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KOA - Karearea Outdoor Adventures Safety Management System
At KOA - Karearea Outdoor Adventures, the safety and well-being of our tamariki, staff, and community are our highest priority. We are committed to maintaining a robust Safety Management System (SMS) that ensures compliance with all relevant health and safety legislation, prevents notifiable events, and promotes continual improvement in our safety practices.
The following document is organised into two sections, Key Policies and Overarching Documenation & Supporting Forms. The first of these sections gives an overall picture of the SMS and is focused on the broader goals and management of KOA. The second section includes forms to be used by staff, supporting the SMS. These are also supported by the activitiy specific Standard Operating Procedures. While these arn’t included here, they are a crucial part of the SMS and should be available alongside this document.
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[bookmark: _dmmnbz21e4jk]0.0 Activity Overview
0.1 Activities that KOA Currently Engages In
· Campfire Cooking & Fires Activities
· Inland Waterway Swimming Activities
· Map-Based Activities
· Tramping Activities
· Adventure-Based Learning Activities
0.2 Ancillary Activities that KOA Currently Engages In
· Transport by Motor Vehicle
[bookmark: _s47a755hmq2s]1.0 Safety Management Policy 
[bookmark: _4tvlrtordhhu]1.1 Commitment to Compliance
KOA is dedicated to full compliance with the Health and Safety at Work Act 2015 and all applicable regulations and standards, including but not limited to:
· The Health and Safety at Work Act 2015
· The Adventure Activities Regulations 2016
· Safety Management System Requirements for Adventure Activity Operators 2023
· The Fire and Emergency New Zealand Act 2017
· The Hawke’s Bay Regional Council Bylaws (Fire Prevention and Restrictions)
We actively engage in risk management processes to ensure that all activities are conducted safely and responsibly. Our policies and procedures are regularly reviewed to align with legal and best-practice requirements.
[bookmark: _6c8aihrqhjoo]1.2 Commitment to Prevention of Notifiable Events
We proactively identify and mitigate risks associated with our outdoor activities to prevent serious harm or notifiable events. Our team is trained in hazard identification, risk assessment, and emergency response to ensure a safe and supportive environment for all participants.
[bookmark: _6ar2kf84jcnm]1.3 Commitment to Continual Improvement
We foster a culture of ongoing learning and development in safety management. Feedback from staff, tamariki, and whānau is actively sought and incorporated into our practices. Regular audits, incident reviews, and training sessions ensure that our SMS evolves to meet the highest safety standards.
[bookmark: _k2w0sf4mmj5h]1.4 Responsibility for the SMS
The overall responsibility for the implementation, maintenance, and continual improvement of the KOA Safety Management System rests with the sole director. Day-to-day oversight is managed by the director who ensures adherence to policies and procedures. All staff are responsible for upholding safety standards and actively participating in the SMS.
This policy will be reviewed annually to ensure its effectiveness and alignment with KOA’s mission to provide a safe and enriching outdoor experience for all tamariki.
[bookmark: _4bearlmmw37u]1.5 Top Leadership Commitment
KOA’s top leadership (Director) is committed to ensuring the highest safety standards and takes an active role in the effective implementation of the Safety Management System. Top leadership will:
· Gain an understanding of KOA’s activities.
· Gain a general understanding of the hazards and risks associated with these activities.
· Ensure that the operation has the appropriate resources to establish, implement, maintain, and continually improve the SMS. These resources include activity-specific SOPs, staff training programs, review documents and provision of safety goals. 
· Verify the provision and use of the above resources.
Additionally, top leadership will:
· Approve KOA’s Safety Management Policy.
· Ensure that the importance of effective safety management and adherence to the SMS is communicated to staff, participants, contractors, and other relevant parties.
· Require and review regular reports on safety performance.
· Ensure that operations comply with health and safety legislation and that the SMS achieves its intended goals and objectives.
Declaration
I, Kieran Kruger, as Sole Director of Karearea Outdoor Adventures, commit to the above statements.
