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Distribution: Applies to all workers, volunteers, officers, contractors, exhibitors, temporary staff and other PCBUs operating at NFDI sites and events.



[bookmark: _Toc216776407][bookmark: health-safety-policy]Health & Safety Policy
Version 2025.3
1. Purpose
Northland Field Days Inc. (NFDI) is committed to providing a safe, healthy, and supportive environment for all volunteers, workers, contractors, exhibitors, suppliers, and visitors involved in the annual Field Days event and any associated activities.
This policy establishes NFDI’s commitment to meeting legal duties under the Health and Safety at Work Act 2015 (HSWA) and applying recognised good practice for event health and safety management.
[bookmark: our-commitment]2. Our Commitment
NFDI will: - Provide and maintain safe systems of work, safe equipment, and safe facilities. - Identify, assess, and manage risks using the hierarchy of controls. - Ensure all workers, volunteers, contractors, and exhibitors receive appropriate information, training, induction and supervision. - Consult, cooperate and coordinate with all PCBUs operating at the event. - Actively encourage worker engagement and participation. - Prepare for and respond effectively to incidents and emergencies. - Support worker wellbeing through fatigue management, hydration, mental health awareness, and a respectful environment. - Ensure all incidents, injuries, near misses and hazards are reported, recorded and investigated. - Drive continuous improvement through reviews, audits and event debriefs.
3. Responsibilities
[bookmark: executive-committee]3.1 Executive Committee
· Provide leadership and resources.
· Approve and review this policy annually.
· Ensure key risks are monitored.
· Support the Health & Safety Officer.
3.2 Health & Safety Officer (HSO)
· Lead implementation of the H&S Management System.
· Conduct inductions, inspections and risk assessments.
· Support incident response, reporting and investigations.
· Maintain documentation (risk register, hazard register, inventories).
3.3 Event Coordinator
· Ensure day-to-day operational safety.
· Coordinate contractors and exhibitors.
· Ensure communication channels and supervision are effective.
[bookmark: volunteers-workers]3.4 Volunteers & Workers
All personnel must: - Take reasonable care for their own health and safety. - Ensure their actions do not cause harm to others. - Follow all procedures, instructions, signage and PPE requirements. - Report hazards, unsafe conditions, and incidents immediately.
3.5 Contractors & Exhibitors
Must: - Comply with NFDI’s safety requirements. - Provide required H&S documentation (e.g., SSSP, SDS, insurances). - Manage hazards associated with their activities. - Ensure their staff are trained, supervised and competent.
[bookmark: worker-engagement-participation]4. Worker Engagement & Participation
NFDI is committed to involving workers and volunteers in health and safety matters by: - Regular toolbox talks and site briefings - Encouraging reporting of hazards and improvements - Including H&S discussions at committee meetings - Listening to suggestions and concerns without judgement
[bookmark: incident-emergency-management]5. Incident & Emergency Management
NFDI will maintain robust procedures for: - Emergency response (fire, medical, severe weather, traffic, gas leaks) - Incident reporting and investigation - Serious incident management, including notifiable events to WorkSafe - Evacuation planning and drills
[bookmark: continuous-improvement]6. Continuous Improvement
NFDI strives for excellence in health and safety by: - Reviewing this policy annually or after significant events - Updating procedures following incidents, audits or feedback - Keeping up-to-date with regulatory and best-practice changes - Conducting post-event debriefs and implementing improvements

7. Approval
This policy is approved by the Northland Field Days Inc. Executive Committee.
Chairperson: __________________________________________ Date: ____________
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[bookmark: _Toc216776409]Health & Safety Manual
[bookmark: _Toc215575787][bookmark: _Toc216776410]1. Purpose and Scope
Northland Field Days Inc (NFDI) is committed to providing safe, healthy, and well-managed events and workplaces. This manual sets out NFDI’s Health & Safety (H&S) governance, systems and procedures to prevent harm and meet legal duties under NZ law. It covers: 
· Event planning and risk management
· Worker/volunteer safety
· Contractor and exhibitor management
· Crowd and traffic safety
· Emergency management
· Incident reporting
· Assurance and continuous improvement.
[bookmark: _Toc215575788][bookmark: _Toc216776411]2. Legal and Best-Practice Framework
Primary Legislation
· Health and Safety at Work Act 2015 (HSWA)
· Health and Safety at Work (General Risk and Workplace Management) Regulations 2016
· Health and Safety at Work (Hazardous Substances) Regulations 2017
· Fire and Emergency New Zealand Act 2017
· Building Act and Code (temporary structures)
· AS/NZS 3002 – Electrical installations—Shows and carnivals
· New Zealand Guide to Temporary Traffic Management (NZGTTM) 2023
· Privacy Act 2020
Best-Practice References
· WorkSafe NZ (2022) Managing Health and Safety at Events
· WorkSafe NZ (2021) Managing Risk and Worker Engagement
· WorkSafe NZ (2020) Managing Contractors
· FENZ (2021) Event Fire Safety Guidelines
· MBIE (2022) Safe Work Instrument: Temporary Structures
· EPA (2023) Hazardous Substances Code of Practice
· Standards NZ (2018) AS/NZS 3002
· MBIE (2019) Good Practice Guidelines for Events and Venues
[bookmark: _Toc215575789][bookmark: _Toc216776412]3. Governance, Roles and Responsibilities
3.1 Executive Committee (Officers)
· Exercise due diligence to ensure HSWA compliance.
· Approve policies and resources.
· Review H&S performance quarterly.
3.2 Event Director / General Manager
· Accountable for system implementation and resourcing.
· Lead pre-event readiness and daily safety briefings.
· Liaise with emergency services and regulators.
3.3 H&S Coordinator
· Maintain Event Safety Plan (ESP), risk register, inductions.
· Coordinate inspections, audits and incident investigations.
3.4 Supervisors and Area Leads
· Enforce safe work systems and verify competence.
· Conduct daily area inspections.
3.5 Workers and Volunteers
· Take reasonable care for own and others’ safety.
· Follow procedures and report hazards or incidents.
3.6 Contractors and Exhibitors
· Provide SSSP/JSAs, certifications and insurances.
· Cooperate with NFDI on overlapping duties and controls.
[bookmark: _Toc215575790][bookmark: _Toc216776413]4. Planning and Risk Management
· Identify hazards, assess likelihood × consequence.
· Apply hierarchy of controls.
· Maintain a live risk register for build, live and pack-out phases.
· Review controls under changing conditions (weather, crowds, traffic).
Critical Risks: vehicle movement, temporary structures, electrical hazards, fire and LPG, crowd surge, contractor interfaces, weather.
[bookmark: _Toc215575791][bookmark: _Toc216776414]5. Event Safety Plan (ESP)
Each major event must have an ESP including:
· Site map with zones and muster points
· Roles and contact lists
· Crowd and traffic management plans
· Emergency and medical response arrangements
· Weather monitoring and trigger actions
· Contractor and exhibitor compliance controls
[bookmark: _Toc215575792][bookmark: _Toc216776415]6. Induction, Training and Competency
· All workers and volunteers receive H&S inductions covering site rules, PPE, emergency actions, and reporting.
· Maintain training matrix for licences (forklift, MEWP, TTM, first aid).
· Deliver toolbox talks and pre-start briefings daily.
[bookmark: _Toc215575793][bookmark: _Toc216776416]7. Contractor and Exhibitor Management
· Pre-qualify higher-risk contractors.
· Require electrical/LPG certifications for exhibitors.
· Hold pre-start coordination meetings.
· Monitor compliance and rectify issues promptly.
[bookmark: _Toc215575794][bookmark: _Toc216776417]8. Crowd and Public Safety
· Design safe capacities and circulation routes.
· Provide clear signage, PA systems, and lighting.
· Operate lost-child procedure and welfare points.
· Separate livestock displays and enforce hygiene controls.
· Apply alcohol management per Sale and Supply of Alcohol Act 2012.
[bookmark: _Toc215575795][bookmark: _Toc216776418]9. Traffic and Transport (NZGTTM)
· Prepare risk-based TTM plans; use qualified traffic controllers.
· Separate vehicles and pedestrians; post speed limits.
· Designate parking and shuttle plans for peak flows.
[bookmark: _Toc215575796][bookmark: _Toc216776419]10. Temporary Structures and Utilities
· Engineer sign-off for stages, marquees, grandstands.
· Verify anchoring and wind ratings.
· Temporary electrical installations per AS/NZS 3002.
· Secure LPG upright and test for leaks; maintain clearances.
[bookmark: _Toc215575797][bookmark: _Toc216776420]11. Hazardous Substances
· Keep inventory and Safety Data Sheets (SDS).
· Store with bunding and signage; control ignition sources.
· Provide spill kits and trained responders.
· Refuelling only in designated zones away from public.
[bookmark: _Toc215575798][bookmark: _Toc216776421]12. Emergency Management
Scenarios: medical emergency, fire, severe weather, security threat, lost child, utility failure.
· ERP defines incident controller structure and comms tree.
· Maintain first aid posts, AEDs, extinguishers.
· Conduct evacuation drills and post-incident reviews.
[bookmark: _Toc215575799][bookmark: _Toc216776422]13. Health and Wellbeing
· Manage fatigue through rosters and breaks.
· Provide shade, hydration, and sunscreen.
· Zero tolerance for impairment from drugs or alcohol.
· Promote respectful behaviour and support channels.
[bookmark: _Toc215575800][bookmark: _Toc216776423]14. Personal Protective Equipment (PPE)
· Hi-Viz clothing, safety footwear, gloves, eye/hearing protection, helmets as required.
· Inspect and replace defective PPE immediately.
· Train workers on correct use and limitations.
[bookmark: _Toc215575801][bookmark: _Toc216776424]15. Incident, Hazard and Near-Miss Reporting
· Report all events immediately to supervisor/H&S lead.
· Investigate and record root causes and corrective actions.
· Notify WorkSafe for notifiable events per HSWA s56-57.
· Share lessons learned at toolbox talks.
[bookmark: _Toc215575802][bookmark: _Toc216776425]16. Consultation and Worker Engagement
· Maintain an H&S Committee representing workers, contractors, security and traffic.
· Hold daily briefings and event debriefs.
· Encourage feedback and stop-work authority for imminent danger.
[bookmark: _Toc215575803][bookmark: _Toc216776426]17. Monitoring, Assurance and Continuous Improvement
· Daily site inspections during build/live/pack-out.
· Audits of critical risks (electrical, structures, traffic).
· KPIs: incidents, near misses, training completion, inspection closure.
· Post-event review to update plans and manual.
[bookmark: _Toc215575804][bookmark: _Toc216776427]18. Records Management and Privacy
· Maintain records of inductions, training, incidents, and permits.
· Store personal information securely per Privacy Act 2020.
[bookmark: _Toc215575805][bookmark: _Toc216776428]19. References
1. WorkSafe NZ (2022) Managing Health and Safety at Events
2. WorkSafe NZ (2021) Managing Risk and Worker Engagement
3. WorkSafe NZ (2020) Managing Contractors
4. FENZ (2021) Event Fire Safety Guidelines
5. NZTA (2023) NZ Guide to Temporary Traffic Management
6. MBIE (2022) Safe Work Instrument: Temporary Structures
7. EPA (2023) Hazardous Substances Code of Practice
8. Standards NZ (2018) AS/NZS 3002
9. MBIE (2019) Good Practice Guidelines for Events and Venues

