouraged to communicate with NSPA on a regular basis.

· Workers (including duty teams and visitors) should take responsibility for their own health and safety, including identifying and managing hazards, and reporting all accidents and near misses they have been involved in or witness, following emergency avacuation procedures.

· Ensuring appropriate training and induction of new members, and continue this training on an ongoing basis

· Reguarly inspect and maintain facilities (including trees) and equipment.

· Everyone should be encouraged to participate in improving Health and Safety policy and practice and be given ample opportunity to make suggestions on session and at meetings.

Hazard Identification and Management
Centres should be carrying out hazard identification and management on an ongoing basis by: 
(f) Carrying out an assessment of their Centre to identify all potential and existing hazards, and/or update the Hazard Register for the Centre.  Note that hazards for workers/adults will be different to those for children and should be included on the Centre Hazard Register.
(g) The Hazard Register should be displayed in a prominent position and should also be passed around for Members to review on a regular basis.
(h) Invite all parties (workers, volunteers, contractors, etc) to participate in hazard identification on an ongoing basis. Hazard identification and control should be raised at most (if not all) meetings to ensure members, workers, contractors or visitors have ample chance to consider and raise hazards or safety issues. 
(i) Review Accident Reports and Near Misses of children and adults to identify new hazards.
(j) When new equipment is purchased for the Centre, review their safe use and instruction manuals to identify potential hazards and ensure it is used appropriately through training and supervision.
(k) Manage significant hazards as a priority, i.e. hazards that could cause serious harm, including Occupational Overuse Syndrome (OOS) or loud noise hazards.  All Centre and NSPA policies must be learned and an ongoing training system must be in place to ensure they are followed. Individual hazards must be managed appropriately by the Centre (with the assistance of the field officers and NSPA) following the prescribed hierarchy, as follows:
Elimination
(c) Remove the hazard, and/or
(d) Modify the process/equipment.  Reduce the level of potential harm so the hazard is no longer significant.  

If elimination is not practicable, then;
 Isolation
(b)  Isolate the hazard to remove the risk of harm, e.g. physical barrier, time frame, insulation.  
If elimination and Isolation are not practicable, then;
 Minimisation
(e)  Train workers and members in the nature of the hazard and how to prevent it causing harm.
(f) Create procedures for the hazard, including maintenance and inducting new members on the hazard protocol.
(g) Provide personal protective equipment and train workers in its use.
(h) Provide adequate emergency systems.
Note that documentation and signage alone are not sufficient.  Workers and Members must be trained and monitored to ensure procedures and safety equipment is used, and used properly.
Training
Train workers/contractors in the health and safety procedures for the workplace e.g. evacuation procedures, hazards, accident/first aid and near miss procedures, safety equipment/clothing, location of fire alarms and first aid equipment.  All workers, contractors and visitors should be directed to the hazard register and should be signing in and out.
Display Evacuation Procedures in a prominent location within the workplace.
Display an up to date Hazard Register within the workplace.  Ensure workers are notified and trained when new hazards are identified. Refer to the Hazard Register at meetings to ensure it remains up to date, and members remain familiar with it. 
Reporting
In the event of a near miss, minor injury or accident to an adult or child, complete the appropriate Accident Register and give one copy to the injured party or their caregiver. Forward photos of these completed forms to NSPA along with the action report on a termly basis.
In the event of a notifiable injury or illness (anything more serious than the above) report it immediately to NSPA on X phone number or after hours phone X. NSPA will then notify WorkSafe in accordance with legislation. Seek immediate medical attention for the injured person and take any steps necessary to prevent further injury. Otherwise, ensure the site is locked out and left undisturbed.
If in doubt, report it to NSPA and we will give you advice on whether it needs to be reported to WorkSafe and what other steps must be taken.
NSPA will help the Centre with the required documentation in accordance with statutory requirements.
Worker Participation
NSPA will facilitate a bi-annual Health and Safety meeting with representatives of the following types of workers to discuss health and safety issues and ideas for improvement:
· Education Facilitators (employed to work predominantly in the evening at multiple sites)
· Education Commenters (employed to work from home)
· Administration Team (employed at Headquarters)
· Centre visiting team – Field Officers, Centre Support, Child Support (employed to work predominantly during the day at multiple sites)
Employees within these teams are encouraged to contact their Representative and pass on health and safety concerns and ideas.
Health and Safety Representatives are entitled to paid leave to attend approved health and safety training courses.
This employee participation system will be reviewed every 5 years with this policy.
Further information 
For further information, please contact the Licensee or the Health and Safety Co-ordinator
North Shore Playcentre Association Health and Safety Co-ordinator: nspahands@gmail.com 
North Shore Playcentre Association Licencee: hqadmin@northshoreplaycentre.org.nz  and phone 415-3321
North Shore Playcentre Association Health and Safety, Equipment and Property Kits
Watch Out List
Equipment for Playcentres
North Shore Playcentre Association policies including Excursions Policy, Adult and Child Policy, Child Protection Policy and other Health and Safety for Playcentres

Early Childhood Education Regulations, Ministry of Education
http://www.business.govt.nz/worksafe

– forms and templates, including a “Hazard Handler” wizard to produce a Hazard Register, compliance information and advice

http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html - the legislation 
Useful websites: 
www.worksafe.govt.nz 	– information, forms and templates, including a “Hazard Handler” wizard to produce a Hazard Register.

http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html?search=ts_act%40bill%40regulation%40deemedreg_health+and+safety_resel_25_a&p=1

http://www.education.govt.nz/ministry-of-education/specific-initiatives/health-and-safety/ - Guidelines from the Ministry of Education to assist ELCs meeting the requirements of the Health & Safety At Work Act 2015

North Shore Playcentre Association policies including Excursions Policy, Adult and Child Policy, Child Protection Policy and other Health and Safety for Playcentres http://www.northshoreplaycentre.org.nz


Policy Accepted:  Association Meeting, March 2017.    Review Date:	2020 or earlier if legislation changes.
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NORTH SHORE PLAYCENTRE ASSOCIATION INC.