Signed: K.Kruger
Date: 02/02/2025
2.0 Legislation, Standards, Codes of Practice & Guidelines 
This section identifies the legislation (including local bylaws), standards, activity safety guidelines, codes of practice, and similar information that is relevant to the safe management of the activities (including ancillary activities) conducted by KOA. 
The information below has been used to inform the development of the SMS. Reports obtained by the operator from technical advisers and/or technical experts have also been used to inform the development of the SMS.
KOA will monitor this information to ensure the SMS remains up to date, consistent with any changes as appropriate and that its operations continue to comply with such requirements.
2.1 Relevant Legislation
· The Health and Safety at Work Act 2015
· The Adventure Activities Regulations 2016
· The Conservation Act 1987
· The Fire and Emergency New Zealand Act 2017
· The Hawke’s Bay Regional Council Bylaws (Fire Prevention and Restrictions)
· The Children’s Act 2014
2.2 Relevant Standards
· Safety Management System Requirments for Adventure Activity Operators 2023
· AS/NZS 4801:2001 Occupational Health and Safety Management Systems
· ISO 45001:2018 Occupational Health and Safety Management Systems
2.3 Relevant Codes of Practice and Guidelines
· Bushcraft: Outdoor Skills for the NZ Bush, MSC, 2021
· Surf Lifeguard Training Manual SLSNZ, 2019
· Driving Good Practice Guideline, EONZ, 2021
· General Guidance for Organised Outdoor Activities, EONZ, 2018
· Overarching Managing Risk Guidance, EONZ, 2019
· Campfire Cooking & Fires Good Practice Guidelines, 2021
· Beach and Surf Activities Good Practice Guide 2021
· Inland Waterway Swimming Good Practice Guidelines, 2021
· Map-Based Activities Good Practice Guidelines, 2021
· Tramping Good Practice Guidelines, 2021
· Adventure-Based Learning Good Practice Guidelines, 2021
3.0 Safety Goals & Objectives
KOA will establish 3 annual ‘SMART’ Safety Goals & Objectives, highlighting our commitment to high safety standards, transparency, and child well-being, ensuring continuous improvement and accountability in outdoor adventure activities. Progress towards these goals will be measured through the annual safety review. 
3.1 Goal & Related Objectives One
 Identify and mitigate risks to reduce near-miss incidents to zero by the end of 2025.
· Utilise Activity-Specific SOPs & Risk Matrix Resources
3.2 Goal & Related Objectives Two
Ensure 100% of KOA staff complete and maintain up-to-date safety training and certifications by the end of 2025.
· Actively maintain staff training records
3.3 Goal & Related Objectives Three
Ensure that the SMS has been updated in the name of continual improvement at least two times by the end of 2026.
· Utilise findings from annual safety review cycles 
[bookmark: _il1l8v9ucv0t]4.0 Risk Assessment and Management Overview
At KOA, risk assessment and management is an ongoing process for events and activities. KOA has a duty to ensure we identify hazards that pose a risk to the health and safety of those involved in activities. We use multiple sources of information and a range of tools to eliminate or minimise risks, so far as is reasonably practicable. We may also consult with other agencies, as appropriate.
Our risk management policy provides more information about hazards and risks, hierarchy of controls, and our identification and reporting process. 
We inform parents of any general and specific risks associated with an activity, and strategies proposed to manage these. 
4.1 Risk Management Planning
Our planning is determined by the nature of the event/activity and the associated level of risk. We assess risk during the initial proposal and planning stages. Each activity has a SOP that is informed by the Risk Assesment Process.
4.2 Risk Assessment Process
At KOA, we undertake the following risk assessment actions: identify, assess, develop, manage and monitor.
Identify
We identify the risk category of the activity or event (i.e. low risk, medium to high risk, overnight). We then identify the level of risk associated with:
· participants involved, including staff (e.g. number, competence, additional support that may be required)
· activities, venue/physical environment (e.g. accessibility and physical features), and/or equipment (e.g. specialist or adaptive equipment)
· environmental factors (e.g. weather, tide)
· transportation to and from the activity.