[bookmark: _Toc215575806][bookmark: _Toc216776429]
Appendices
[bookmark: _Toc215575807][bookmark: Appendices]

[bookmark: _Toc216776430]Appendix A – Event Safety Plan
Northland Field Days Inc.
[bookmark: event-safety-plan]Event Safety Plan
For Major Events at 33 Awakino Point East Road, Dargaville Version 2025.3
[bookmark: purpose-of-this-event-safety-plan]1. Purpose of This Event Safety Plan
This Event Safety Plan outlines how Northland Field Days Inc (NFDI) manages health, safety and wellbeing before, during and after each event. It ensures compliance with: - HSWA 2015 - WorkSafe NZ Event Safety Guidelines - Local authority requirements
The plan provides guidance for committee members, volunteers, contractors, exhibitors, suppliers and emergency responders.
[bookmark: event-overview]2. Event Overview
[bookmark: event-name]2.1 Event Name
Northland Field Days – Annual Agricultural Exhibition
[bookmark: event-location]2.2 Event Location
33 Awakino Point East Road, Dargaville
[bookmark: event-description]2.3 Event Description
NFDI hosts a large-scale public event featuring agricultural machinery, livestock displays, innovation showcases, food vendors, competitions and outdoor demonstrations. Attendance ranges from 15,000–25,000 visitors over three days.
[bookmark: event-phases]2.4 Event Phases
1. Setup: 1–2 weeks prior
1. Event Days: Thursday–Saturday
1. Pack-down: 1 week following
[bookmark: roles-responsibilities]3. Roles & Responsibilities
[bookmark: governance]3.1 Governance
Executive Committee - Approves event safety plan - Ensures adequate resources - Reviews safety reporting
[bookmark: health-safety-officer-hso]3.2 Health & Safety Officer (HSO)
· Coordinates all H&S activities
· Leads emergency management
· Conducts site inspections
· Manages inductions
[bookmark: event-coordinator]3.3 Event Coordinator
· Oversees event operations
· Manages exhibitor and contractor logistics
· Ensures communication channels operate
[bookmark: volunteers-staff]3.4 Volunteers & Staff
· Participate in induction
· Follow all safety instructions
· Report hazards and incidents
[bookmark: contractors-exhibitors]3.5 Contractors & Exhibitors
· Comply with NFDI requirements
· Provide required documentation (SSSP, insurances, test/tag)
· Manage risks within their stall/activity
[bookmark: risk-management-approach]4. Risk Management Approach
NFDI uses a structured process: 1. Identify hazards 2. Assess risk (Low/Medium/High) 3. Apply hierarchy of controls 4. Monitor & review
[bookmark: critical-risks-for-this-event]4.1 Critical Risks for this Event
· Traffic & mobile plant
· Severe weather (wind, storm, flooding)
· Crowd movement & congestion
· Livestock handling
· Machinery demonstrations
· Electrical hazards (temporary power)
· Hazardous substances (fuel, gas, chemicals)
[bookmark: hazard-register]4.2 Risk Register
A detailed risk register is maintained as a separate companion document (see Appendix B).

