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1 What is Health & Safety Pre-qualification? 

An integral part of any procurement process is evaluating whether a potential supplier is committed to good Health 

& Safety, with robust Health & Safety leadership and risk management practices in place. This includes how they 

mitigate risks, keep people safe and meet their legislative and regulatory obligations on a day to day basis.  

All procurement processes, as shown in Figure 1, include planning the procurement, sourcing the supplier(s), and 

managing the contract – all of which drives an integrated whole-of-life approach to managing the contract and 

supplier relationship. 

Normally, all potential suppliers are assessed to see if they meet the evaluation (assessment) criteria for Health & 

Safety as part of each specific procurement. This is usually a costly and time-consuming task, for both parties, when 

done for every single procurement submission, across multiple buyers, for each supplier. 

Many buyers and suppliers therefore prefer to use a Health & Safety pre-qualification process to enable potential 

suppliers to be recognised and registered, as meeting the required Health & Safety standard without repetitive 

assessment processes being undertaken. 

For Health & Safety pre-qualification, businesses assess potential suppliers (contractors) to ensure they have a 

commitment to Health & Safety and that they can demonstrate that they have processes and capability in place to 

meet the commitment made. 

Figure 1:  Procurement process 
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2 Pre-Qualification Core Criteria 

The Core Criteria and associated statements define what is required for suppliers to meet the Tōtika threshold 

Standard. Table 2 includes the questions and details of evidence required for suppliers to demonstrate they meet 

the core criteria. 

The response to questions and evidence provided by suppliers is expected to reflect the Health & Safety risk of the 

activities undertaken by the business and its size.   

• Leadership 

CC01: Your business effectively manages Health & Safety activities and performance. 
Your business has an approach or a system to effectively manage Health & Safety risks and performance. This 

includes: 

• A statement of the businesses approach to Health & Safety 

• A register of roles and responsibilities for Health & Safety activities and tasks across the business 

• How your business manages Health & Safety policies and procedures, incidents, accidents, investigations and 
reporting 

• Your businesses track record on managing Health & Safety. 

CC02: Senior Leader(s) are actively involved in Health & Safety. 
Senior leader(s) (e.g. Managing Director, Executives, General Managers) demonstrate their commitment to Health & 

Safety through their actions and show they have considered potential impacts on Health & Safety when making 

business decisions. 

CC03: Your business continually improves Health & Safety practices and performance 
Your business has an approach or system to ensure pro-active continuous improvement to mitigate risk and 

provide confidence that your Health & Safety practices remain current. 

CC04: Your business resources and Health & Safety activities 
Your business provides the resources required to meet your commitment to Health & Safety. This includes: 

• Allocated budget for Health & Safety 

• Provision of time, equipment and tools, training 

• Maintenance of plant, machinery, equipment and vehicles 

• Access to expert advice 

• Work related health monitoring. 

CC05: Your business manages the Health & Safety requirements of third parties engaged to complete work 
on your behalf? 

Your business ensures third parties (e.g. contractors, suppliers) engaged by your business have the required 

competence and resources to work safely on your jobs / projects. This will include: 
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• Identifying the competencies required 

• Contract Management. 

CC06: Your business effectively manages the workplace to provide your workers with required facilities 
Your business sets up and maintains the workplace providing staff with sufficient facilities and services including: 

• Toilets 

• Drinking water 

• Hand-washing facilities 

• Eating and break facilities 

• A place for unwell workers to rest if it is unreasonable for them to leave the workplace. 

The services and facilities provided must take into account: 

• Size, location and nature of your workplace 

• Number and composition of your workers 

• Nature of the work being carried out and workplace hazards. 

• Risk Management 

CC07: Your business manages work related Health & Safety risks 
Your business has an approach or system to manage work related Health & Safety risks. This includes: 

• Hazard / Risk Identification 

• Risk Assessment and control 

• Actions required 

• Monitoring and checking the effectiveness of risk controls 

• Management of specific workplace risk e.g. workplace stress, fatigue, bullying, violence. 

• Worker Engagement and Participation 

CC08: Your business effectively engages with and involves workers in Health & Safety. 
Your business has an approach or system to effectively engage and involve workers in Health & Safety matters that 

affect them. This should include: 

• Workers input into Health & Safety related decisions 

• Resolution of Health & Safety disagreements or issues. 
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CC09: You have open and effective communication across your business regarding all Health & Safety 
matters. 

Your business communicates Health & Safety matters effectively and openly with all workers, including contractors 

and suppliers. Communications are: 

• Relevant and informative 

• Timely, easily understood and accessible by all 

• Inclusive of work-related Health & Safety learnings. 

CC10: Your business effectively engages with other businesses when required to manage overlapping duties. 
Your business collaborates with other businesses (consult, co-operate and coordinate activities) regarding all Health 

& Safety matters. 
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3 What is expected in responses 

3.1 Requirements of Evidence provided 

For each question the evidence expected to adequately respond to the question is provided. The evidence 

requirements are separated into two levels: 

1. Level 1 – Low to Medium Tōtika supplier risk rating 
2. Level 2 – High Tōtika supplier risk rating. 

All suppliers are expected to provide verifiable evidence that they meet the criteria however you may choose in 

what form that evidence takes. Each business can chose what form(s) the evidence takes - i.e., it is not about 

providing documented processes and procedures - evidence can be photos, videos, examples, references, scans.  

Where a particular document is required to be provided it will be explicitly detailed.  

3.2 Requirements of Examples provided 

For all examples, provide concise, practical examples relevant and proportionate to the type of activity your 

business is likely to carry out. Your examples need to demonstrate how your business meets their requirements of 

the role(s) you undertake i.e. Supplier and/or Principal Contractor and/or Principal Designer. 

3.2.1 Privacy of individuals 
All Personal Identification Information that is not required to inform the assessment such as the name of the injured 

party on an accident report is to be removed or made unreadable in your examples before being provided to an 

assessor (e.g. injured party details on an accident report).   
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4 Company Information 
Table 1:  Company details information required 

Company Details 

NZBN #:       

Trading Name       

Full legal name (if different):       

Name of Parent Company (if applicable)       

Number of employees:       

Physical Address 
(if more than one address, put the 
address of your head office) 

      

Postal Address:       

Registered Office:       

Business website:       

Type of legal entity       

GST Registration number       

Our point of contact:  

Name:       

Position       

Phone Number:       

Mobile number:       

Email address:       

Insurance 

• Please provide copies of insurance certificates including the date of expiry.  

• Enter the amount of cover your business has for each type of insurance listed below. 

Professional Indemnity Insurance cover? $      

Public Liability Insurance cover? $      

Motor Vehicle Insurance cover? $      
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5 Health & Safety Pre-qualification Questions 

5.1 All Organisations 

The following Core Criteria and associated questions apply to all organisations. 

Table 2:  Core Criteria Questions 

Question Evidence Level 

Leadership 

CC01: Your business effectively manages Health & Safety activities and performance. 

Your business has an approach or a system to effectively manage Health & Safety risks and performance.  This includes: 

• a statement of the businesses approach to Health & Safety 

• a register of roles and responsibilities for Health & Safety activities and tasks across the business 

• how your business manages Health & Safety policies and procedures, incidents, accidents, investigations and 
reporting 

• your businesses track record on managing Health & Safety 

  Has your business been 
independently assessed for any 
Health & Safety certification, 
verification, or assessment?  
(e.g. Q-Safe, AS/NZS 4801, 
ISO45001, SafePlus) 

Provide the following details of any that you currently hold: 

• Name of assessment 
• Name of third-party assessor, current contact phone number, email 

and website details (to allow validity to be checked) 
• Expiry date  
• Status / Level of achievement (if applicable) e.g. Performing or Leading 

for SafePlus 
• Copy of certificate issued by third party assessor 

All 

  Has your business ever been 
convicted of a Health & Safety 
offence within the last 
10 years? 

If yes, provide the details of the offence including details of the: 

• offence you were charged with including when and where it occurred 
• conviction, when it occurred and the details of what the conditions of 

the conviction were 

All 

  Has your business ever been 
investigated or received a 
written warning from 
WorkSafe for any incident / 
accident including serious harm 
or fatalities within the last 
10 years? 