This stage of planning may also include setting operational limits.
Assess
We assess the potential consequences of any hazards (i.e. degree of harm) and likelihood of them occurring, and the most important hazards and controls to focus on (e.g. most dangerous or likely to cause injury).
Develop
We develop ways to eliminate any risk of harm from hazards so far as reasonably practicable. If a risk cannot be eliminated, we take action to minimise it using a hierarchy of controls (see Risk Management), and:
· identify who will be responsible for implementing risk control measures
· reassess the risk rating after controls have been put in place to determine the level of risk remaining, and ensure this is kept at an acceptable level.
Manage and Monitor
We continuously manage and monitor the control measures during an event/activity to ensure they are working as intended. We:
· tell all participants about the controls and how to implement them
· ensure staff (including any external providers/contractors) understand the controls and their role in implementing them
· continue to actively assess risk and hazards during the event
· review the effectiveness of the controls after the event
· identify and manage any change in risk and/or new hazards when planning a new activity.
Before each activity, all staff work through the WETAP acronym:
W – Weather (Check and communicate weather conditions)
E – Environment (Identify hazards in the surroundings)
T – Task (Explain the activity and any specific risks)
A – Abilities (Assess participants’ skills and readiness)
P – Plan (Outline emergency procedures and risk management)
[bookmark: _r77tuqhmddbg]5.0 Contingency and Emergency Planning
KOA makes contingency and emergency plans for events and activities, as appropriate, to ensure that we are prepared for unplanned situations. The nature of the event and the associated level of risk determines the appropriate level of planning. 
We communicate these plans, as appropriate, to all adult participants and any external providers/contractors before any activity takes place.
5.1 Contingency Planning
We develop contingency plans for each activity/event to ensure we can respond effectively to changes that may occur before or during the event (e.g. natural disasters, weather effects, illness/injury, transport issues, etc).
Our plans may include:
· alternative activities
· alternative locations and logistical arrangements (e.g. transport, accommodation, etc.)
· how we will communicate changes to relevant people
· a clear process for how decisions are made.
Our planning may also include setting operational limits.
5.2 Emergency Planning
We develop clear procedures to use if an emergency occurs during an activity/event (appropriate to each activity). 
Our emergency planning includes:
· ensuring all first aid and emergency supplies are up to date and easily accessible in an emergency
· considering how to move participants and appropriate equipment, medication, food, and water supplies to an alternative location
· noting the location of the nearest AED (automated external defibrillator) and other important resources, including fire extinguishers
· specific plans for potential emergency scenarios (e.g. missing student, transport accident, natural disaster)
· clear staff roles and responsibilities during an emergency (including first aiders and emergency contacts)
· plans for all staff and students with additional or high health needs
· determining how we will communicate with parents, students, staff, and others
· planning for the reunification of students with their whānau
· guidance for responding to the media.
5.3 Emergency Response Practice
To prepare for emergency situations, relevant staff review, and may trial, our contingency and emergency plans to ensure they are clear, easy to follow, and can be implemented in a timely manner. We use any review and practice findings to improve our contingency and emergency planning.
[bookmark: _m1410q8pb3k5]6.0 Consent Policy
KOA communicates with parents so they are informed about proposed events/activities, including any risks, and know how to give consent. 
6.1 Communicating With Parents/Caregivers
We aim to provide parents with clear and easy to understand information about our events and activities. We ensure the level of information we provide parents, and request from them, matches the level of risk associated with the activity.
We inform parents of any general and specific risks associated with an event, as well as our strategies to mitigate risks. We ask parents to tell the school about any risks that may be associated with their child participating in an event and provide opportunities to update their health information.
If a student requires additional support to participate in an activity, we work with parents, the student, and appropriate staff to create a support plan. Parent responsibility
At KOA, we encourage parents to:
· providing updated emergency contact details and information about safety and wellbeing that might be relevant.