[bookmark: traffic-pedestrian-management]5. Traffic & Pedestrian Management
[bookmark: traffic-management-plan-tmp]5.1 Traffic Management Plan (TMP)
A TMP will be implemented covering: - Carpark layout & entry points - Emergency access routes (SH14 emergency gate) - Traffic marshals and signage - Internal vehicle restrictions (no movement during show hours unless authorised) (See Appendix Ga -)
[bookmark: pedestrian-management]5.2 Pedestrian Management
· Clearly marked pathways
· Barriers around high-risk areas
· Volunteers positioned at crossing points
[bookmark: site-setup-infrastructure-safety]6. Site Setup & Infrastructure Safety
[bookmark: temporary-structures]6.1 Temporary Structures
· Gazebos, marquees and shelters must be secured against high winds
· Contractors must follow safe erection procedures
[bookmark: electrical-installations]6.2 Electrical Installations
· Test & tag required for all equipment
· Underground services marked and protected
· No pegs outside red zone markers
[bookmark: water-sanitation-waste]6.3 Water, Sanitation & Waste
· Sufficient toilets and handwashing facilities provided
· Water stations installed at key locations
· Waste bins and collection schedule in place
[bookmark: emergency-management]7. Emergency Management (see Appendix K)
[bookmark: emergency-control-team-ect]7.1 Emergency Control Team (ECT)
Includes: - HSO (Incident Controller) - Event Coordinator - Executive Representative
[bookmark: emergency-procedures]7.2 Emergency Procedures
Procedures exist for: - Fire - Medical emergency - Flooding - Severe weather - Traffic emergency - Armed robbery - Aggressive behaviour
[bookmark: evacuation-plan]7.3 Evacuation Plan
· Muster Point: Headquarters
· PA announcements for evacuation
· Marshals’ direct pedestrian flow
· Emergency gate opened for responders
[bookmark: communication-during-event]8. Communication During Event
[bookmark: radios-channels]8.1 Radios & Channels
· Dedicated radio channels for operations and emergencies
· Backup communication via mobile phones
[bookmark: signage]8.2 Signage
· Hazard board at main entrance
· Pedestrian and traffic signage throughout site
· Maps available for visitors
[bookmark: public-announcements]8.3 Public Announcements
Used for: - Lost children - Emergency updates - Weather alerts
[bookmark: incident-reporting-procedures]9. Incident & Reporting Procedures
[bookmark: reporting-requirements]9.1 Reporting Requirements (see Appendix E)
All incidents must be reported to HSO, including: - Injuries - Property damage - Near misses - Security issues
[bookmark: serious-incidents]9.2 Serious Incidents
Notifiable events must be reported to WorkSafe immediately. Scene must be preserved.
[bookmark: documentation]9.3 Documentation
Forms include: - Incident report - Hazard report - Corrective action form
[bookmark: health-wellbeing-of-workers]10. Health & Wellbeing of Workers
[bookmark: fatigue-work-hours]10.1 Fatigue & Work Hours
· Breaks scheduled for volunteers and staff
· Shifts rotated
[bookmark: hydration-heat-stress]10.2 Hydration & Heat Stress
· Water stations provided
· Shade areas available for staff
[bookmark: mental-health-behaviour]10.3 Mental Health & Behaviour
· Zero tolerance for bullying or harassment
· Behaviour expectations reinforced during induction
[bookmark: livestock-demonstration-safety]11. Livestock & Demonstration Safety
[bookmark: livestock-areas]11.1 Livestock Areas
· Secure fencing and barriers
· Trained handlers only
· Public kept at safe distances
[bookmark: machinery-demonstrations]11.2 Machinery Demonstrations
· Demonstration zones cordoned off
· Operator competence checked
· Clear exclusion zones maintained
[bookmark: food-vendor-stall-safety]12. Food Vendor & Stall Safety
[bookmark: requirements]12.1 Requirements
· Gas bottles secured
· Fire extinguishers available
· Hygiene and waste standards maintained
[bookmark: fire-safety]12.2 Fire Safety
· No open flames without risk assessment
· Staff trained in extinguisher use
[bookmark: event-pack-down-safety]13. Event Pack-down Safety
· Controlled vehicle access
· PPE worn (hi-vis, safety boots)
· Electrical systems safely isolated
· Waste removal completed safely
[bookmark: post-event-review]14. Post-Event Review
The ECT will undertake a structured debrief including: - Incident analysis - Safety successes and failures - Recommendations for future events
A summary report will be presented to the Executive Committee.
15. Approval
Event Safety Plan approved by:
Chairperson: _________________________ 
Date: _________ 
Health & Safety Officer: _______________ 
Date: _________ 
Event Coordinator: ____________________ 
Date: _________



[bookmark: _Toc215575808][bookmark: _Toc216776431]Appendix B – Risk Register 
Northland Field Days Inc.
[bookmark: comprehensive-risk-register]Comprehensive Risk Register
Version 2025.3
This risk register identifies key hazards associated with setup, operation and pack-down of the Northland Field Days event. It includes hazard categories, risks, consequences, existing controls and required additional controls.
Risk ratings use: - L = Low - M = Medium - H = High
[bookmark: traffic-mobile-plant-risks]1. Traffic & Mobile Plant Risks
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Risk Rating
	Additional Controls

	Vehicle movement during setup/pack-down
	Pedestrian struck
	Serious injury/fatality
	TMP, marshals, hi-vis, restricted access
	H
	More barriers, improved signage, timed access windows

	Forklifts/telehandlers operating
	Collision or overturn
	Crush injuries
	Licensed operators, exclusion zones, daily checks
	H
	Spotters for tight areas

	Public entering vehicle zones
	Struck by vehicle
	Major injury
	Barriers, marshals
	H
	Increase supervision during peak hours


[bookmark: severe-weather-environmental-risks]2. Severe Weather & Environmental Risks
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	High winds affecting marquees
	Collapse or flying debris
	Serious injury
	Guy ropes, weights, inspections
	H
	Wind monitoring system

	Flooding/heavy rain
	Slips, stalls relocating
	Injury/property damage
	Drainage, weather monitoring
	M
	Alternative parking plans

	Heat/UV exposure
	Fatigue, dehydration
	Heat stress
	Water stations, shade areas
	M
	More shade for volunteers


[bookmark: electrical-infrastructure-risks]3. Electrical & Infrastructure Risks
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	Temporary power systems
	Electric shock
	Serious injury
	Test/tag, electricians only
	H
	Extra RCD protection

	Underground services
	Electrocution, damage
	Major harm
	Marked zones, no-pegging rules
	H
	Ground-penetrating radar pre-check

	Overloaded extension leads
	Fire
	Burns, property damage
	Inspection, exhibitor rules
	M
	More compliance checks


[bookmark: livestock-animal-interaction-risks]4. Livestock & Animal Interaction Risks
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	Uncontrolled livestock
	Kicking, crushing
	Serious injury
	Trained handlers, fencing, signage
	H
	Higher fencing and double gating

	Public interaction with animals
	Bites, kicks
	Minor/major injury
	Barriers, supervision
	M
	Public distance monitoring


[bookmark: machinery-demonstration-risks]5. Machinery & Demonstration Risks
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	Machinery demonstrations
	Entrapment, ejection
	Serious injury
	Exclusion zones, competent operators
	H
	PA warnings during demos

	Chainsaws, grinders, tools
	Lacerations
	Injury
	PPE, trained users
	M
	Additional guarding checks


[bookmark: public-crowd-safety-risks]6. Public & Crowd Safety Risks
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	Large crowds
	Congestion, panic
	Crush injuries
	Marshals, signage
	M
	Extra marshals at peak times

	Lost children
	Distress, vulnerability
	Emotional harm
	PA system, staff protocols
	M
	Wristband ID system

	Aggressive behaviour
	Assault
	Physical harm
	Security presence
	M
	Increased security sweep


[bookmark: slips-trips-falls]7. Slips, Trips & Falls
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	Uneven ground
	Trips
	Sprains, fractures
	Site inspection, matting
	M
	More ground repairs pre-event

	Wet surfaces
	Slips
	Injury
	Graveling, monitoring
	M
	Improved drainage


8. Hazardous Substances (Fuel, Gas, Chemicals)
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	Fuel storage
	Fire, explosion
	Burns
	Secure storage, SDS
	H
	Extra fire extinguishers

	Gas bottle leaks
	Explosion
	Serious injury
	Secured bottles, vendor checks
	H
	Gas compliance audits

	Chemical exposure
	Burns, poisoning
	Injury
	PPE, SDS, spill kits
	M
	More training for volunteers