If yes, provide the following details and evidence: 

• a copy of the investigation completed by WorkSafe 
• copies of any subsequent documentation confirming actions taken by 

your business on the corrective actions or recommendations included 
in the investigation report 

• a copy of any written warning from WorkSafe 
• copies of any subsequent correspondence with WorkSafe following the 

receipt of the written warning 

All 
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Question Evidence Level 

• summary of any corrective actions or improvements implemented in 
response to the written warning received from WorkSafe 

  Has your business had an 
Enforceable Undertaking 
accepted by WorkSafe in the 
last 10 years? 

If yes, provide the following details and evidence: 

• a copy of the alleged breach 

• a copy of the summary of Enforceable Undertaking 

• the current status of Enforceable Undertaking (or date of 
acceptance by WorkSafe) 

• Reasons for Accepting of Undertaking (If applicable) 

• Link to Accepted Enforceable Undertaking (If applicable)   

 

  How does the leader(s) of 
your business demonstrate 
commitment to good Health & 
Safety?  

A signed and up-to-date (bi-annually review) document summarising your 
leader(s) commitment to good Health & Safety. This document will include: 

• statement of commitment to comply with legislation and good practice 
• statement of commitment to consult with workers to manage work-

related Health & Safety 
• how the organisations Health & Safety obligations and responsibilities 

are assigned or where the information can be found 

The details of how workers access the document or are made aware of it 
and any updates that occur over time. 

All 

  How does your business deal 
with work-related Health & 
Safety issues including tracking 
agreed actions to completion? 

Describe an issue your business managed that demonstrates your approach 
to managing Health & Safety related issues.  The description should include: 

• a description of the issue 
• who the issue affected? 
• how the issue was managed 
• the actions that required implementation and who they were assigned 

to 
• how actions were tracked to completed 
• the overall outcome achieved by the process 

Copies of documents (if any) that were created in the process of managing 
the issue described above. 

1 

Details of two issues which demonstrate the use of the above policies and 
procedures or how your business manages Health & Safety related issues.  
Include for each example: 

• a summary of the issue that required managing 
• copies of your business policies / procedures used to manage the 

Health & Safety issue 
• the names and roles of people involved in managing the issue 
• copies of the documents created in relation to the management of the 

issue 
• details of actions identified and implemented 

2 
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Question Evidence Level 

• the outcome for the business and affected workers from the process 
used to manage the issue 

A policy / procedure or description of how your business monitors Health 
& Safety issues 

Examples of the Health & Safety monitoring your business completes (i.e. 
evidence of the monitoring outlined above). 

  How does your business 
manage incidents and accidents 

Describe an incident or accident that has occurred in the last two years, 
including: 

• when the incident occurred 
• summary of what happened 
• who was involved? 
• who reported it and how? 
• when was it reported? 
• where the report of the incident / accident is kept 
• whether an investigation was completed?  If it was: 
– who completed the investigation? 
– where is the investigation report filed? 
– did it include any recommendations? 
– for each recommendation (if any), what was the outcome (e.g. 

implemented, awaiting implementation or no action taken) 
• copies of all documentation created in managing the incident / accident 

1 

Your businesses accident / incident procedure and supporting document(s) 
including your investigation requirements. 

The documentation for two accidents / incidents that occurred within the 
last two years that demonstrates the effectiveness of your business accident 
/ incident procedure including all documentation created relating to the 
management of the accidents / incidents.  (all personal information can be 
removed from the documents) 

2 

  Does your business manage 
hazardous substances? 

A description of how your business makes sure that all hazardous 
substances are identified and managed appropriately. 

If your business manages any hazardous substances, provide a copy of your 
hazardous substance inventory / register including: 

• name of hazardous substance 
• type of hazardous substance 
• quantities held 

A description of how your business manages two of the hazardous 
substances included in the above inventory / register including: 

• the name of the hazardous substance(s) being managed 
• how the substance is identified (e.g. labelling)  
• where the substance is stored (separate / secure?) 
• how you ensure it is used properly (training, restriction on who can use 

it, written procedures for the use of the substance) 

1 
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Question Evidence Level 

Who your approved handler(s) for hazardous substance(s) is / are. 

Confirmation that you have copies of safety data sheets for all hazardous 
substances. 

Describe how and where the hazardous substance inventory / register and 
safety data sheets are stored on-site and kept current. 

Your businesses policy / procedure and supporting document(s) for the 
management of hazardous substances including: 

• how your business ensures all hazardous substances that require 
managing are identified 

• any guidance / forms / templates to be used to create a hazardous 
substance management plan 

• your approved hazardous substances handlers which includes their 
name, position and location 

• hazardous substance inventory / register 
• copies of the hazardous substance inventory / register and safety data 

sheets are to be stored on-site and kept up to date 

Copies of documentation from the last year demonstrating your business 
follows the policies / procedures described above for managing hazardous 
substances e.g. audits, completed checklists, document changes, email 
confirmations of information held on-site, register if locations for hazardous 
substance registers and safety data sheets, safety data sheet checks. 

2 

  Does your business provide 
workers with PPE?  If so, how 
is PPE managed? 

Describe how your business determines the PPE to be provided for use by 
workers. 

Provide a list of all PPE currently provided to workers. 

For two items of PPE on your list, describe how the PPE is managed 
including how: 

• the type of PPE to purchase is decided e.g. safety rating, cost, 
combination of factors 

• workers know when to use and the correct use of the PPE 
• PPE is managed when not in use 
• if and when the condition of PPE is checked to make sure it is in good 

working order (or needs repair / replacement) 
• you check that the PPE is being used effectively (i.e. when doing the 

task(s) it is required for and is used correctly e.g. worn correctly, 
correct size etc).  

Provide copies of evidence (if any) that demonstrates that PPE is being 
managed as described above e.g. records of PPE checks, replacement of 
PPE. 

1 

Your businesses policy / procedure document(s) for the management of 
PPE which includes how your business: 

• determines the type of PPE to purchase e.g. safety rating, cost, supplier 
recommendations 

2 
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Question Evidence Level 

• ensures all the required PPE is being provided to workers 
• ensures workers know the correct use of the PPE (e.g. training / 

induction) 
• knows all PPE is in good working order 
• checks that all workers use PPE effectively (i.e. the required PPE for a 

task is used correctly) 

A register listing the PPE that your business provides to workers. 

Documentation for two items from the PPE register that demonstrates 
compliance with the policies and procedures for the management of PPE 
(above). 

Copies of any audits of the PPE policies / procedures that have been 
completed within the last two years. 

  Does your business provide 
specific Health & Safety 
instructions to workers for 
tasks they are required to 
complete? 

Describe how your business provides effective instructions to workers on 
Health & Safety matters that affect them e.g. pre-start meetings, toolbox 
talks, induction programmes, noticeboards, SSSPs. 

If available, provide copies of any communications used by your business to 

instruct workers on Health & Safety matters. 

1 

Describe how your business manages the provision of specific Health & 
Safety instructions to workers including: 

• any relevant policy / procedure documents 
• the use of on-site noticeboards and signage 
• how pre-start meetings, toolbox talks incorporate specific Health & 

Safety instructions 
• creation and distribution of work instructions and / or SSSPs 

Examples of the communications used by your business in the past two 
years to provide workers with specific Health & Safety instructions (i.e. 
recent examples of the types of communication described above). 

If available, provide copies of any audit or review completed within the last 
two years on the effectiveness of Health & Safety communications to 
workers.  Include the details of any follow-up actions completed as a result 
of the audit or review.  

2 

  Does your business have 
Emergency Plans for specific 
sites and / or types of work 
completed? 

Describe how your business manages emergency planning for your workers 
including: 

• the overall approach your business used for emergency planning 
• how your business knows that the required emergency plans are in 

place for your workers. 
• how your business ensures all emergency plans would be effective and 

reflect the risks of the environment and task they are for (e.g. working 
at height rescue, confined spaces, working alone). 

