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Understanding
Your Health and Safety Responsibility
TO YOURSELVES    
	Club Leadership Introduction



Introduction
WHAT NEEDS TO HAPPEN TO MAKE SERVICE SAFER?
Everyone stands up and is responsible: Safety does not happen without everyone getting behind it.
Everyone gets involved: The more people involved in managing risk, the more likely the risk will be managed. More members making an input should mean fewer of our people get injured.
Keep at it: Managing risk is not about paperwork and manuals. It’s about thinking and talking about risks and doing what needs to be done to stay safe every day.
Stay vigilant: Things change from day to day. So do the risks. Make sure everyone involved knows about the risks, how they can change for a number of reasons.
This guide is designed to help you understand your role and to help you start to achieve positive safety outcomes in your club.
Does the Health and Safety at Work Act 2015 apply to your club?
The Health and Safety at Work Act 2015 implies that your Lions Club is not by definition a Person Conducting a Business or Undertaking [PCBU]. As such actual requirements under this piece of Legislation do not apply directly. We do have overlapping duties to PCBU we work with during our projects/activities.
However
Your Club and members of it have a duty under Common Law regardless, to ensure any action or inaction does not cause harm to themselves or others.




Your President should exercise due diligence by doing the following:
· Ensure the Club adopts the Health and Safety Policy. 
· Ensure a Club Safety Officer is appointed to undertake duties regarding the Safety of activities undertaken by your club. This person should not and does not carry responsibility for safety alone, each member has responsibility. Instead, this person is a resource and coordinator to ensure appropriate planning is taking place for activities. Advise the District Safety Officer of the details of the member so they can be supported in their role.
· Gain an understanding of any potential risks to all people impacted by your club activities. Take action to prevent harm or injury to people involved with your club. Implement recommendations that are relevant to your club activities. Identify and manage things that can harm you.
Health and Safety at your Lions Club
To improve Health and Safety practice in your Club start with the steps below:

	1
	
Health and Safety Policy.
	2
	Identify and manage things that can harm/Risk assessment
	3
	
Incident/Injury Management




1. Health and Safety Policy
Your Health and Safety policy is the overarching document that informs all other procedures and activities. It applies to all members and others participating in activities of the Club. 
[bookmark: _Hlk147070903] An up -to-date, forward looking approved Policy as Appendix 1.

2. Identify and manage things that can hurt you.
International research suggests the following:
The things that cause minor injuries are rarely the same things that cause serious or fatal injuries.

Therefore, we want to always be mindful of STCKY, which stands for “stuff that can kill you" Anything with the potential to create significant energy has the potential to cause harm. Control of that energy prevents it from causing harm, and control comes in many different forms.

Manage the hazards and risks together to protect people and the environment, your risk management must be specific to your activity. there is no one size fits all. An easy-to-follow basic risk assessment tool the ‘’Conversational Hazard Assessment Tool [CHAT]’’ is attached this form will guide you to start the journey. Additional assistance is available from the District Safety Officer.
Appendix 2. To this document

3. Incident/Injury Management
No matter how large or small your club is, it is highly recommended you record all incidents and injuries in a register. Incidents are events that did or could have resulted in harm.
Ensure everyone involved in your club knows.
· What to report
· When to report
· How to report
If there is an incident at your club this needs to be managed appropriately
Manage injuries. Injured persons must receive timely medical care and unsafe conditions corrected.
Get everyone involved and arrange to have an Learning Review, this tool will help you establish what went differently from your plan.
Fix issues. Make changes to fix the any problems based on findings from your Ai
Review your changes. Check changes put in place and make sure they are working as expected. If they are not make additional changes, assistance is available for this
Recording and Reporting injuries/incidents
For most a step change will be required to record and share details of incidents that have happened. The important thing to note the detail needed is not who but what happened to them and recording the learnings. We need to share the learnings not who was at fault, it is from the learnings that we grow our own knowledge. 
Appendix 3. To this document
From individual clubs recording, to sharing details [not names] of incidents happening in our clubs.
Caution
It is a requirement to report a certain small group of incident types to Worksafe, these situations are at the extreme end of incidents so as such extremely unlikely but the requirement to record is not optional!
No appendix to this document – Contact MD Health and Safety Coordinator 


APPENDIX
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Health and Safety Policy
Purpose
Lions NZ clubs and members, enrich through service their surrounding communities. Our members are all about making a positive difference and we strongly value the crucial role that health and safety plays in empowering us to achieve this. 
The purpose of this policy is to establish and support the shared safety vision to empower the health, safety and wellbeing of our members so that Lions can continue to engage in the service that supports our communities. 
This policy seeks to embrace the mana of Te-Tiriti O Waitangi.

Application of Policy
This is an operational policy for internal and external use and may also be made available on our public website. This policy commences from the date approved by the Club President.

Relevant
Te-Tiriti O Waitangi [The Treaty of Waitangi]
Health and Safety at Work Act 2015

Policy Statement
The Lions Club of …………… is committed to the proactive prevention of service-related injury and the health and safety of our members. We are committed to the ongoing pursuit of providing a safe and healthy working environment for our members, and the people who are influenced by our activities. Lions NZ provides resources to identify and manage hazards and risks associated that could impact our members and community. We empower leaders and club members to undertake this act of service. 
We are committed to ensuring our system isn’t solely centred on paperwork, rather it is underpinned by proactivity and curiosity. Our approach to health and safety is aligned with our organisational values and strategic objectives. We maintain a governance framework that supports compliance with the Health and Safety at Work Act 2015, best practice and other requirements relevant to our core service activities. These compliance activities are supported through defining and describing our health and safety expectations, accountabilities, responsibilities, obligations, and duties to deliver a sustainable, safe and healthy environment. 