[bookmark: food-vendor-risks]9. Food Vendor Risks
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	Hot cooking surfaces
	Burns
	Injury
	Barriers, training
	M
	Additional signage

	Food hygiene lapses
	Illness
	Food poisoning
	EH checks, waste system
	M
	Vendor refresher briefing


[bookmark: security-emergency-risks]10. Security & Emergency Risks
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	Fire
	
	Burns, property loss
	Extinguishers, training
	H
	More units in high-risk stalls

	Medical incidents
	Delay in response
	Serious harm
	First aid stations, HSO
	M
	Roving first aiders

	Armed robbery
	Harm to individuals
	Trauma, injury
	Cash protocols, CCTV
	H
	Increased police liaison


[bookmark: event-pack-down-risks]11. Event Pack-down Risks
	Hazard
	Risk
	Potential Harm
	Existing Controls
	Rating
	Additional Controls

	Fatigue
	Errors, injuries
	Harm
	Breaks, rotation
	M
	End-of-day cut-off times

	Vehicle congestion
	Collision
	Injury
	Marshals, TMP
	H
	Staggered exit times


[bookmark: approval]Approval
This risk register will be reviewed annually or following any significant event.
HSO: ____________________
 Date: __________
 Chairperson: ______________ 
Date: __________


[bookmark: _Toc215575809][bookmark: _Toc216776432]Appendix C – Daily Site Inspection Checklist
[bookmark: northland-field-days-inc.]Northland Field Days Inc.
[bookmark: daily-site-inspection-sheet]Daily Site Inspection Sheet
Version 2025.3 – Draft
Event: ________________________________________________ 
Date: _________________________________________________ 
Inspector Name: ________________________________________ 
Role: _________________________________________________ 
Weather Conditions: _____________________________________
[bookmark: traffic-parking-areas]1. Traffic & Parking Areas
	Item
	Yes
	No
	N/A
	Notes / Corrective Actions

	Carpark layout safe and clear
	☐
	☐
	☐
	

	Traffic marshals in place
	☐
	☐
	☐
	

	Internal vehicle movements controlled
	☐
	☐
	☐
	

	Emergency access route (SH14 gate) clear
	☐
	☐
	☐
	


[bookmark: pedestrian-routes-public-areas]2. Pedestrian Routes & Public Areas
	Item
	Yes
	No
	N/A
	Notes

	Walkways free of hazards
	☐
	☐
	☐
	

	Signage clean, visible and correctly placed
	☐
	☐
	☐
	

	Barriers and fencing intact
	☐
	☐
	☐
	

	Seating/rest areas safe
	☐
	☐
	☐
	


[bookmark: X280032bea0b19c8ac51981df8479defd0332f96]3. Temporary Structures (Marquees, Tents, Stalls)
	Item
	Yes
	No
	N/A
	Notes

	Structures securely anchored
	☐
	☐
	☐
	

	No damage to poles/frames
	☐
	☐
	☐
	

	Guy ropes visible & tensioned
	☐
	☐
	☐
	

	High wind risk assessed
	☐
	☐
	☐
	


[bookmark: electrical-safety]4. Electrical Safety
	Item
	Yes
	No
	N/A
	Notes

	Leads are test & tagged
	☐
	☐
	☐
	

	No trip hazards from cables
	☐
	☐
	☐
	

	No pegs in restricted zones
	☐
	☐
	☐
	

	Distribution boards secure
	☐
	☐
	☐
	


[bookmark: machinery-atvs-demonstration-zones]5. Machinery, ATVs & Demonstration Zones
	Item
	Yes
	No
	N/A
	Notes

	Machinery exclusion zones in place
	☐
	☐
	☐
	

	Operators competent & authorised
	☐
	☐
	☐
	

	Demonstration areas barricaded
	☐
	☐
	☐
	

	No public access to dangerous zones
	☐
	☐
	☐
	


[bookmark: livestock-animal-areas]6. Livestock & Animal Areas
	Item
	Yes
	No
	N/A
	Notes

	Pens secure & intact
	☐
	☐
	☐
	

	Separation between public & animals
	☐
	☐
	☐
	

	Waste removed & surfaces clean
	☐
	☐
	☐
	

	Handlers present & trained
	☐
	☐
	☐
	


[bookmark: hazardous-substances-fuel-gas-chemicals]7. Hazardous Substances (Fuel, Gas, Chemicals)
	Item
	Yes
	No
	N/A
	Notes

	Gas bottles secured & upright
	☐
	☐
	☐
	

	Fuel stored correctly
	☐
	☐
	☐
	

	Spill kits available
	☐
	☐
	☐
	

	SDS available as required
	☐
	☐
	☐
	


[bookmark: food-vendors]8. Food Vendors
	Item
	Yes
	No
	N/A
	Notes

	Fire extinguishers present
	☐
	☐
	☐
	

	Gas appliances safe
	☐
	☐
	☐
	

	Hygiene standards maintained
	☐
	☐
	☐
	

	Waste managed appropriately
	☐
	☐
	☐
	



[bookmark: emergency-preparedness]9. Emergency Preparedness
	Item
	Yes
	No
	N/A
	Notes

	First aid stations stocked
	☐
	☐
	☐
	

	Radios functioning
	☐
	☐
	☐
	

	Emergency exits clear
	☐
	☐
	☐
	

	Muster point signage visible
	☐
	☐
	☐
	


[bookmark: general-site-condition]10. General Site Condition
	Item
	Yes
	No
	N/A
	Notes

	Rubbish removed
	☐
	☐
	☐
	

	Toilets serviced
	☐
	☐
	☐
	

	Water stations functional
	☐
	☐
	☐
	

	Any new hazards identified
	☐
	☐
	☐
	


[bookmark: corrective-actions-required]11. Corrective Actions Required
Describe issues and actions taken: ______________________________________________________________ ______________________________________________________________ ______________________________________________________________
Actions Assigned To: ______________________________________ 
Completion Deadline: ________________________________________

[bookmark: sign-off]12. Sign-Off
Inspector Signature: ______________________
Time Completed: ___________
Appendix D – Contractor/Exhibitor Onboarding Form
Includes PCBU details, scope, risk docs, competency, LPG/electrical use, emergency arrangements, sign-off.


[bookmark: _Toc215575810][bookmark: _Toc216776433]Appendix D – Toolbox Talk Record
Northland Field Days Inc.
[bookmark: toolbox-talk-record]Toolbox Talk Record
Version 2025.3 – Draft
Date: ____________________________________ 
Time: ____________________________________ 
Location: _________________________________ 
Facilitator: _______________________________ 
Team/Area: _________________________________
[bookmark: topics-discussed]1. Topics Discussed
Tick all that apply and provide details.
	Topic
	Discussed
	Notes

	Site hazards / new hazards
	☐
	

	Weather conditions (wind, heat, rain)
	☐
	

	Traffic & vehicle movements
	☐
	

	PPE requirements
	☐
	

	Machinery & equipment safety
	☐
	

	Electrical safety
	☐
	

	Livestock safety
	☐
	

	Public & crowd management
	☐
	

	Hazardous substances (fuel, gas)
	☐
	

	First aid / emergency procedures
	☐
	

	Fatigue & wellbeing
	☐
	

	Other (specify): ___________________
	☐
	



[bookmark: issues-raised-by-workers]2. Issues Raised by Workers
List any hazards, observations, concerns or improvement suggestions raised during the toolbox talk.