· participating in the development of an individual student support plan, if applicable
· supporting their child to prepare for the activity or event by talking about expectations when participating and providing the required clothing and equipment.
· contacting KOA if they have any questions or concerns about their child participating in the  activity.
6.2 Giving Consent
Each student must have signed consent from their parent before they can participate in the programme.
At KOA, parents complete a blanket consent form at enrolment or at the start of each term, which covers standard activities.
Where special, activity-specific consent is required, we ask for this on a case-by-case basis.
The content of a consent form can vary depending on the type of activity and may include:
· specific risk information associated with the event/activity 
· information about contingency and emergency plans 
· procedures to follow in the case of injury or illness 
· information about supervision during the activity or event 
· information about what to take on the activity and/or what not to take.
· information about transport to and from the activity 
We ask parents to consent to their child receiving any emergency medical treatment, including anaesthetic or blood transfusion, that is considered necessary by medical authorities in the event of an incident. If parents do not agree to this, their child might not be able to participate in the activity/event (Ministry of Education EOTC Guidelines, para 146).
Personal information collected as part of the consent process is kept safely and shared with appropriate staff/volunteers, and external providers where relevant, in accordance with our privacy policy. 
[bookmark: _pr4i00dbtrbo]7.0 Supervision Overview
At KOA, we plan activities/events to provide effective supervision. Staff who are appropriately trained and competent in specific areas lead the activities. We judge a staff member to have competency based on their experience and/or qualifications. We plan supervision so that any emergency situation can be managed effectively.
7.1 Supervision Structure
We establish the supervision structure for an event or activity as part of our safety management and risk assessment planning. We consider the number of skilled and experienced supervisors compared with the number of students or participants in an activity, and the level of risk. The supervision structure is based on the following considerations:
· the competence of staff (including activity leaders, assistants, volunteers)
· gender, age, behaviour, and ability of students
· any particular medical, educational, and/or capability needs of students
· the duration and the nature of the activity (e.g. land-based or water-based)
· the nature of the site (e.g. remoteness) and site requirements (e.g. permits)
· contingency options
· the level of first aid cover required for the activity
· access to emergency services
· the season and weather forecast.
7.2 General Supervision Guidelines
All activity leaders and assistants should:
· be fully briefed on the activity and related safety procedures
· be assigned to a specific group of students (if applicable)
· carry a list of all students in the group, including emergency contact details and other relevant student information
· be aware of students who require closer supervision
· involve students in safety procedures
· set up buddy or team support structures
· if possible, ensure that adults are not left alone with a student
· do regular head counts of students during all types of activities.
7.3 Safe Supervision
We ensure that non-staff (e.g. contractors) are safety checked as required, and have appropriate skills for the activity. We let them know they must comply with relevant KOA policies. When working with an external provider, we may rely on the safety checks they have completed and seek assurance that these checks have been carried out. 
At KOA, all activities are alcohol and drug-free. 
On overnight trips, we ensure a male and a female staff member or volunteer is available at all times for overnight supervision if the event includes both male and female students.
7.4 Volunteers
At KOA our activities or events may be supported by volunteers ranging from those helping with supervision to those leading an activity. We inform parents about planned activities as early as possible and we ensure volunteers complete any forms relevant to their involvement. We reserve the right to decline offers of help at any time. Volunteers are not required by law to be safety checked but the board or management may choose to do so. At KOA, we police vet parent volunteers for overnight activities.
Before helping with a KOA activity, we inform volunteers about:
· safety procedures, including risk management and emergency procedures
· their specific roles, including supervision
· confidentiality (keeping student information confidential)
· the medical needs of specific students, and any other relevant information
· completing relevant forms, depending on the activity.
Volunteers transporting students must comply with relevant transport procedures. 
For safety reasons, it is not usually possible for volunteers to bring extra children (e.g. siblings) to KOA activities.