We strive toward a health and safety management system that doesn’t rely on excessive bureaucratic control; rather it directly adds value to operational safety. We will optimise our systems through consistently creating opportunities for all members to influence how health and safety is managed. 
Crucial to the success of our safety performance is consistent and ongoing consultation with, and participation from, all Lions members in health and safety matters. Rather than only focusing on blame when things go wrong, we are committed to authentically engaging with those closest to the work to understand what builds capacity, what makes our work challenging and what helps and hinders performance. 
The Lions Club of ……………. see health and safety as more than the absence of harm; it is also the presence of a capacity to achieve positive outcomes. By doing so, we can drive innovation and develop improved safety processes for a healthier, safer, smarter tomorrow.



Review date. 
This policy will be reviewed every 2 years or in accordance with changes to relevant legislation, Lions NZ service objectives or a major incident. 

Authorising Officer

	Date:
	

	Signature:
	


	As President on behalf of

	………Lions Club







	
	  …… LIONS CLUB
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Safely serving our community.
Activity:

	

	Date:
	Supervisor:


Risk statement
Having respect for safety it is the duty of all involved to take responsibility for their own and for those around them.

All volunteers must be briefed by the Activity Supervisor, ensuring they all know.
· What is expected of each person involved  
· The known risks, and controls identified
· What to do in case of an emergency
· Accident/incident reporting procedures
· Exactly what the activity will involve
· Any PPE requirements

By signing on to this agreement, I understand my responsibilities and the known risks have been explained and agreed on. I further agree to involve myself with the safety of others in the group. 

	Name
	Organisation – if not Lions

	
	Lions Supervisor

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	The CHAT risk assessment tool consists of 6 simple questions:

	[bookmark: _Hlk176764809]What are we doing here?

	













	What are the conditions like?

	













	What hazard/s can we see?

	



















	What are we doing to control risks from the hazards here?

	











	What do we need to do this?

	
















	Are we all fit for work?

	












IMPORTANT you do need to take notes about your chat.
Keep it simple but keep it!!
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	Incident / Accident
Report & Learning Review Form

This form should be completed with initial detail and returned to the District Safety Officer, within 72 hours.

** In the case of Serious Harm or possible Serious Harm, please follow the Notifiable Incident Resource


	
1.	Person Involved:

	Name:													

	Contact No:								

	Member:	                               Non-member:	:             				
	

	
2.	Details of near hit / incident / accident:

	Location:													

	Date:							Time:					   am / pm


	
3.	Severity:

[image: See the source image]	No harm near hit 	   Minor Harm	Serious Harm		Fatal  


Please indicate on drawing part of body affected.


	
4.	Treatment:

	Nil	First Aid		Doctor	Hospital


	

	
5.	Description of what happened:										

															

															

					THIS IS ALL THE INFORMATION REQUIRED AT THE TIME			


	
6.	Describe the detail of the near hit / incident / accident:						

															

															

	Contributory Factors 

	Immediate Causes	Substandard Acts
-  Guarding	- Operating without authority
-  Defective tools or equipment	- Disabling safety devices
-  Hazardous arrangements	- Using unsafe equipment
-  Unsafe conditions	- Non-use of Personal Protective Equipment
-  Unsafe design	- Non-use of lock out / isolation systems
-  Housekeeping	- Unsafe positioning
-  Environmental conditions	- Distraction / fooling about
	

	
Please complete the other side of this form


	
7.	Has a significant hazard been identified?	Y / N	

	If yes, please record this hazard and update the event plan accordingly.


	
8.	Chance of the near hit, incident or accident recurring:

	One off	Daily	Weekly	Monthly	6 Monthly +


	
9.	Corrective Action: (What will be done to minimise the risk of this happening again)

		Action	By Whom	Completed
								

								

								

								

								

								


		

	
10.	Presidents Comments:

															

															

															

															


	Signed:			

	Date:			


	
11.	District Safety Officer comments:

															

															

															

															

		Date:						


	
12.	All corrective actions completed:

	Signed:				Date:						


	
Retain a copy on club file.




An electronic copy of these documents will be sent to each club once they have opted in to 
Safer Together.
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CONFIDENTIAL
Workplace Patient Report

© St John Ambulance Australia 5/2011

St John
Date Workplace / location Time in
Patient’s family name Given names Sex DoB
Patient’s address Telephone

Allergies?

Medications?

What happened? How, where and when?

Witness’ family name

Past medical history [1 Not known
Nl
O other?

Given names Telephone

O Asthma O Cardiac O Diabetic
O Epilepsy O Hypertension 0 Loss of consciousness
O Medi Alert—what?

Breathing

Conscious level
Alert Voice Pain Other observations
Unconscious

abrasion
bleeding
burns
contusion
deformity
fracture

laceration

pain

swelling
tenderness

Refused treatment: witness name and signature

Treatment

Discharged how? O Ambulance O Hospital 0 Own doctor O return to work O Other

First Aider name and signature

Patient signature Time out

Top copy to Company

Pink copy to patient Yellow copy to First Aider