• how your business knows that workers are aware of the emergency 
plans relevant to the site and work they are doing 

1 
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Question Evidence Level 

Provide copies of two emergency plans your business uses with the 
following details: 

• the site(s) the emergency plans are used, the number of workers at 
each site, the location(s) of the emergency plan at the site 

• when it was last updated 
• who approved the emergency plan 

Your businesses Emergency Planning policy / procedure document(s) 
including how your business: 

• determines when emergency plans are required 
• knows whether an emergency plan appropriately manages the risks of 

the environment and tasks they it is to be used for 
• ensures that staff are aware of and understand the emergency plan(s) 

relating to the work they are doing 
• ensures emergency plans are implemented for all required sites / tasks 

Provide examples of four different Emergency Plans that have been used by 
your business within the last two years and include the following 
information: 

• the site(s) the emergency plans are used, the number of workers at 
each site, the location(s) of copies of emergency plan at the site 

• when it was last updated 
• who approved the emergency plan 

If available, provide copies of any audit or review completed within the last 
two years regarding compliance and effectiveness of the emergency 
management plans used by your business.  Include the details of any follow-
up actions completed as a result of the audit or review. 

2 

CC02: Senior Leader(s) are actively involved in Health & Safety. 

Senior leader(s) (e.g. Managing Director, Executives, General Managers) demonstrate their commitment to Health & Safety 
through their actions and show they have considered potential impacts on Health & Safety when making business decisions.   

  What are the actions taken by 
your businesses senior 
leader(s) that demonstrate 
their commitment to the 
Health & Safety of your 
business 

Describe at least three recent examples (within the last two years) of 
actions taken by your senior leader(s) that demonstrates commitment to 
the Health & Safety of workers.  

1 

Describe the actions your business expects of senior leader(s) which 
demonstrates their commitment to the Health & Safety of workers 
including: 

• any requirements included in the job description or personal 
performance plans of senior leader(s) 

• which senior leader meetings include Health & Safety as an agenda item 
and a summary of what aspects of Health & Safety are included in the 
agenda item. 

2 
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Question Evidence Level 

Provide documentation that demonstrates the actions being taken by senior 
leader(s) including:  

• examples of Health & Safety actions included in current job descriptions 
of senior leader(s) 

• examples of Health & Safety requirements included in current 
performance plans of senior leader(s)  

• examples from minutes of meetings that show senior leader(s) 
commitment to Health & Safety 

  Do your senior leader(s) 
consider the impacts on Health 
& Safety when making business 
decision? 

Provide two recent examples (within the last two years) from your 
business activities that demonstrates how the impact on Health & Safety 
has been taken into consideration when making a business decision.  Include 
with the examples: 

• what business decision was required 
• the date the decision was made 
• what were the impacts on Health & Safety that were considered when 

making the decision? 
• did the impact on Health & Safety influence or change the business 

decision in any way, if so, what change was made 

1 

Provide copies of policy, procedure or guidance documents that details 
how senior leader(s) consider the impact on Health & Safety when making 
any business decisions e.g. project approval requirements, procurement and 
contract management requirements 

Provide four examples of business decisions by senior leader(s) that 
demonstrate how the impact on Health & Safety was taken into 
consideration when making a business decision.  Include with the examples: 

• the type of business decision required 
• the name and position of the senior leader responsible for final 

approval the business decision 
• the Health & Safety information used for the final decision  
• the Health & Safety considerations (if any) that had an impact on the 

final decision made by senior leader(s) and what that impact was. 

Two examples of documents that demonstrate Health & Safety impacts are 
being considered by your senior leader(s) when making business decisions. 

2 

  How do your senior leader(s) 
create an environment to 
support open communication 
with workers 

Provide two examples (within the last two years) of actions taken by your 
senior leader(s) to create an environment of open communication between 
senior leader(s) and workers. 

Provide two examples (within the last two years) which demonstrate an 
environment of open communication in your business.  Include the 
following details for each example: 

• time, place, participants and type of communication 
• summary of the communication that occurred 
• outcome of the communication that occurred 

1 



Core Criteria and Questionnaire 

14 

Question Evidence Level 

Provide details of the methods your business uses to encourage an 
environment of open communication between senior leader(s) and 
workers e.g. policy documents, posters, statements in staff newsletters, 
intranet information.   

Provide two examples (within the last two years) which demonstrate an 
environment of open communication in your business.  Include the 
following details for each example: 

• time, place, participants and type of communication 
• summary of the communication that occurred 
• outcome of the communication that occurred 

2 

CC03: Your business continually improves Health & Safety practices and performance 

Your business has an approach or system to ensure pro-active continuous improvement to mitigate risk and provide confidence 
that your Health & Safety practices remain current. 

 

  How does your business 
ensure Health & Safety is 
continually improved? 

Describe the approach your business uses to ensure that Health & Safety is 
continually improved. 

Provide two examples (within the last two years) of improvements made 
to the Health & Safety of your business and its workers.  Include in the 
details: 

• how was the improvement initiated? 
• a description of the improvement made including the benefits of the 

improvement when implemented? 
• when was the improvement made? 
• how was the improvement implemented? 
• was there any follow-up that occurred after the change was 

implemented? 

1 

Provide details of any policies or procedures your business has to ensure 
continual improvement of the Health & Safety of your workers. 

Provide three examples (within the last two years) of improvements made 
to the Health & Safety of your business and its workers.  Include in the 
details: 

• how was the improvement initiated? 
• a description of the improvement made including the benefits of the 

improvement when implemented? 
• when was the improvement made? 
• how was the improvement implemented? 
• was there any follow-up that occurred after the change was 

implemented? 

2 

  Describe your businesses Health & Safety goals (if any) including: 1 
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Question Evidence Level 

Does your business have any 
goals for improving Health & 
Safety? 

• a description of the goal(s) 
• how you plan to achieve the goal(s)? 
• when you aim to have achieved the goal(s)? 
• how you are monitoring progress on achieving the goal(s)? 

Describe the process your business uses to set goals for improving Health 
& Safety or provide the policy or procedure documentation the process 
uses (e.g. Health & Safety annual planning process). 

Provide copies of documentation that demonstrates the process described 
above including:  

• documented approval of the goals being set 
• documentation / reports used to track progress of achieving goals 
• confirmation of achieving goals 
• any review and follow-up on achieved goals 

2 

  Does your business monitor 
Health & Safety performance? 

Describe how your business monitors Health & Safety performance 
including: 

• what performance measures your business uses to monitor Health & 
Safety 

• how often they are monitored 
• who is assigned responsibility of completing performance monitoring? 
• how the monitoring is reported (e.g management reports, 

presentations, intranet or other forms of media)? 
• who receives or has access to the reports? 

Provide examples of the monitoring completed that includes: 

• a sample of reports covering a two-year period 
• all the performance measures your business uses 
• who the recipients of each report were (this can be by role e.g. all 

workers, managers, managing director, board) 

1 

Copies of the documentation that outlines how your business monitors 
Health & Safety performance including: 

• what monitoring is required (i.e. what lag and lead indicators does your 
business monitor e.g. injury frequency and severity rates, audits and 
inspections completed, training completed, lost workdays, correction 
action completion rates) 

• how the monitoring is reported (e.g. management reports, 
presentations, intranet or other forms of media)? 

• frequency measures are reported 
• who is responsible for preparing the reports 
• who receives the reports? 
• how the performance monitoring is reported  
• what actions are expected based on the results of performance 

measures i.e. what happens if results are outside acceptable 
performance levels. 

2 
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Question Evidence Level 

Provide examples of the monitoring completed that includes: 

• a sample of reports covering a two-year period 
• all the performance measures your business uses 
• who the recipients of each report were (this can be by role e.g. all 

workers, managers, managing director, board) 
• the actions taken for performance results outside acceptable levels. 

CC04: Your business resources and Health & Safety activities 

Your business provides the resources required to meet your commitment to Health & Safety.  This includes: 

• allocated budget for Health & Safety  

• provision of time, equipment and tools, training 

• maintenance of plant, machinery, equipment and vehicles 

• access to expert advice 

• work related health monitoring. 

  Does your business have a 
Health & Safety budget? 