[bookmark: _rewrs1ti4blq]8.0 Drug and Alcohol Policy
At KOA – Karearea Outdoor Adventures, we are committed to providing a safe and supportive environment for tamariki, staff, and visitors. To uphold our high safety standards, the following policy applies to all participants, staff, contractors, and volunteers:
A. Prohibited Substances:
a. The use, possession, or distribution of illegal drugs, recreational substances, or alcohol is strictly prohibited on KOA premises or during any KOA-related activities.
b. Any person found under the influence of drugs or alcohol will be immediately removed from the activity or premises for the safety of all.
B. Prescription Medication:
a. Staff and participants requiring prescription medication must disclose relevant information prior to participation to ensure safety. All prescription medications must be stored and administered responsibly.
C. Staff and Volunteer Conduct:
a. Staff and volunteers are expected to arrive fit for duty and free from the influence of drugs or alcohol. Breach of this policy may result in disciplinary action, up to and including dismissal.
D. Parental and Participant Expectations:
a. Parents, guardians, and participants are required to adhere to this policy. Anyone found in violation will be subject to appropriate action, which may include being excluded from activities.
E. Reporting and Support:
a. KOA encourages a culture of safety and wellbeing. Concerns regarding substance use can be reported confidentially to KOA leadership. Support for individuals dealing with substance-related issues will be offered where appropriate.
This policy is aligned with KOA’s commitment to the safety, wellbeing, and trust of our community. Breaches of this policy are taken seriously to ensure the safety of all tamariki and stakeholders involved in our programs.

[bookmark: _97fwlgsyftwd]9.0 Transport Policy
At KOA, we have procedures to keep participants safe when travelling for activities and events. Before an event that requires travel, we develop a transport plan covering information such as travel details (e.g. distance, travel time, route, map, stops/breaks), students who may need extra support while travelling, how we will record who is in which vehicle, and departure checks. We assess any potential risks (e.g. health, safety, child protection) if considering using volunteers to transport students.
Depending on the event and proposed form of transport, we may seek consent from parents before transporting students. 
The person in charge of the activity is responsible for ensuring transport requirements are met, which might include speaking with drivers, physically assessing vehicles, and sighting relevant documentation. Drivers should be competent to drive in the intended traffic, road, and weather conditions. It is illegal to smoke or vape in any vehicle that has occupants under the age of 18 years (whether it is moving or stationary). We ensure that all participants are aware that they must comply with our Smokefree and Vapefree policies.
On overnight trips, a vehicle must be accessible at all times in case of an emergency.
9.1 Company Vehicles
If staff are driving a company vehicle, we ensure the following guidelines are met:
· The driver's name is recorded, and their licence is sighted by the person in charge of the trip.
· Each vehicle transporting students should carry a first aid kit, and a list of students in the vehicle.
· The vehicle holds a current Warrant of Fitness and Registration
· The driver holds a passenger endorsement.
[bookmark: _d6yytc1zcfi3]10.0 Health and First Aid Overview 
At KOA, we ensure we understand the health needs of participants and are prepared to respond to any health incidents, including injuries and illness. Our event planning and approval processes, including our safety planning and risk assessment documentation, considers the current health needs of all participants. 
Before the event, we:
· ensure we have appropriate health information for all participants, including staff and volunteers (e.g. medical conditions, allergies, dietary requirements, medications, support plans, and any wellbeing factors that may affect participation and require additional support)
· ensure we have emergency contact details for all participants
· determine the number of first aid-certified adults required as part of the supervision structure (with a minimum of at least one first aider accessible to all participants at all times)
· ensure there is a designated person in charge of first aid
· prepare appropriate first aid supplies and note the location of first aid facilities or resources (e.g. automated external defibrillator/AED).