HAZARD REGISTER – WORKERS
8 February 2017

The following Hazards are identified as common to North Shore Playcentre Association workers but must be tailored to the workplace by the worker.   
Hazard Registers particular to the workplace/Playcentre/premises should be displayed in each location.

	Hazard
	Significant
Y / N
	Eliminate
	Isolate
	Minimise
	Controls

	OOS
	Yes
	
	
	Yes
	Provide information to employees on Workstation set up, and the importance of exercises and mini-breaks.
Carry our Workstation Assessments bi-annually with HQ team.
Offer Workstation Assessments to all workers.

	Driving accidents
	Yes
	
	
	Yes
	Employees driving for work purposes must have the appropriate licence – check on Application Form for employment.
Expectation that vehicles have current WOF and Registration – make part of terms and conditions of employment.

	Using cellphones whilst driving
	Yes
	
	
	Yes
	Driving whilst talking or texting on a mobile phone (except when using a handsfree kit) is not permitted and is illegal.  Employees must pull over to the side of the road to answer or make calls and send or receive texts or emails.

	Personal safety when unlocking and locking Playcentre premises
	Yes
	
	
	Yes
	Encourage a Centre Member to meet Facilitators on-site on the first evening of training, particularly for unfamiliar premises.
Encourage employees to remain in their locked vehicle if premises are poorly lit, until another person arrives.  Enter the premises together.
Encourage employees to request another person to remain to jointly lock premises and leave together.
Provide this information in the Induction Pack for Facilitators.

	




	
	
	
	
	



Workstation Setup

Use the following diagram and checklist to ensure your home workstation is set up in a manner that will prevent Occupational Overuse Syndrome.

[image: C:\Users\NSPA5\Documents\Employment Folder\Health and Safety\workstattion set up.gif]
	Preferred Posture/Set Up/Work Practice
	Yes
	No
	If No, Action Required

	
1.  CHAIR

	a. Elbows at 90o and forearms parallel to floor when using keyboard            
	  
	
	· Raise or lower chair
· Raise or lower keyboard height

	b. Thighs parallel to floor
	
	
	· Add/subtract footrest

	c. Feet flat on floor and ankles at 90o
	
	
	· Add/subtract footrest
· Limit shoe heel height

	d. Adequate back support
	
	
	· Adjust chair back 
· Obtain lumbar roll/cushion

	e.  Shoulders relaxed and level
	
	
	· Adjust or eliminate armrests

	
2.  DESK

	a. Seated elbow height equals desk height
	
	
	· Raise/lower chair
· Raise/lower desk height

	b. Adequate space:
· items used most often  should be within an arm length or envelope of reach
· items used less frequently can be placed outside of the envelope of reach
	
	
	· Organize desk surface
· Remove clutter on and under desk
· Arrange other furniture and equipment (e.g., cabinets, printers) to minimize body twisting
· Arrange or eliminate furniture and equipment to create adequate space

	
3.  KEYBOARD POSTURE

	a. Relaxed arm position during keyboarding (elbows at 90o; forearms parallel to floor)
	
	
	· Recheck chair height and raise or lower, as needed

	b. Wrists not flexed nor extended
	
	
	· Lower or remove keyboard tilt

	[image: C:\Users\NSPA5\Documents\Employment Folder\Health and Safety\KeyboardErgonomics.jpg][image: C:\Users\NSPA5\Documents\Employment Folder\Health and Safety\KeyboardErgonomics.jpg]

	
4.  MOUSE

	a. Position of mouse allows for proper arm posture (i.e., arm not extended)
	
	
	· Move chair closer to work surface
· Place mouse close to keyboard and at same level  

	c. Full arm motion used when using mouse
	
	
	· Avoid resting wrist on edge of desk

	[image: computer_posture--mouse_usage]      [image: C:\Users\NSPA5\Documents\Employment Folder\Health and Safety\computer_posture--mouse_usage.jpg]

	
5. SCREEN 

	a. Head in neutral position
	
	
	· Raise or lower monitor (Top of viewing area should be at or slightly below eye level unless screen is viewed through lower part of glasses [bifocals] and neck is extended, then monitor should be lower.)
· Orient monitor directly in front of body

	b. Monitor at arm’s length from face
	
	
	· Adjust distance of monitor 

	c. Glare minimized
	
	
	· Tilt monitor slightly downward
· Adjust monitor brightness
· Close window coverings
· Ideally, position monitor/workstation so windows are to the side 

	
6.  TELEPHONE

	a. Neck centered and in neutral position
	
	
	· Hold handset with  hand (i.e., no cradling between head and shoulder)

	
7.  WORK AND PERSONAL HABITS

	a. Visual rest every 20 minutes
	
	
	· Look away from the screen for 1 minute every 20 minutes.  Focus on an item of greater distance away.

	b. Regular stretch break


	
	
	· Pace work activities
· Take scheduled breaks
· Perform office exercises every 2 hours

	c. Alternate tasks once per hour
	
	
	· Vary work activities 
· Reorganize or modify job to add task variety


Checklist adapted from:  Office Ergonomics (1999), WCB Alberta    Image from www.health.wdtn.com
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