If your business does have a budget for Health & Safety describe the details 
of the budget including:  

• who has approval to spend the budget? 
• is the budget split into any subcategories, it yes, what are the 

categories? 
• what does the budget cover e.g. PPE, training, checks? 
• your methodology for working out the amount required for the Health 

& Safety budget and what your budget includes (e.g. percentage 
increase on last year, amount per person, estimates based on forward 
work planning or a combination of things). 

If your business does not have a Health & Safety budget describe how you 
plan for Health & Safety expenditure. 

1 

Describe how your business budgets for Health & Safety expenditure 
including: 

• who is responsible for approving the Health & Safety budget (i.e. role 
or position that has responsibility for approving the Health & Safety 
budget). 

• who manages the Health & Safety budget (authorised to approve 
expenditure against the budget). 

• how the Health & Safety budget is categorised e.g. Health & Safety cost 
codes for PPE, training or single cost code 

• do projects have a specific allocation for Health & Safety? 
• any other details that demonstrate how your business plans for Health 

& Safety expenditure.  

2 
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Question Evidence Level 

Provide the details of actual versus budget expenditure expressed as a 
percentage for the last five years (if available) and any explanations that 
were provided to explain variances (if any). 

  How does your business track 
Health & Safety costs? 

Describe how your business tracks Health & Safety costs including 

• do you have specific cost codes for Health & Safety?  If so, what are 
they e.g. PPE / Health & Safety training / consultancy / contractors / 
wages  

• do you separate Health & Safety costs by project or cost centre?  If so, 
how to you separate the costs 

• are Health & Safety costs reported?  If so, at what frequency and who 
receives the report(s) 

Provide examples from within the last two years of Health & Safety cost 
reports (if any)  

1 

Details of how your business tracks Health & Safety through the provision 
of relevant policy and / or procedure documents or a written description 
of how your business tracks and reports Health & Safety costs. 

Describe how your business uses the Health & Safety cost information they 
track e.g. compared with budget 

Provide at least two documented examples of how your business has used 
the Health & Safety cost information e.g. financial actual vs budget reporting, 
inclusion with Health & Safety performance measures. 

2 

  How does your business 
ensure workers have the time 
and equipment they require to 
stay healthy and safe 

Describe your businesses approach to ensuring that workers are allocated 
the required time and equipment they need to stay healthy and safe in the 
workplace e.g. 

• allocation of training time for staff in the correct use of the equipment 
required for the tasks assigned 

• safety considerations when purchasing equipment to be used (e.g. 
safety rating requirements for equipment) 

• estimation of time required for workers to complete equipment 
training 

• time of worker(s) allocated to Health & Safety functions including 
reviewing and checking working conditions, equipment, safety and site 
inspections, audits 

1 

Provide copies of company documentation that demonstrates how your 
business ensures that workers have the time and equipment they need to 
stay healthy and safe while at work. 

Provide copies of any reports or audits that have been completed by your 
business to check that workers have the time and equipment required to 
healthy and safe while working. 

2 
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  How does your business 
manage Health & Safety 
training for workers 

Describe how your business approaches Health & Safety training of 
workers including 

• how you determine the Health & Safety training required for workers. 
• how and where training records for workers are updated and stored 

Provide a copy of your training records that shows the Health & Safety 
training that has been completed by your workers in the last two years. 

1 

Provide your business policies and procedures for Health & Safety training 
requirements including: 

• how and when Health & Safety training requirements are determined 
• the current Health & Safety training requirements for workers 
• how training records are maintained and kept up to date 

Provide a copy of your training records that shows the Health & Safety 
training completed by workers within the last two years. 

Provide copies of any reports (e.g. checks or audits) that show your 
business has reviewed the Health & Safety training policies and procedures 
to determine whether they continue to meet business requirements and 
are being complied with.  If recommendations were made, provide a 
summary of the outcome of each recommendation. 

2 

  How does your business 
ensure all plant, machinery, 
equipment and vehicles receive 
their required servicing? 

Describe the process your business uses for maintaining a schedule of 
service requirements. 

Provide a copy of your service schedule that includes: 

• details of what plant, machinery, equipment and vehicles your business 
has that require servicing 

• the servicing requirements (frequency and type of service) required 
• date of last service 
• date next service due 

Provide evidence of the last three scheduled services being completed (e.g. 
service report, invoice) 

1 

Provide the policies and procedures that provides the details of how your 
business ensures that all plant, machinery, equipment and vehicles are 
serviced in accordance with their requirements including: 

• policy / process setting business requirements for plant, machinery, 
equipment and vehicles to be serviced 

• the types and requirements of the servicing required 
• how the item to be serviced is identified 
• who and how to arrange for the servicing to be completed? 
• record keeping for completed services 
• who is / are responsible for arranging for services when they fall due? 
• how the service register is maintained (addition of new items, removal 

of disposed items, completion of service added, due date for next 
service) 

2 
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Provide a copy of your register which includes: 

• name and if required, unique identifier of item which requires servicing 
• service requirements including frequency and type of service required 
• date of last service 
• date next service due 

Provide documentation that demonstrates that you have verified that your 
business processes are being followed, that your plant, machinery, 
equipment and vehicles are being serviced in accordance with their specific 
requirements so that they remain in good working for use by your 
workers. 

  Does your business complete 
any health monitoring for 
workers?  

Describe what health monitoring is provided to workers including: 

• what health monitoring is completed and why e.g. hearing tests, lung 
function tests, vision, musculoskeletal 

• who has health monitoring e.g. all workers, testing determined by role / 
tasks? 

• when and how is health monitoring completed e.g. annual monitoring 
by occupational health nurse, annual check with doctor 

• what information is reported back to the business when the health 
monitoring is completed 

• when and what follow-up is completed based on the results of the 
monitoring? 

• who is responsible for ensuring follow-up is completed? 

1 

Provide copies of any policy and procedure documents your business has 
for managing annual health monitoring including: 

• what health monitoring tests are completed 
• eligibility criteria for determining the health monitoring for an individual 

worker 
• who completes the health monitoring? (e.g. occupational health nurse, 

local doctor) 
• what analysis and reporting are completed following the completion of 

tests? (e.g. comparison to baselines, summary of outcomes prepared by 
provider) 

• where are the health monitoring test records and reports kept / filed? 
• follow-up requirements for health monitoring results 

Provide confirmation from your occupational health provider that the 
health monitoring has been completed for your business (no personal 
information, just a summary of the number of workers and types of 
monitoring completed) 

2 

  Does your business do pre-
employment health checks 

If your business does pre-employment health checks describe the testing 
completed including: 

• what testing is included in the pre-employment health checks? e.g. 
hearing tests, drug test, general health questionnaire 

• who conducts the test(s)? e.g. occupational health nurse, local doctor 

1 
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• who is tested? e.g. all candidates, determined by role 
• what information is reported when the tests are completed 
• where are the pre-employment health check records stored and who 

has access to them? 

Provide copies of any policy and procedure documents your business has 
for managing pre-employment health checks.  This should also include 
copies of blank forms that are used for pre-employment health checks e.g. 
Pre-employment health check blank form, Fit for Work Report, Drug test 
results report,  

Provide confirmation from your occupational health provider of the type 
and approximate number of pre-employment health checks they have 
completed over the last two years. 

2 

  Do you and your workers have 
access to expert Health & 
Safety advice? 

Describe who advises your business on Health & Safety.  Include in the 
description: 

• when and / or why you get Health & Safety advice and support 
• names of advisors 
• whether they are internal / external to your business 
• their area(s) of expertise 

Describe two recent examples (within last two years) where an expert 
Health & Safety advice has been used.  Include in the example: 

• what advice was required 
• who provided the advice? 
• what the outcome was after receiving the advice. 

1 

Provide copies of any policies and / or process related to the access of 
expert Health & Safety advice including: 

• when advice is required (task / change occurring) 
• who should seek advice (worker, manager) 
• register of contact details of expert advisors (e.g. equipment specialist, 

occupational health provider, hazardous substance experts) 

Provide recent two examples (within the last two years) where expert 
advice was requested.  Include with the example: 

• what advice was required 
• who requested the advice? 
• the advice provided by the expert (including any reports if they were 

provided) 
• what the outcome was after receiving the advice 

2 
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CC05: Your business manages the Health & Safety requirements of third parties engaged to 
complete work on your behalf? 