3. Corrective Actions Required
Identify actions, who is responsible, and required completion dates.
	Action Required
	Person Responsible
	Due Date
	Completed (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: emergency-information-review]4. Emergency Information Review
Confirm team understanding of:
Muster point location ☐ Yes ☐ No 
Emergency communications (radio channel/callsign) ☐ Yes ☐ No
Roles during emergency ☐ Yes ☐ No

[bookmark: attendance-register]5. Attendance Register
All attendees must sign to confirm they understand the information discussed.
	Name
	Signature
	Time

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: facilitator-sign-off]6. Facilitator Sign-Off
Facilitator Signature: ______________________
Time Completed: ______________________



[bookmark: _Toc215575811][bookmark: _Toc216776434]Appendix E – Incident/Near-Miss Report Form
Northland Field Days Inc.
[bookmark: incident-near-miss-report-form]Incident / Near-Miss Report Form
Version 2025.3 – Draft
[bookmark: report-type]1. Report Type
☐ Incident (injury, property damage, illness)
☐ Near Miss (an event that could have caused harm)
☐ Hazard Identified
[bookmark: basic-details]2. Basic Details
Date of Event: ______________________________________
Time of Event: ______________________________________
Location / Area: _____________________________________
Reported By: ________________________________________
Role: _______________________________________________
Phone / Email: ______________________________________
[bookmark: people-involved]3. People Involved
(List all persons affected or witnessing the event)
	Name
	Role (Volunteer/Exhibitor/Contractor/Visitor)
	Injured? (Y/N)
	Contact Details

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: description-of-the-incident-near-miss]4. Description of the Incident / Near Miss
Provide a clear, factual description of what happened.




[bookmark: injury-details-if-applicable]5. Injury Details (If Applicable)
Nature of Injury: ________________________________________________
☐ First Aid Only ☐ Medical Centre ☐ Hospital ☐ Ambulance Attended
Body Part Affected: _____________________________________________
First Aid Provided By: __________________________________________
Was the person able to resume duties? ☐ Yes ☐ No
[bookmark: immediate-action-taken]6. Immediate Action Taken
Describe steps taken to make the area safe and prevent further harm.




[bookmark: photographs-evidence]7. Photographs / Evidence
☐ Photos Attached ☐ CCTV / Video Available ☐ None
(Attach to this form or provide file reference)
[bookmark: risk-assessment-after-incident]8. Risk Assessment (After Incident)
Potential Severity: ☐ Low ☐ Medium ☐ High ☐ Critical
Likelihood: ☐ Rare ☐ Possible ☐ Likely ☐ Almost Certain
Revised Risk Rating: __________________________________________
[bookmark: root-cause-analysis]9. Root Cause Analysis
Tick all that apply and describe contributing factors.
[bookmark: people]People
☐ Lack of training / competency
☐ Fatigue or impairment
☐ Human error / decision making
[bookmark: environment]Environment
☐ Weather conditions
☐ Poor lighting / visibility
☐ Uneven or slippery ground
[bookmark: systems-controls]Systems / Controls
☐ Inadequate procedures
☐ Incorrect equipment used
☐ PPE not worn / unavailable
☐ Communication failure
Other contributing factors: ____________________________________________________________________
[bookmark: corrective-preventive-actions]10. Corrective / Preventive Actions
Identify actions required to prevent recurrence.
	Action Required
	Person Responsible
	Due Date
	Completed (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: worksafe-notification]11. WorkSafe Notification
Is this a notifiable event under HSWA? ☐ Yes ☐ No
If YES: - WorkSafe notified by: ________________________
Date / Time: __________________________________
Reference Number (if provided): _______________
12. Sign-Off
HSO Name: _______________________________________________
Signature: ________________________________________________
Date: _____________________________________________________
Committee Reviewer (if required): ___________________________
Signature: ________________________________________________
Date: _____________________________________________________


[bookmark: _Toc216776435][bookmark: emergency-response-quick-card]Appendix F – Emergency Response Quick Card
Northland Field Days Inc.
Version 2025.3 – Pocket / Ute / Lanyard Edition
This quick-reference card is designed for volunteers, staff, contractors and exhibitors. It highlights immediate actions during any emergency.

[bookmark: lifethreatening-emergency]🚨 1. LIFE‑THREATENING EMERGENCY
[bookmark: call-111-immediately]CALL 111 IMMEDIATELY
Then notify: - HSO (Health & Safety Officer) - Event Coordinator - Radio Call: “EMERGENCY, EMERGENCY, EMERGENCY”
Provide:
· Location
· Type of emergency
· Number of people involved
· Any hazards present

[bookmark: fire]🔥 2. Fire
1. Raise alarm (shout FIRE or call via radio).
1. Call 111.
1. Use extinguisher only if safe.
1. Evacuate people away from danger.
1. Move toward Muster Point – Office Entrance.
1. Do NOT re-enter the area.

[bookmark: medical-emergency]🩺 3. Medical Emergency
1. Call 111.
1. Provide first aid if trained.
1. Clear the area for responders.
1. Direct ambulance to Emergency Gate (SH14).
1. Notify HSO.

[bookmark: severe-weather-wind-storm-flood]🌧 4. Severe Weather (Wind / Storm / Flood)
1. Stop all activities involving:
· Machinery
· Elevated work
· Marquees/tents
1. Secure structures.
1. Move people to safe areas.
1. Prepare for possible evacuation.
1. Await instructions from HSO/Event Control.

[bookmark: traffic-or-vehicle-incident]🚗 5. Traffic or Vehicle Incident
1. Stop nearby vehicle movements.
1. Provide first aid if needed.
1. Preserve the scene.
1. Notify HSO and Event Coordinator.
1. Call 111 if injury or major damage.

[bookmark: livestock-emergency]🐄 6. Livestock Emergency
1. Keep public clear.
1. Contact livestock handlers immediately.
1. Close nearby gates.
1. Secure the area until resolved.

[bookmark: Xa5e0b20711cbfe235a8901c99aa1f44db883cc6]⚠️ 7. Hazardous Substance Spill (Fuel, Gas, Chemicals)
1. Evacuate the immediate area.
1. Turn off ignition sources.
1. Use spill kits if safe.
1. Notify HSO.
1. Call 111 if large or dangerous.

[bookmark: aggressive-or-violent-behaviour]👮 8. Aggressive or Violent Behaviour
1. Do NOT engage.
1. Move yourself and others away.
1. Notify Security or HSO.
1. Call 111 if threat continues.

[bookmark: emergency-communication-codes]📻 9. Emergency Communication Codes
· “EMERGENCY, EMERGENCY, EMERGENCY” – All radios stop; emergency traffic only.
· Channel information is provided at induction.

[bookmark: evacuation-instructions]🧭 10. Evacuation Instructions
1. Follow directions from HSO/Event Control.
1. Direct all people to the Muster Point – Office Entrance.
1. Keep emergency routes clear.
1. Assist anyone needing help.
1. Await ALL‑CLEAR before returning.

[bookmark: essential-contacts]📌 Essential Contacts
· HSO: ___________________________
· Event Coordinator: ________________
· Security Lead: ____________________
· First Aid Station: _________________

[bookmark: remember-the-big-three]☑️ Remember the Big Three
1. Protect life first.
1. Call 111 early.
1. Notify HSO immediately.



[bookmark: _Toc215575813]

[bookmark: _Toc216776436]Appendix G – Traffic Management Summary (NZGTTM)
Northland Field Days Inc.
[bookmark: X7c3d49ab5534b4a364129104f89d24e3edc5566]Traffic Management Summary – NZGTTM (2023/2024 Standard)
Version 2025.3 – Draft
This Traffic Management Summary outlines how Northland Field Days Inc. (NFDI) meets the requirements of the New Zealand Guide to Temporary Traffic Management (NZGTTM) during the annual Field Days event. It is a high‑level operational summary suitable for event planning, inductions, and contractor briefings.

[bookmark: purpose]1. Purpose
To provide safe, efficient, and compliant traffic and pedestrian movement during:
· Event setup - Event operation (public days)
· Pack‑down
This summary supports the full Traffic Management Plan (TMP) and Site Traffic Management Supervisor (STMS) requirements.