During the event or activity, we:
· ensure health information for all participants, including staff and volunteers, is readily accessible, including emergency contact details and support plans
· collect student medication and ensure dispensing instructions are provided and checked, and medication safely stored
· monitor any changes to participant health and wellbeing
· ensure first aiders and first aid supplies are accessible to participants at all times
· ensure individual medication is administered and recorded as needed
· follow infection control procedures as needed
· inform parents/caregivers and relevant staff about student injuries and illness
· record and report injuries and illness.
If parents/caregivers/emergency contacts cannot be contacted or cannot collect a student who requires medical care, a staff member may need to take the student to a medical facility.
[bookmark: _2x5uzetz4auq]11.0 Behaviour Management Overview 
We promote a culture of care and protection of participants and we prioritise this when managing behaviour and dealing with behaviour incidents.
At KOA, we promote positive student behaviour and de-escalation of challenging behaviour. We accept that challenging behaviour is a result of student distress, and respond accordingly. 
11.1 Behaviour Management Guidelines
At KOA, all staff are made aware of the following behaviour management guidelines.
· We make a clear statement of acceptable and unacceptable behaviour known to all staff, parents/caregivers, and students.
· Staff maintain positive learning environments and relationships.
· We consistently apply our behaviour management strategies in all cases of unacceptable behaviour, and try to maintain the dignity of the student at all times.
· Staff manage challenging behaviour appropriately and use de-escalation techniques if student behaviour poses a danger to themselves or others. Physical restraint may only be used by authorised staff members to prevent imminent harm, and only according to our physical restraint guidelines.
· We action exclusion in cases of extreme misconduct, continual disobedience, and/or behaviour risking serious harm.
11.2 Parent/Caregiver Concerns
If a parent/caregiver has concerns about incidents between participants, staff, or other parents/caregivers, they should contact KOA to voice their concerns through the appropriate channels.
12.0 Child Protection Policy
12.1 Purpose
The well-being and safety of children and young people are paramount to Kārearea Outdoor Adventures (KOA). KOA staff and management are committed to addressing any concerns regarding child safety and well-being, recognizing that this responsibility may impact the organization’s status and reputation. However, the welfare of each child or young person is the primary consideration when addressing suspected abuse.
KOA does not tolerate abusive behavior of any kind and actively promotes child protection through visible policies accessible to parents and the community on our website and in enrolment information.
KOA complies with the Children’s Act 2014 by rigorously screening all staff who work with children, with further details outlined in KOA’s Staffing Policy.
[bookmark: _7d25iqlffebk]12.2 Definitions
Child Abuse:
Refers to any harm or ill-treatment (whether physical, emotional, or sexual), abuse, neglect, or deprivation of any child or young person, as defined in Section 14B of the Oranga Tamariki Act 1989. This includes:
· Physical Abuse: Acts that may result in physical harm (e.g., hitting, shaking, burns).
· Sexual Abuse: Forcing or enticing a child to take part in sexual activities, regardless of their awareness.
· Emotional Abuse: Actions or omissions causing psychological or social impairment.
· Neglect: Persistent failure to meet a child’s basic physical or psychological needs, leading to adverse or impaired development.
· Family Violence: Physical, sexual, or emotional abuse that children may witness in their homes.
[bookmark: _ej89va8boyja]12.3 Training
KOA is committed to maintaining high staff awareness of child protection through annual in-house training. New staff are oriented to KOA’s commitment to child protection as part of their induction, covering:
· The program’s commitment to child protection.
· Supervising children and minimizing the risk of inappropriate behaviour.
· Recognizing signs of abuse.
· The process for reporting concerns or disclosures.
· Appropriate responses to a child’s disclosure of abuse.
[bookmark: _fpio25to5u89]12.4 Identifying Child Abuse and Neglect
All KOA staff are trained to recognise signs of potential abuse or neglect. They are not expected to diagnose abuse but should consult when noticing a concerning pattern or multiple signs. Potential indicators include:
· Physical indicators: Unexplained injuries, burns, poor hygiene, inappropriate clothing.
· Medical neglect: Persistent untreated conditions or skin disorders.
· Developmental delays: Cognitive, physical, or social delays.