Your business ensures third parties (e.g. contractors, suppliers) engaged by your business have the required competence and 
resources to work safely on your jobs / projects.  This will include: 

• Identifying the competencies required 

• Contract Management 

  How does your business 
determine the Health & Safety 
competencies required for 
their jobs. 

Describe how your business determines what competencies are required 
for their jobs including any information provided by experts advising the 
competency requirements for workers.  

Provide two examples of the competency requirements for jobs your 
business has engaged third parties which demonstrate that you have 
considered such aspects as: 

• location / current use of site – vulnerable children, public spaces which 
may require criminal record checks or similar 

• the type of work and what Health & Safety competencies are required 
e.g. level of first aid training 

All 

Provide a copy of your businesses policy or procedure for managing the 
Health & Safety requirements of third parties engaged to provide services 
on your behalf.  The policy and procedure should include: 

• roles and responsibilities of managing your businesses Health & Safety 
obligations when engaging third parties to work on your jobs / projects. 

• who, when and how competency requirements of third parties are 
determined. 

• specific considerations required for establishing Health & Safety 
requirements of a site work are being completed by third parties. 

• supporting documents such as forms, reports, templates and contracts 
used by the policy or processes. 

• how your business ensures ongoing requirements for third party 
providers are met during the term of the job / project 

Provide at least two recent examples (within the last two years) of 
competencies used by third parties that have been engaged by your 
business to work on a job or project you are delivering.  Include with the 
examples a summary of the job / project they were used for including: 

• location 
• nature of work 
• length of job / project (days / weeks / months / years?) 

Provide copies of reports that demonstrate your business has reviewed the 
compliance and effectiveness of your business policies / processes that 

2 
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manage the Health & Safety requirements for third party providers.  Include 
a summary of outcomes of any recommendations included in the reports. 

  Does your business have 
Health & Safety inductions? 

Describe the Health & Safety induction procedure your business uses 
including: 

• who receives an induction? 
• when is the induction provided? 
• what is included in the induction? 
• do you record who has received an induction? 

Provide copies of any induction documentation you have including records 
of who was inducted within the last two years.  

1 

Provide copies of your businesses Health & Safety induction documentation 
including: 

• policy for Health & Safety inductions including who is required to 
complete them 

• details of what is included in the induction and how they are delivered 
(e.g. documents, power point presentations, video’s etc) 

• how records of completed inductions are updated and maintained 

Provide copies of induction records from the last two years. 

Provide your most recent review (e.g. audit report) completed to verify 
that your induction meets business requirements and whether your policies 
are being complied with.  If any recommendations have been included, 
provide a summary of the outcome of each recommendation. 

2 
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CC06: Your business effectively manages the workplace to provide your workers with required 
facilities 

Your business sets up and maintains the workplace providing staff with sufficient facilities and services including: 

• toilets 

• drinking water 

• hand-washing facilities 

• eating and break facilities 

• a place for unwell workers to rest if it is unreasonable for them to leave the workplace. 

The services and facilities provided must take into account: 

• size, location and nature of your workplace 

• number and composition of your workers 

• nature of the work being carried out and workplace hazards. 

  How does your business 
ensure your workers have the 
required facilities 

Describe the process your business uses to ensure that workers have the 
required facilities such as toilets, drinking water, hand-washing facilities.  
Include examples of specific arrangements that have been put in place by 
your business where the initial facilities provided were insufficient. 

Provide an example of where your business has checked that workers are 
being provided with required facilities. 

1 

Provide the policy or document that your business uses to ensure workers 
have the required facilities. 

Provide at least three recent examples (within last two years) that 
demonstrates sites where your workers complete jobs / work have the 
required facilities in accordance with your business policy. 

Provide evidence that your business has reviewed your policies and verified 
that they continue to ensure that your workers have required facilities and 
compliance with the policy across your business. 

2 

Risk Management 

CC07: Your business manages work related Health & Safety risks 

Your business has an approach or system to manage work related Health & Safety risks.  This includes: 

• Hazard / Risk Identification 

• Risk Assessment and control 
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• Actions required 

• Monitoring and checking the effectiveness of risk controls 

• Management of specific workplace risk e.g. workplace stress, fatigue, bullying, violence 

  How does your business 
identify health risks? 

Describe the processes your business uses for identification of work-related 
health hazards / risks including: 

• methods of risk identification e.g. task analysis, site checks, inspections 
• how external advisors are utilised (e.g. occupational health providers) 
• ensuring all aspects of the business are included on an ongoing basis 

and any changes that occur are appropriately assessed. 

Provide documentation for two examples of recent (within the last two 
years) of hazard / risk identification processes being completed which 
include: 

• who, when and where it was completed? 
• method of identification 
• any health hazards or risks identified 

1 

Provide a copy of your businesses policy or procedure for managing the 
identification of health hazards and risks.  The policy and procedure should 
include: 

• roles and responsibilities for the identification of health hazards and 
risks. 

• what methods are used for to identify health hazards and risks 
• specific considerations for identifying health risks at a site where third 

parties are also working. 
• supporting documents such as forms, reports, templates and contracts 

used by the policy or processes. 
• how your business ensures ongoing requirements for managing health 

risks for third party providers are met during the term of the job / 
project 

2 

  How does your business 
identify safety risks? 

Describe the processes your business uses for identification of work-related 
safety hazards / risks including: 

• methods of risk identification e.g. site inspection, process or task 
evaluation, investigation report 

• how external advisors are utilised (e.g. process or task analysis may be 
completed by appropriate expert to identify safety hazards / risks) 

• ensuring all aspects of the business are included on an ongoing basis 
and any changes that occur are appropriately assessed. 

Provide documentation for two examples of recent (within the last two 
years) of hazard / risk identification processes being completed which 
includes: 

• who, when and where it was completed? 
• method of identification 
• any hazards or risks identified for further assessment 

1 
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Provide a copy of your businesses policy or procedure for managing the 
identification of safety hazards and risks.  The policy and procedure should 
include: 

• roles and responsibilities for the identification of hazards and risks. 
• what methods are used for what situations to identify hazards and risks 
• specific considerations required for establishing safety requirements of a 

site if work is being completed by third parties. 
• supporting documents such as forms, reports, templates and contracts 

used by the policy or processes. 
• how your business ensures ongoing requirements for managing safety 

risks for third party providers are met during the term of the 
job/project 

2 

  Does your business have a 
process for managing Incident, 
Injury, and Illness? 

Describe the process your business uses for managing Incident, Injury, and 
Illness including: 

• your definitions of what is to be reported e.g. are your workers to 
report a near miss? 

• how and who Incident, Injury, and Illness are reported to 
• how you determine if an Incident, Injury, and Illness is to be investigated 
• processes used for investigation of Incident, Injury, and Illness 
• how corrective actions are managed  
• what is the process for notifiable events? 
• where are Incident, Injury, and Illness records stored? 
• how do you check that the process is being followed by all workers? 

Provide a copy of your Incident, Injury, and Illness register which includes: 

• date of Incident, Injury, and Illness 
• type of Incident, Injury, and Illness (e.g. crash / collision, inhaling toxic 

fumes, hit by falling object) 
• brief summary of events 
• date reported 
• was medical treatment required? 
• was an investigation report completed? 
• was the Incident, Injury, and Illness a notifiable event? 

Provide details (including any relevant documentation such as the Incident, 
Injury, and Illness and investigation reports) of two examples of incidents 
that have been reported within the last two years (Incident, Injury, and 
Illness that were notifiable events and / or had investigation reports are 
expected to be included first). 

1 

Provide the policy and procedure documents your business uses for 
managing Incident, Injury, and Illness covering the following information: 

• roles and responsibilities of Incident, Injury, and Illness management 
processes within your business 

• what is to be reported e.g. are your workers to report a near miss? 
• how Incident, Injury, and Illness are reported 
• who are Incident, Injury, and Illness reported to? 
• when an Incident, Injury, and Illness is to be investigated 
• who is approved for doing investigations (internal / external)? (including 

any lists of investigators that are used) 

2 
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• processes used for investigation of Incident, Injury, and Illness (including 
any forms or templates) 

• how corrective actions are managed 
• process for notifiable events? 
• where are Incident, Injury, and Illness records stored (e.g. reports, 

investigations)? 