[bookmark: key-nzgttm-roles]2. Key NZGTTM Roles
[bookmark: stmsuniversal-stmsu]2.1 STMS‑Universal (STMS‑U)
Responsible for:
· Approving onsite traffic layout
· Monitoring traffic control devices
· Managing risks and responding to changes
· Liaising with emergency services
[bookmark: traffic-controller-tc]2.2 Traffic Controller (TC)
· Implements instructions from STMS
· Oversees parking crews and gate staff
· Ensures correct placement of cones/signage
[bookmark: parking-marshals]2.3 Parking Marshals
· Direct incoming/outgoing vehicles
· Maintain pedestrian separation
· Report hazards to TC or STMS
[bookmark: internal-traffic-manager]2.4 Internal Traffic Manager
· Controls onsite vehicle movements during setup and pack‑down
· Authorises any vehicle movement during public hours

[bookmark: event-traffic-context]3. Event Traffic Context
[bookmark: traffic-volumes]3.1 Traffic Volumes
· Peak arrival: 8:00–11:00am
· Peak departure: 2:00–4:00pm
· Estimated 5,000–8,000 vehicles per day
[bookmark: types-of-vehicles]3.2 Types of Vehicles
· Public cars & light vehicles
· Trucks delivering equipment
· Machinery transporters
· Farm machinery (tractors, ATVs)
· Emergency vehicles (priority access)
[bookmark: site-constraints]3.3 Site Constraints
· Rural road environment
· Single main access point
· Emergency gate on SH14
· Large pedestrian volumes near gates

[bookmark: traffic-management-requirements-nzgttm]4. Traffic Management Requirements (NZGTTM)
[bookmark: tmp-ttm-documents]4.1 TMP & TTM Documents
NFDI must maintain:
· A certified Traffic Management Plan (TMP)
· A Traffic Operations Diagram (TOD)
· A daily TTM Onsite Record
· A Traffic Risk Assessment (TRA)
[bookmark: device-standards]4.2 Device Standards
All TTM devices must comply with:
· AS/NZS 1906 reflective standards
· NZGTTM cone/base specifications
· Approved signage sizes & codes

[bookmark: entry-exit-control]5. Entry & Exit Control
[bookmark: public-parking-access]5.1 Public Parking Access
· Temporary signage installed 300–500m before each entrance
· Marshals wearing hi-vis (AS/NZS 4602) and radio-equipped
· Queue management in place during peak times
[bookmark: heavy-vehicle-access]5.2 Heavy Vehicle Access
· Separate entrance for machinery and freight
· Escort provided if public is nearby
· Heavy vehicles prohibited during open hours unless approved
[bookmark: emergency-access-sh14-gate]5.3 Emergency Access (SH14 Gate)
· Must remain unobstructed at all times
· Marshal assigned during event hours

[bookmark: onsite-traffic-movement]6. Onsite Traffic Movement
[bookmark: setuppackdown-rules]6.1 Setup/Pack‑down Rules
· 10 km/hr speed limit
· Hi-vis mandatory for all workers
· Pedestrian priority
· Spotters required for reversing
· No passengers on machinery unless manufactured seating exists
[bookmark: public-event-hours-restrictions]6.2 Public Event Hours Restrictions
No vehicle movement in public areas during open hours unless:
· Approved by Event Coordinator or HSO
· Escorted by marshal - Risks assessed and controlled
6.3 Machinery Demonstrations
· Exclusion zones maintained
· Clear PA or signage communication
· Operators must hold evidence of competency

7. Pedestrian Management
[bookmark: walkways]7.1 Walkways
· Marked pathways between major zones
· Separation from vehicles using barriers/ropes
[bookmark: crossing-points]7.2 Crossing Points
· Staffed by marshals
· High-visibility signage
· No crossings near blind corners
[bookmark: vulnerable-people]7.3 Vulnerable People
· Consideration given to children, elderly, and mobility-impaired individuals
· Assistance offered at crossings when required

[bookmark: signage-cone-layout-summary]8. Signage & Cone Layout (Summary)
[bookmark: minimum-requirements]8.1 Minimum Requirements
· Cones spaced at NZGTTM-compliant distances (A–C speeds)
· Signage placed per TOD layout
· Gates numbered and colour-coded
[bookmark: key-sign-types-used]8.2 Key Sign Types Used
· Temporary event parking signs
· Pedestrian crossing signs
· STOP/SLOW paddles
· Speed restriction (10 km/hr)
· No Entry / Authorised Vehicles Only

[bookmark: communications]9. Communications
[bookmark: radios]9.1 Radios
· Dedicated traffic channel
· Emergency override command: “EMERGENCY – EMERGENCY – EMERGENCY”
[bookmark: public-communication]9.2 Public Communication
· PA announcements for traffic congestion
· Visitor maps showing parking/walkways
[bookmark: contractor-communication]9.3 Contractor Communication
· Daily toolbox briefings for parking teams
· Updates issued when weather changes conditions

[bookmark: risk-summary]10. Risk Summary
Key risks include:
· Pedestrian struck by vehicle
· Traffic congestion or queuing onto SH14
· Machinery interacting with public 
· Severe weather affecting visibility or surface conditions
· Emergency vehicle delays
· Risk controls are documented fully in the Event Risk Register

[bookmark: daily-traffic-checks-stmstc]11. Daily Traffic Checks (STMS/TC)
· Signage in correct locations
· Cones/barriers in place
· Carpark surface checked for hazards
· Marshal staffing levels adequate
· Radios functioning
· Emergency routes clear

[bookmark: incident-management]12. Incident Management
Any traffic incident requires:
1. Immediate hazard control 
2. First aid (if required) 
3. Notification to STMS and HSO 
4. Completion of Incident Report Form 
5. Scene preservation if notifiable

13. Approval
STMS Name: __________________________
Signature: ____________________________
Date: _________________________________
Event Coordinator: ____________________
Signature: ____________________________
Date: _________________________________



[bookmark: _Toc215575814][bookmark: _Toc216776437]Appendix H – Hazardous Substances Inventory & SDS Index
Northland Field Days Inc.
[bookmark: hazardous-substances-inventory-sds-index]Hazardous Substances Inventory & SDS Index
Version 2025.3 – Draft
This inventory lists all hazardous substances used or stored onsite during setup, event operations and pack-down at Northland Field Days. It supports compliance with the Health and Safety at Work (Hazardous Substances) Regulations 2017.
A full Safety Data Sheet (SDS) must be held and accessible for each substance.

[bookmark: inventory-summary]1. Inventory Summary
	Substance Name
	Type
	Supplier
	Maximum Quantity Onsite
	Location Stored
	SDS Available (Y/N)
	Hazards
	Controls in Place

	Petrol
	Flammable liquid
	Local petrol station / exhibitor stock
	Up to 60L
	Fuel storage cage
	Y
	Flammable, explosive
	Approved containers, ignition control, spill kit

	Diesel
	Combustible liquid
	Local supplier
	Up to 200L
	Fuel storage cage
	Y
	Combustible
	Bunding, secure storage, PPE

	LPG (Gas Bottles)
	Flammable gas
	Various food vendors
	Multiple 9kg cylinders
	Vendor stalls (secured)
	Y
	Explosion, fire
	Secured upright, leak checks, fire extinguishers

	Cleaning Chemicals
	Corrosive/
Irritant
	Commercial supplier
	Moderate
	Cleaning shed
	Y
	Irritation, burns
	PPE, labelled containers

	Paints/Sprays
	Flammable/
Irritant
	Hardware supplier
	Low
	Workshop container
	Y
	Vapours, flammable
	Ventilation, PPE