· Behavioural indicators: Fear of specific people or places, aggression, withdrawal, neediness.
· Disclosures: Statements by the child that indicate abuse.
Staff record all concerns in a confidential log, separate from other program records.
[bookmark: _7023bh9st5lh]12.5 Responding to Child Abuse
According to the Oranga Tamariki Act 1989, any person who believes a child is at risk of harm may report the matter to Oranga Tamariki or the Police. KOA staff will:
1. Record detailed observations, statements, and relevant information.
2. Consult with KOA management, who will notify Oranga Tamariki and/or the Police if appropriate.
3. Secure an acknowledgment of notification for KOA’s records.
All reports are made confidentially, and all information is securely stored and shared only as legally required.
[bookmark: _3prfnjx7plze]12.6 Responding to a Disclosure/Concern About Abuse
If a child discloses abuse or when abuse is suspected, KOA staff are to:
· Listen and reassure the child, asking only open-ended questions such as “What happened next?”
· Inform the KOA supervisor or manager as soon as possible.
· Document the disclosure with details, including the child’s exact words, date, time, location, and staff present.
· Report the concern to Oranga Tamariki if required and request confirmation of notification.
· Re-engage the child in supervised activities and explain the steps KOA will take next if it is safe to do so.
Management and staff can refer to the chart on the following page to support their response:
[image: ]
[bookmark: _oy6d8zrcym3i]12.7 If an Allegation of Abuse is Made Against a Staff Member
If an allegation is made against a staff member, KOA will prioritise the safety of the child and consult with Oranga Tamariki or the Police. The steps KOA may take include:
· Reporting to program management and consulting with Oranga Tamariki or the Police for guidance on notifying the staff member.
· Allowing the staff member the right to seek support or advice from a lawyer or representative.
· Removing the employee from the environment temporarily, as necessary and as outlined in the employment agreement.
· Ensuring confidentiality throughout the process.
KOA will continue the investigation and maintain cooperation with Oranga Tamariki or the Police, even if the staff member resigns.
Management and staff can refer to the chart on the following page to support their response:
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[bookmark: _geqhg5b84cju]12.8 Confidentiality and Information Sharing
KOA values privacy and discloses information only with the guidance of Oranga Tamariki or the Police. Staff may share information under the Privacy Act or Health Information Privacy Code where necessary, particularly when a child’s health or safety is at risk.
Parents will be informed of this limitation to confidentiality when enrolling their child in KOA.
[bookmark: _dna897hvg117]12.9 Peer Abuse
KOA has a strict no-tolerance policy on any form of abuse or harassment among peers. KOA ensures that children involved are separated while any issue is investigated. In some cases, a temporary suspension may be necessary if the abuse occurred in the program, as outlined in the behaviour guidance policy.
Personal information is kept confidential, and KOA discourages any direct interaction between parents involved in the incident to allow a proper investigation. KOA will meet with parents/caregivers to discuss how concerns are being managed and resolved.
[bookmark: _yj4kd1n9fhar]12.10 Child and Staff Safety – Supervision and Conduct Guidelines
KOA has established specific supervision and conduct guidelines to minimize the risk of allegations of inappropriate behaviour. These include:
· Open-door policy: Staff are encouraged to maintain open doors whenever possible, except for private areas like toilets.
· Awareness: Staff must always know children’s locations and ensure they are engaged in appropriate activities.
· Transportation: Staff should avoid being alone when transporting a child unless in an emergency.
· Parent consent: Except in emergencies, staff may not remove children from the program without parental permission.
· Visitor monitoring: All visitors are monitored by program staff, and volunteers and instructors are supervised by paid staff.
· Physical contact: Staff provide physical comfort when necessary but exercise restraint with physical contact or signs of affection.
· Assisting with personal care: When personal care assistance is necessary, staff will inform another team member and notify parents if needed.
KOA is dedicated to creating a safe environment for all children and young people, with protocols that protect the children in our care and the integrity of our organization.