Provide a copy of your Incident, Injury, and Illness register which includes: 

• date of Incident, Injury, and Illness 
• type of Incident, Injury, and Illness 
• brief summary of events 
• date reported 
• was medical treatment required? 
• was an investigation report completed? 
• was the Incident, Injury, and Illness a notifiable event? 

Provide four recent examples (within the last two years) of reported 
Incident, Injury, and Illness.  Two of examples to include investigation 
reports and details of the outcomes of any corrective actions.  (Incident, 
Injury, and Illness that were notifiable events and / or had investigation 
reports are expected to be included first). 

Provide documented evidence that your business has reviewed all policies 
and processes for managing Incident, Injury, and Illness (e.g. audit reports).  
Include with the documents the outcomes and status of any 
recommendations that have been made for improving the processes. 

  Does your business complete 
workplace Health & Safety 
inspections 

Describe the approach your business uses for workplace Health & Safety 
inspections including: 

• physical environment checks 
• check for safe worker behaviour 
• identify and record hazards 
• how corrective actions are managed 
• frequency of inspections 
• storing / filing records of completed workplace Health & Safety 

inspections 

Provide two recent examples (within last two years) of completed 
workplace safety inspections and include status of corrective actions. 

1 

Provide the policy document that describes how your business completes 
workplace Health & Safety inspections including: 

• responsibilities for policy requirements e.g. scheduling, completion, 
corrective actions 

• physical environment checks 
• check for safe worker behaviour 
• identify and record hazards 
• how corrective actions are managed 
• frequency of inspections 
• storing / filing records of completed workplace Health & Safety 

inspections 

Provide a copy of your business’ schedule for workplace Health & Safety 
inspections including: 

2 
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• site name and location 
• frequency 
• date of last inspection 
• date inspection due 
• name and details of person responsible 

Provide four recent examples (within the last two years) of workplace 
Health & Safety inspections that have been completed including status of 
corrective actions. 

Provide evidence that your business has reviewed the policy and checked 
for compliance with the requirements of the policy.  Include the outcome 
of any recommendations that were included in the review or any other 
improvements that have been made to the process in the last two years.   

  How does your business check 
that workers understand the 
controls used to manage health 
risks? 

Describe how your business checks that workers understand the controls 
to be used to ensure health risks are managed effectively including: 

• what type of checks are used e.g. PPE checks including that workers are 
using PPE appropriately and it is in good working order? 

• who is responsible for completing the check e.g. trainer, team leader, 
manager? 

• when are the checks completed e.g. scheduled monthly? 
• how do you record the completion of check? 
• what happens if the check identifies a worker does not understand the 

control? 

Provide two examples (from within the last two years) of each type of 
check including: 

• type of check 
• who completed the check and the date it was completed? 
• outcome of check, including details of what happened if check identified 

the worker did not understand the control. 
• copy of any documentation  

All 

  How does your business check 
that workers understand the 
controls used to manage safety 
risks? 

Describe how your business checks that workers understand the controls 
to be used to ensure safety risks are managed effectively including: 

• what type of checks are used e.g. testing following training? 
• who is responsible for completing the check e.g. trainer, team leader, 

manager? 
• when are the checks completed e.g. before undertaking the task, at 

completion of training? 
• how do you record the completion of checks? 
• what happens if the check identifies a worker does not understand the 

control? 

Provide two examples (from within the last two years) of each type of 
check including: 

• type of check 
• who completed the check and the date it was completed? 
• outcome of check, including details of what happened if check identified 

the worker did not understand the control. 
• copy of any documentation  

All 
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  How does your business 
manage work-related stress, 
fatigue and mental wellbeing 

Describe the approach your business takes to manage work-related stress, 
fatigue and mental wellbeing including: 

• any education / training completed by senior leader(s) for identification 
and / or managing work-related stress, mental wellbeing and / or fatigue 
in the work place 

• how work-related stress and fatigue are considered during project 
planning and delivery e.g. required hours off between shifts, task 
rotation 

• managing mental wellbeing of workers including identifying changes in 
mental wellbeing of workers and creating positive environments for 
mental wellbeing 

Describe two examples that demonstrates how you managed work-related 
stress, fatigue and mental wellbeing for your workers including: 

• how work-related stress and fatigue were addressed in the planning 
stages, including how they would have been identified and reported 

• how any instances of work-related stress and fatigue were identified 
and managed when they occurred? 

• how mental wellbeing was managed and if there were any instances 
which required intervention by managers. 

1 

Provide copies of your policies / procedures documents that your business 
uses to manage work-related stress, fatigue and mental wellbeing including: 

• how work-related stress and fatigue are managed including how your 
business: 
– prevents workers from having work-related stress and fatigue  
– identifies workers experiencing work-related stress and fatigue 
– manage work-related stress and fatigue if or when it is identified 

• how your business ensures senior leaders and managers have the 
required skills to identify and manage work-related stress, fatigue and 
mental wellbeing 

• how your business manages mental wellbeing in the workplace 
including: 
– creating a positive environment for mental wellbeing 
– providing support to workers to support improvement of mental 

wellbeing 
– manage any mental wellbeing issues following a traumatic event 
– the resources your business accesses to manage mental wellbeing in 

the workplace e.g. Employee Assistance Programme (EAP), mental 
health foundation resources 

Provide two recent examples of how your business has managed work-
related stress, fatigue and mental wellbeing including: 

• documented evidence that demonstrates how your business policies 
and / or procedures for preventing work-related stress and fatigue 
were implemented 

• summary of how you managed an instance where a worker 
experienced work-related stress and / or fatigue 

Describe how you know that your policies, procedures and methods for 
managing work-related stress, fatigue and mental wellbeing are effective i.e. 
how do you know you haven’t missed detecting any issues? 

2 
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Provide documented evidence that supports how you establish your 
policies and procedures for managing work-related stress, fatigue and 
mental wellbeing are being effectively managed. 

  Does your business have a 
workplace drug and alcohol 
testing policy? 

If your business does workplace drug and alcohol testing, please provide the 
policy document or details that include the following information: 

• is all testing required to be completed in accordance with “AS/NZS 
4308:2008 Procedures for specimen collection and the detection and 
quantitation of drugs of abuse”? 

• the type of testing completed e.g. pre-employment, post-incident, 
reasonable cause and / or random tests 

• if your business does post-incident testing, what is the criteria for 
determining whether testing is required, when it will occur and who will 
be tested 

• if your business does random drug testing, how are workers selected 
for testing, at what frequency are they completed and what percentage 
of your workforce are tested 

• who completes your drug and alcohol testing? (e.g. name of third-party 
provider or how you manage it internally). 

• is alcohol testing completed on the same basis as drug testing? i.e. can 
an alcohol test be completed without a drug test? 

• what type of testing does your business use for alcohol (e.g. breath) 
and what is the criteria e.g. zero, match limit for driving a vehicle? 

• are your workers subject to testing in accordance with other policies 
and procedures e.g. testing conducted by other parties at sites where 
your workers provide services?  If they are, what is the process used to 
manage the third-party testing? 

Provide a summary of all testing that has been completed for your business 
in the last 2 years including the following information: 

• test type e.g. pre-employment, post-incident, random 
• number of times test type was completed (e.g. it would be 24 if you 

did random testing on a monthly basis) 
• number of people tested (e.g. it would be 72 if you tested 3 people 

every month for random testing) 

All 

  How does your business 
manage risks to workers from 
bullying, violence, aggression 
and sexual harassment? 

Describe your businesses approach or provide copies of your policy and 
procedures including: 

• what controls your business has in place to prevent unacceptable 
behaviour in the workplace including bullying, violence, aggression and 
sexual harassment including 
– what training and education is provided to manager(s) to ensure 

they manage reported incidents properly and can themselves 
identify signs of bullying, violence, aggression and sexual harassment 
in the workplace 

– how your senior leader(s) contribute to setting the standard of 
acceptable behaviour in the workplace 

• how your workers know: 
– the behaviours that are unacceptable in the workplace 
– what steps to take if they experience or suspect other workers are 

experiencing unacceptable behaviour, in particular bullying, violence, 
aggression and / or sexual harassment 

All 
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• the process(es) your business uses to manage reports of unacceptable 
behaviour and specific processes for managing bullying, violence, 
aggression and sexual harassment 

Describe how your business evaluates whether the controls are effective in 
preventing bullying, violence, aggression and sexual harassment in the 
workplace (or include a report)? 