	Oil/Grease
	Environmentally hazardous
	Exhibitor supplies
	Low
	Machinery demonstration area
	Y
	Skin/eye irritation
	PPE, correct disposal

	Battery Acid (in equipment batteries)
	Corrosive
	Built-in
	Varies
	Machinery/ATVs
	Y
	Burns, corrosive
	PPE, spill kit

	Fertiliser/Pesticides (if used in demos)
	Toxic/Environmental
	Exhibitor supplies
	Low
	Demo areas
	Y
	Poisoning, environmental
	Closed containers, training



[bookmark: storage-requirements]2. Storage Requirements
[bookmark: fuel-petrol-diesel]2.1 Fuel (Petrol & Diesel)
· Stored in approved, labelled containers
· Kept in locked fuel storage cage
· No smoking or ignition sources within 3 metres
· Spill kit kept adjacent
· Bunding used when storing >60L diesel
[bookmark: lpg-cylinders]2.2 LPG Cylinders
· Stored upright and secured
· Checked daily for leaks
· Regulators, hoses and fittings must be compliant
· Not stored inside enclosed tents overnight
[bookmark: cleaning-chemicals]2.3 Cleaning Chemicals
· Stored in original containers
· SDS available in cleaning shed
· PPE (gloves, eyewear) required
[bookmark: oils-lubricants]2.4 Oils & Lubricants
· Stored in sealed containers
· Drip trays must be used during machinery servicing
· Waste oils collected and removed by approved contractor
[bookmark: agricultural-chemicals-if-applicable]2.5 Agricultural Chemicals (If Applicable)
· Only competent handlers may use agrichemicals
· Must be locked when not in use
· Spill containment required

[bookmark: emergency-equipment]3. Emergency Equipment
	Equipment
	Required Locations
	Purpose

	Spill Kits
	Fuel storage, demo zones, workshops
	Absorbent pads, booms, PPE for spill response

	Fire Extinguishers
	Food vendors, fuel storage, high-risk zones
	For gas/fuel fires (ABE or CO₂)

	First Aid Kits
	Office, roving first aiders, demo areas
	Eye wash, burn treatment, PPE

	Eye Wash Bottles
	Cleaning shed, demo zones
	Chemical splash response



[bookmark: sds-index]4. SDS Index
A complete SDS must be kept: - Digitally (via QR code or folder) - Physically in a Hazardous Substances Folder stored in the office
[bookmark: sds-index-table]SDS Index Table
	Substance
	SDS Supplier
	Issue Date
	Expiry/Review
	Location of SDS

	Petrol
	Allied Petroleum
	2024
	2029
	Hazardous Substances Folder + QR link

	Diesel
	Allied Petroleum
	2024
	2029
	Folder + QR link

	LPG
	Elgas
	2023
	2028
	Folder + vendor stall copies

	Cleaning Agents
	Diversey
	2023
	2026
	Cleaning shed

	Degreasers
	CRC
	2024
	2029
	Workshop

	Oils/Greases
	Castrol / CRC
	2024
	2029
	Workshop

	Agrichemicals (if used)
	Exhibitor supplied
	Various
	Various
	Demo area



[bookmark: responsibilities]5. Responsibilities
[bookmark: hso]HSO
· Maintain hazardous substances inventory
· Ensure SDS are current and accessible
· Provide training and PPE guidance
Volunteers & Staff
· Follow all hazardous substances procedures
· Report spills or damage immediately
[bookmark: vendors-exhibitors]Vendors & Exhibitors
· Supply SDS for all products brought onsite
· Ensure safe storage and handling inside their stalls

[bookmark: spill-response-procedure-summary]6. Spill Response Procedure (Summary)
1. Stop the spill at the source if safe to do so.
1. Warn people nearby and isolate the area.
1. Contain using spill kits (booms, pads).
1. Report to HSO immediately.
1. Dispose of waste through approved contractor.
1. Record the spill in the incident register.

[bookmark: annual-review-updates]7. Annual Review & Updates
This register must be reviewed: - Annually - When a new substance is introduced - After an incident involving hazardous substances

HSO: ___________________________
Date: ___________________________



[bookmark: _Toc215575815][bookmark: _Toc216776438]Appendix I – Medical and First Aid Plan
Northland Field Days Inc.
[bookmark: medical-first-aid-plan]Medical & First Aid Plan
Version 2025.3 – Draft
This Medical & First Aid Plan outlines the systems, responsibilities, equipment, and procedures for responding to medical events during the Northland Field Days. It forms part of the overall Event Safety Plan and meets WorkSafe NZ expectations for large public events.

1. Purpose
To ensure timely, effective and coordinated medical response for:
· Injuries
· Illness
· Medical emergencies
· First aid needs of workers, volunteers, exhibitors, and the public

[bookmark: medical-staffing-roles]2. Medical Staffing & Roles
[bookmark: first-aid-providers]2.1 First Aid Providers
Primary Medical Provider: 
· St John (or contracted equivalent)
· Onsite medical centre staffed with trained medics
· Roving responders during peak periods
2.2 Health & Safety Officer (HSO)
Responsible for:
· Coordinating with medical provider
· Managing incident reporting
· Supporting emergency response operations
[bookmark: first-aid-volunteers]2.3 First Aid Volunteers
· Located at key points on the grounds
· Equipped with first aid kits and communication devices

[bookmark: first-aid-locations]3. First Aid Locations
[bookmark: main-first-aid-station]3.1 Main First Aid Station
· Located near the main office
· Staffed during all public opening hours
· Accessible by ambulance via Emergency Gate (SH14)
[bookmark: roving-first-aid-teams]3.2 Roving First Aid Teams
Operate in high-traffic areas: - Demonstration zones - Livestock areas - Machinery sites - Food vendor zone
[bookmark: additional-equipment-points]3.3 Additional Equipment Points
· First aid kits at office, marshal points, and machinery demo zone
· AED (Defibrillator) located at:
· Main office
· Medical tent

[bookmark: equipment-requirements]4. Equipment Requirements
[bookmark: first-aid-kit-minimum-contents]4.1 First Aid Kit Minimum Contents
· Bandages (various types)
· Triangular bandages
· Sterile dressings
· Antiseptic wipes
· Eye wash solution
· Burn dressings
· Gloves (nitrile)
· CPR mask
· Splints
· Thermal blankets
[bookmark: emergency-medical-equipment]4.2 Emergency Medical Equipment
· AED (Defibrillator)
· Oxygen (provider only)
· Stretcher
· Trauma kit
[bookmark: additional-event-specific-equipment]4.3 Additional Event-Specific Equipment
· Ice packs
· Sunscreen
· Insect bite treatment
· Hydration salts

[bookmark: communication-reporting]5. Communication & Reporting
[bookmark: communication-methods]5.1 Communication Methods
· Radios (primary)
· Mobile phones (backup)
· Emergency radio call wording: “EMERGENCY – MEDICAL – EMERGENCY”
[bookmark: Xae7334fee4bd1723b0474bfe5885a27e50b2284]5.2 Information Required When Calling for Assistance
Provide:
· Exact location (use site map grid reference)
· Nature of injury/illness
· Number of people involved
· Any hazards present
[bookmark: medical-incident-reporting]5.3 Medical Incident Reporting
All medical events must be recorded using:
· Incident/Near-Miss Report Form
· Provider’s medical log (St John)
· HSO review and follow-up