Provide a summary of reported instances of unacceptable behaviour by 
your workers in the last two years including: 

• type of behaviour (i.e. bullying, violence / aggression, sexual harassment 
or other) 

• number of reports of each type of behaviour 
• improvements and changes to made to your processes during this time 

as a result of incidents that have been reported 

Worker Engagement and Participation 

CC08: Your business effectively engages with and involves workers in Health & Safety. 

Your business has an approach or system to effectively engage and involve workers in Health & Safety matters that affect them.  
This should include: 

• workers input into Health & Safety related decisions 

• resolution of Health & Safety disagreements or issues 

  What is your business formal 
engagement structure with 
workers around Health & 
Safety matters?  

Describe how your business engages with workers regarding Health & 
Safety related decisions that affect them including details such as: 

• any team meetings which includes Health & Safety as a regular agenda 
item, provide details of frequency and attendance of meetings 

• how workers participate in the assessment of new tools and equipment 
(including PPE) which they will be required to use. 

• how workers are involved (consultation, involvement, participation) in 
any Health & Safety decisions that affect them 

Provide four examples (within the last two years) that demonstrates how 
your business effectively engages and involves workers in Health & Safety 
matters that affect them. 

1 

Provide a copy of your business’ policies and / or procedures that 
demonstrate how your business engages and involves workers in Health & 
Safety including: 

• Health & Safety committee terms of reference (i.e. the obligations and 
requirements of your businesses Health & Safety committee(s)). 

• tools and processes used to consult with and seek participation of 
workers regarding Health & Safety matters that affect them 

• how workers are consulted on decisions making processes relating to 
Health & Safety matters 

2 
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Provide four examples (within the last two years) that demonstrates the 
effectiveness of engagement with workers on Health & Safety matters.  
Include with the examples: 

• summary of what workers were engaged with 
• when it occurred (single date or period of time covered) 
• who was involved (roles of workers involved) 
• the method of engagement that workers used to engage with (e.g. 

Health & Safety committee, decision making process) 
• outcome and what influence the workers participation had 
• any documented evidence e.g. meeting minutes 

Provide copies of any reviews, reports or audits your business has 
completed on whether the engagement structures being used by the 
business for worker participation and involvement in Health & Safety 
matters that affect them are effective.  Provide the outcome of any 
recommendations identified. 

  How are workers involved in 
the resolution of Health & 
Safety issues and 
disagreements? 

Describe how your business involves workers in the resolution of Health & 
Safety issues and disagreements. 

Provide two examples that demonstrate the involvement of workers in the 
resolution of a Health & Safety issue or disagreement including: 

• summary of the issue / disagreement that required a resolution 
• description of the process used to reach a resolution 
• how were workers involved in the resolution process? 
• what was the final resolution? 
• what were the contributions of workers to the final resolution? 

Provide copies of documents that were created as part of the process of 
managing the disagreement or issue and demonstrate the engagement of 
workers in the process e.g. minutes of meeting, memo’s, emails 

1 

Provide a copy of your business policies and / or procedures that 
demonstrate how your business involves workers in resolving Health & 
Safety disagreements and / or issue. 

Provide four examples of Health & Safety issues or disagreements that 
demonstrates the use of your business policies and procedures.  Include 
with the examples: 

• a summary of the disagreement / issue that required resolving 
• the parties involved in process of resolving the disagreement / issue (job 

title /role, names of people involved are not required) 
• the process used to determine the final resolution 
• the final resolution 
• the contribution workers made to the final resolution 
• copies of documentation created from the process of establishing the 

final resolution 

Provide copies of any reports from reviews or audits completed to 
determine the effectiveness of how your business engages workers in 
resolving Health & Safety disagreements and issues.  Include the outcome of 
any recommendations made in the reports. 

2 
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CC09: You have open and effective communication across your business regarding all Health & 
Safety matters. 

Your business communicates Health & Safety matters effectively and openly with all workers, including contractors and suppliers.  
Communications are 

• relevant and informative 

• timely, easily understood and accessible by all 

• inclusive of work-related Health & Safety learnings 

  How does your business 
ensure that you have open and 
effective communication to all 
workers? 

Describe the approach your business takes to open and effective 
communication including: 

• the types of Health & Safety information your business communicates 
with workers e.g.: 
– changes to how you do things 
– Health & Safety learnings (from your own business or other 

externally) 
– progress reports on your business’s Health & Safety goals 
– responses to questions and enquiries from workers 
– general interest Health & Safety information 

• the methods of communication you use e.g. toolbox meetings (or 
similar), memo’s / flyers, posters, newsletters, emails, videos, social 
media or group messaging applications 

• a summary of how the communications are created and distributed and 
the timeframe required for the different types and methods of 
communication used 

• a summary of who the different types of communication are 
distributed too including whether there are any restrictions on who 
receives the communications e.g. are some communications only for 
staff or are they sent to all workers including contractors and suppliers 

• summarise any issues you experienced and the solutions you 
implemented to ensure your business communications are received and 
understood by all intended recipients e.g. English as a second language, 
internet access, literacy 

Provide four examples (from within the last two years) that demonstrate 
your business providing effective communication to workers (including 
subcontractors and suppliers).  Include the following: 

• copy of the communication that was distributed 
• who prepared and checked it prior to being distributed? 
• who and when was the communication distributed? 

1 

Provide copies of policies / procedures or describe how your business 
provides open and effective communication to all workers.  Ensure the 
policy / procedure or description includes: 

• all types and methods of communication used 
• any limitations on who the recipients are (e.g. are any limited to 

business staff only or are they sent to all workers including contractors 
and suppliers) 

2 
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• what information is communicated 
• who prepare and approves communications prior to distribution 
• time requirements for distribution 

Provide six examples (from within the last two years) that demonstrate 
your business providing effective communication to workers (including 
subcontractors and suppliers).  Include the following: 

• copy of the communication that was distributed 
• who prepared and checked it prior to being distributed? 
• who and when was the communication distributed? 

Provide details of how your business has ensured the effectiveness of the 
communications to workers, including: 

• copies of reviews and / or reports completed including the outcomes 
of any recommendations that were made 

• summary of improvements made to communication including the 
change made, reason for change and improvements realised  

CC10: Your business effectively engages with other businesses when required to manage 
overlapping duties. 

Your business collaborates with other businesses (consult, co-operate and coordinate activities) regarding all Health & Safety 
matters. 

  How does your business 
manage overlap? 

Describe the process how your business effectively manages overlapping 
duties including: 

• how work activities are planned e.g. what will each business do, how 
will they do it, where will it be done, what plant or substances may be 
used 

• which workers will be involved? 
• who else may be affected by the work activity? 
• ensuring the other business manages the Health & Safety risks of their 

activities appropriately 
• exchange of relevant information between businesses 
• managing communication to all workers across all businesses 
• co-ordination of emergency procedures 
• sharing, maintenance and use of shred facilities 

Provide a recent example (within the last two years) where your business 
had overlapping duties with one or more businesses that demonstrates 
how overlapping duties were managed between the businesses.  Include in 
the example: 

• who the overlapping duties were with (i.e. who were the businesses 
you had to manage overlapping duties with)? 

• what was the nature of the overlapping duties? 
• how long did you have to manage overlapping duties (days / weeks / 

months / years)? 
• a description of how the overlapping duties were managed i.e. Health & 

Safety risks, communication with all parties, exchanging relevant 
information, management of facilities 

1 
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• what lessons were learned that you can take forward to the next time 
you have to manage overlapping duties?  

Provide a copy of the policy / procedure your business uses to manage 
overlapping duties including: 

• roles and responsibilities for managing overlapping duties 
• how the requirements for managing the overlapping duties are defined 

and agreed with the other businesses including: 
– how work activities are planned e.g. what will each business do, 

how will they do it, where will it be done, what plant or substances 
may be used? 