[bookmark: medical-response-procedures]6. Medical Response Procedures
[bookmark: minor-injuries]6.1 Minor Injuries
Handled by first aiders or medical tent: - Cuts, scrapes, minor burns - Dehydration - Non-serious sprains
[bookmark: moderate-injuries]6.2 Moderate Injuries
· Treated onsite if safe to do so
· Transported to medical centre if needed
· HSO notified
[bookmark: serious-or-life-threatening-emergencies]6.3 Serious or Life-Threatening Emergencies
1. Call 111 immediately.
1. Notify HSO and Event Coordinator.
1. Clear access route to Emergency Gate (SH14).
1. First responders provide care until ambulance arrives.
1. Preserve scene if incident is notifiable.
[bookmark: heat-stress-fatigue-response]6.4 Heat Stress / Fatigue Response
· Move person to shaded area
· Provide hydration
· Cool gradually
· Monitor and escalate if symptoms worsen
[bookmark: animal-related-injuries]6.5 Animal-Related Injuries
· Remove person to safe zone
· Call medical assistance
· Secure animal and area

[bookmark: public-health-considerations]7. Public Health Considerations
[bookmark: hygiene-sanitation]7.1 Hygiene & Sanitation
· Adequate toilets and handwashing stations
· Regular cleaning schedule
· Waste management system
[bookmark: infectious-disease-control]7.2 Infectious Disease Control
· Encourage hand hygiene
· Isolate symptomatic individuals if required
· Follow Ministry of Health guidance

[bookmark: emergency-access-routes]8. Emergency Access Routes
· Primary ambulance route: SH14 Emergency Gate
· Must be kept unobstructed at all times
· Marshals positioned during open hours
Secondary access via main gate if clear.

[bookmark: post-incident-procedures]9. Post-Incident Procedures
· Review of incident by HSO
· Corrective actions assigned
· Update hazard registers if needed
· Debrief for first responders after serious events

[bookmark: event-medical-risk-summary]10. Event Medical Risk Summary
Common event-related medical risks: - Heat stress - Dehydration - Cuts, abrasions, sprains - Machinery/livestock injuries - Burns (food vendors) - Allergic reactions - Public illness (e.g., fainting, asthma)
Controls include hydration stations, shade, PPE use, traffic management, and surveillance by roving responders.

11. Approval
HSO: _______________________________ 
Date: ___________
Event Coordinator: ____________________
 Date: ___________
Medical Provider (St John): _____________
Date: ___________
Signed: __________________________
Chairperson, Northland Field Days Inc
Date: __________________________

Northland Field Days Inc.
[bookmark: _Toc216776439]Appendix J – Electrical Sign-Off
Version 2025.3
This form is used to verify that all electrical installations at Northland Field Days have been inspected and signed off as safe prior to the event opening.
1. Event Details
Event Name: _______________________________________________

Inspection Date: ____________________________________________

Inspector Name: ____________________________________________

Role (HSO / Contractor / Electrician / Engineer): __________________

Contact: ___________________________________________________

2. Electrical Installations Inspection
(Including distribution boards, generators, cables, lighting, vendor connections)
	Item
	Yes
	No
	N/A
	Notes / Issues Identified

	Inspection completed by qualified electrician
	☐
	☐
	☐
	

	All cables test & tagged within valid date
	☐
	☐
	☐
	

	RCD protection installed where required
	☐
	☐
	☐
	

	Cables elevated or ramped to avoid trip hazards
	☐
	☐
	☐
	

	Distribution boards secured & weather-protected
	☐
	☐
	☐
	

	Generators placed in ventilated safe zones
	☐
	☐
	☐
	

	No exposed live parts or damaged equipment
	☐
	☐
	☐
	

	Vendor equipment compliant and inspected
	☐
	☐
	☐
	

	Pegging restrictions observed (no driving into services)
	☐
	☐
	☐
	


Additional Comments




3. Risk Assessment Summary
Any hazards identified during inspection? ☐ Yes ☐ No
If YES, complete below:
	Hazard / Issue
	Immediate Action Taken
	Person Responsible
	Due Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4. 

5. Final Approval
I confirm that all inspected temporary structures and electrical installations are safe for use, and any identified issues have been controlled or scheduled for corrective action.

Inspector Name:

Signature:

Date:
HSO Approval:

Signature:

Date:
[bookmark: final-approval]


[bookmark: _Toc216776440]Appendix K - Site Emergency Response Plan
Site Emergency Response Plan	
	1
	In the case of emergency requiring evacuation of the project, either:


FIRE, EARTHQUAKE, SERIOUS ACCIDENT, STRUCTURAL COLLAPSE, TSUNAMI,
EXPLOSION, AVIATION INCIDENT, HAZARDOUS SPILL OR PRACTICE EVACUATION
The following warning will sound:
	[bookmark: Text1]     



	2
	If this warning sounds, SHUT DOWN all plant and equipment. All personnel on the project are
to proceed IMMEDIATELY by the SAFEST IDENTIFIABLE ROUTE to the SAFE ASSEMBLY POINT:

	
	



	     


And REMAIN there, so ALL personnel can be ACCOUNTED FOR. DO NOT RETURN to the
project until the project manager has given the OFFICIAL CLEARANCE
Medical facilities located at:
	     



	3
	When calling 111, READ THE FOLLOWING TO THE DISPATCHER:


We have an emergency at…
We need help from Ambulance / Fire…
Directions to the emergency are…
Our phone number is…
The medical problem seems to be…
Send someone outside to meet the emergency services
	4
	Emergency telephone numbers:


Dial 111 for: FIRE, AMBULANCE, POLICE, GAS, CHEMICAL SPILLS
Phone numbers may differ – check your local directory
HOSPITAL	(     )      
WORKSAFE NZ	(0800) 030 040
CIVIL DEFENCE	(     )      
POISON CENTRE	(0800) 764 766
POWER (Customer Service)	(     )      
24hr Faults	(     )      
	     


SAFETY MANAGER IS: 
	     


TRAINED FIRST AIDER IS:
	     


FIRST AID KIT AND FIRE EXTINGUISHER LOCATED AT SITE OFFICE OR:	

Northland Field Days Inc.
[bookmark: _Toc216776441][bookmark: X6b1653a6622aeb6f169790edd6e352571d80684]Appendix L – Temporary Structures Sign-Off
Version 2025.3
This form is used to verify that all temporary structures and electrical installations at Northland Field Days have been inspected and signed off as safe prior to the event opening.
[bookmark: event-details]1. Event Details
Event Name: ________________________________________________
Inspection Date: ____________________________________________
Inspector Name: _____________________________________________
Role (HSO / Contractor / Electrician / Engineer): _______________
Contact: _____________________________________________________
1. [bookmark: electrical-installations-inspection]
2. Electrical Installations Inspection
(Including distribution boards, generators, cables, lighting, vendor connections)
	Item
	Yes
	No
	N/A
	Notes / Issues Identified

	Inspection completed by qualified electrician
	☐
	☐
	☐
	

	All cables test & tagged within valid date
	☐
	☐
	☐
	

	RCD protection installed where required
	☐
	☐
	☐
	

	Cables elevated or ramped to avoid trip hazards
	☐
	☐
	☐
	

	Distribution boards secured & weather-protected
	☐
	☐
	☐
	

	Generators placed in ventilated safe zones
	☐
	☐
	☐
	

	No exposed live parts or damaged equipment
	☐
	☐
	☐
	

	Vendor equipment compliant and inspected
	☐
	☐
	☐
	

	Pegging restrictions observed (no driving into services)
	☐
	☐
	☐
	


[bookmark: additional-comments-1]

Additional Comments




3. [bookmark: risk-assessment-summary]Risk Assessment Summary
Any hazards identified during inspection? ☐ Yes ☐ No
If YES, complete below:
	Hazard / Issue
	Immediate Action Taken
	Person Responsible
	Due Date

	
	
	
	

	
	
	
	

	
	
	
	


5. Final Approval
I confirm that all inspected temporary structures and electrical installations are safe for use, and any identified issues have been controlled or scheduled for corrective action.

Inspector Name:

Signature:

Date:
HSO Approval:

Signature:

Date:
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