– which workers will be involved 
– who else may be affected by the work activity 
– ensuring the other business manages the Health & Safety risks of 

their activities appropriately?  
– exchange of relevant information between businesses 
– managing communication to all workers across all businesses 
– co-ordination of emergency procedures 
– sharing, maintenance and use of shred facilities 

• copies of forms and / or templates that support the business policy / 
procedure 

Provide a description and supporting documentation for two recent 
examples (within the last two years) where your business has managed 
overlapping duties.  Include in the examples: 

• summary of the overlapping duties including the businesses involved, 
the nature of the overlapping duties and the period they were managed 

• documentation which demonstrates how the overlapping duties were 
managed e.g. communications, meeting minutes, agreements, site 
checks, notifications, updates and emails etc 

• details of any lessons learned that were completed as part of the 
process for managing overlapping duties 

Provide copies of any reviews or reports of the managing overlapping 
duties policies and procedure including: 

• the outcomes of any recommendations that were included in the 
review or report. 

• a description of any other improvements that have been made to the 
overlapping duties policy / procedure within the last two years. 

2 

 

5.2 Construction Industry Questions 

5.2.1 Principal Contractor 
The following questions are for businesses who undertake  the role of Principal Contractor.  These questions in 

conjunction with the questions in section 3.1 are used to assess the capability of the business to complete the 

required role of a principal contractor.  
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Table 3:  Construction Industry - Principal Contractor Questions 

Question Evidence Level 

PCQ-01  How does your business 
manage working with others 

Describe how co-operation and co-ordination of the work is achieved 
including how many other organisations are involved in drawing up 
method statement including emergency response plans, include in your 
description: 

• How input from suppliers is taken into account 
• How external comments including concerns or complaints will be 

responded to 

All 

PCQ-02  Do you have arrangements 
for ensuring on-site welfare 
for your employees/other 
workforce? 

Describe how you ensure suitable welfare facilities for all workers 
(including contractors and suppliers on-site) before starting work on site, 
whether provided by a site-specific arrangement with others, or your own 
measures 

All 

PCQ-03  How does your business 
ensure Health & Safety 
requirements are included 
during the design and planning 
phase of projects? 

Describe and provide documented evidence of an example where your 
business has been involved in the design and planning phase of a project 
which demonstrates: 

• how you plan, manage, monitor and co-ordinate Health & Safety in the 
construction phase, including communication with the client, principal 
designer and contractors 

• organise co-operation between contractors and others, and co-
ordinate the work 

• ensure relevant and suitable Health & Safety inductions 

All 

PCQ-04  How does your business 
ensure that the client is aware 
of their duties? 

Provide a description with supporting documentation of an example from 
a recent job (within last two years) that demonstrates how you ensures 
the client was aware of their duties under the Health & Safety at Work 
Act. 

All 

PCQ-05  How does your business 
ensure you have the necessary 
skills, knowledge and 
experience required to 
manage Health & Safety? 

Provide evidence relevant to the type of work your business does 
including: 

• the Health & Safety capability requirements your business has 
identified it needs (e.g. role requirements / job descriptions) 

• your CPD programme and / or examples of training and development 
plans (which may include in-house training) 

• relevant Health & Safety qualifications of current workers 
• membership of a professional institution e.g. NZISM 
• how you maintain your technical knowledge and understanding 

required for the work your business undertakes 

 

PCQ-06  How does your business 
ensure significant risks are 
eliminated by design? 

Describe the processes used, provide documentation where possible and 
examples that demonstrate how significant risks have been eliminated by 
design taking into account the principles of prevention and show how 
project and lifecycle risk are eliminated or controlled. 

All 
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PCQ-07  How does your business 
effectively manage plan and / 
or design changes, with regard 
to ensuring Health & Safety 
during and post project 
completion 

Describe or provide copies of your policies and procedures for managing 
plan and or design changes. 

Provide examples of at least two significant plan and or design changes that 
were managed by your policies and procedures including: 

• a description of the required change 
• the issues for Health & Safety that had to be managed as a result of 

the required change 
• who was involved and the process for resolving the issues 

All 

PCQ-08  How does your business 
review and improve your 
Health & Safety performance 
in the design and planning 
phases of projects? 

Provide evidence that your business has an established system for 
monitoring Health & Safety procedures used in the design and planning 
phase for projects and that through this process improvements have been 
made to the procedures e.g. post-project review or similar 

All 

 

5.3 Principal Designer 

The following questions are for businesses who undertake the role of Principal Designer. These questions in 

conjunction with the questions in section 3.1 are used to assess the capability of the business to complete the 

required role of a Principal Designer.  

Table 4:  Construction Industry - Principal Designer Questions 

Question Evidence Level 

PDQ01:  How does your business 
gather, prepare, record, co-
ordinate and communicate 
information (including design 
information) with other 
stakeholders during the pre-
construction phase 

Describe the processes and/or approach your business uses to  

• gather, prepare, record, co-ordinate required information 
• identify, prepare and communicate information appropriate to the 

varied needs of other stakeholders 
• determine whether the processes and methods you use are effective 

Provide examples of at least two projects completed within the last two 
years which practically demonstrate your processes and methods being 
used including improvements that have been made where gaps have been 
identified in the process described.  

All 

PDQ02:  How does your business use 
the data gathered to identify 
and analyse Health & Safety 
risks in order to effectively 
plan for the monitoring 
management and mitigation 
during the pre-construction 
phase?  

Describe the processes and/or approach your business uses data to: 

• identify and analyse Health & Safety risks 
• plan for the effective management, monitoring and mitigation  

Provide at least two examples (from within the last 2 years) that practically 
demonstrate the process described. 

All 
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PDQ03:  How does your business 
ensure effective and 
appropriate oversight, co-
ordination and communication 
of the design team with all 
relevant stakeholders (e.g. 
principal contractors, 
engineers / specialist 
consultants / sub-contractors / 
clients). 

Describe the processes and approach your business uses to ensure 
effective and appropriate oversight, co-ordination and communication of 
the design team with: 

• the principal contractor 
• other relevant stakeholders 

Provide at least three examples (from within the last 2 years) that 
practically illustrate the process described.  One example must 
demonstrate the processes and approach your business uses with principal 
contractors. 

All 

PDQ04:  How does your business 
prepare and provide relevant 
Health & Safety information to 
meet all compliance 
requirements (for various 
stakeholder needs) moving 
into the construction phase of 
the project?  

Describe the processes and approach your business uses to prepare and 
provide relevant Health & Safety information to meet all compliance 
requirements (for various stakeholder needs) moving into the construction 
phase of the project. 

Provide two examples (within the last 2 years) which practically 
demonstrates how your business meets the needs of different 
stakeholders and projects.  

All 

PDQ05:  How does your business 
ensure you have the necessary 
skills, knowledge and 
experience required to 
manage Health & Safety? 

Provide evidence relevant to the type of work your business does 
including: 

• your CPD programme and / or examples of training and development 
plans (which may include in-house training) 

• relevant Health & Safety qualifications of current workers 
• membership of a professional institution e.g. NZISM 
• how you maintain your technical knowledge and understanding 

required for the work your business undertakes 

All 

PDQ06:  How does your business 
ensure that you have the 
Health & Safety capability and 
capacity required to meet the 
changing requirements 
(scalability and risk) of your 
projects. 

Describe the processes and approach your business uses to ensure you 
have sufficient Health & Safety capability and capacity to meet to the 
changing requirements of your projects including:  

• identification of the capability requirements of a project 
• allocation of Health & Safety resources (capacity) to projects 

Provide two examples which indicate your businesses ability to deal with 
different scales and types of work including details which show you 
addressing Health & Safety capability and resourcing requirements of the 
project. 

All 

PDQ07:  How does your business 
review and improve your 
Health & Safety performance 
in the principal designer role? 

Provide two examples that practically demonstrate that your business has 
an effective system for monitoring Health & Safety processes used in the 
principal designer role, and that through this, ongoing improvements are 
made to how your business manages Health & Safety e.g. post-project 
review, contract review. 

All 

 