[bookmark: _n8rwd69eoh78]13.0 Privacy Policy
[bookmark: _ffxxd6edqcku]13.1 Purpose
KOA – Karearea Outdoor Adventures (“KOA,” “we,” “our,” or “us”) is committed to protecting the privacy and personal information of our participants, staff, volunteers, and stakeholders. This policy outlines how KOA collects, uses, stores, and discloses personal information in compliance with the Privacy Act 2020 (New Zealand) and other applicable laws.
[bookmark: _1pbnolw4vpxb]13.2 Scope
This policy applies to all personal information collected by KOA in connection with its programs, activities, and operations.
[bookmark: _wqf3q9sot4tz]13.3 Key Definitions
· Personal Information: Information about an identifiable individual, such as name, contact details, and health information.
· Health Information: Any information about an individual’s health, disabilities, or medical conditions.
[bookmark: _pre8m4wcq8ps]13.4 What Personal Information We Collect
KOA may collect the following types of personal information:
· Name, address, phone number, and email address.
· Emergency contact details.
· Health and medical information (e.g., allergies, medical conditions, or disabilities).
· Payment information for program fees.
· Feedback or survey responses.
· Photographs or videos (with consent) for promotional purposes.
[bookmark: _yyeu0mfae0q2]13.5 How We Collect Personal Information
We collect personal information directly from individuals or their guardians through:
· Registration and consent forms.
· Surveys or feedback forms.
· Email, phone, or in-person communication.
· Online submissions via our website.
[bookmark: _8dk5o64opaqu]13.6 Why We Collect Personal Information
We collect personal information for purposes including:
· Ensuring participant safety during activities.
· Communicating with participants and guardians.
· Administering and improving our programs and services.
· Complying with legal and regulatory requirements.
· Using photographs or videos (with explicit consent) for marketing and promotional activities.
[bookmark: _yvte2svprfz]13.7 How We Use Personal Information
KOA will only use personal information for the purposes for which it was collected unless:
· Consent has been given for another purpose; or
· It is required by law.
[bookmark: _jhxno8stjaoy]13.8 How We Protect Personal Information
We take reasonable steps to ensure that personal information is stored securely and protected from unauthorized access, misuse, loss, or disclosure. This includes:
· Secure electronic storage systems with password protection.
· Restricted access to sensitive information.
[bookmark: _ltef2e7af6lf]13.9 Disclosure of Personal Information
KOA will not disclose personal information to third parties without consent unless:
· It is necessary to ensure participant safety (e.g., sharing medical information with emergency services).
· It is required by law.
[bookmark: _5myi7nyk1h72]13.10 Your Privacy Rights
Under the Privacy Act 2020, individuals have the right to:
· Access their personal information held by KOA.
· Request corrections to their personal information.
· Withdraw consent for specific uses of their personal information.
Requests should be directed to the KOA Privacy Officer (contact details below).
[bookmark: _71nckfsz7tmn]13.11 Retention and Disposal of Information
KOA will only retain personal information for as long as necessary to fulfill the purposes for which it was collected or as required by law. Information that is no longer needed will be securely destroyed or anonymized.
[bookmark: _plmpyzkhlhm2]13.12 Cookies and Website Usage
KOA’s website may use cookies to enhance user experience. Cookies do not collect personally identifiable information unless explicitly provided by the user. Users can manage cookie preferences through their browser settings.
[bookmark: _7dkhbzcjn1wu]13.13 Complaints and Contact Information
If you have concerns about how KOA is handling your personal information or wish to exercise your privacy rights, please contact management
If your concerns are not resolved, you can contact the Office of the Privacy Commissioner at www.privacy.org.nz.
[bookmark: _o55ysgit0lij]13.14 Policy Review
This policy will be reviewed annually or when there are changes to relevant legislation.
14.0 Risk Management Policy 

14.1 Purpose
The purpose of this Risk Management Policy is to ensure that all activities undertaken by comply with the Health and Safety at Work Act 2015 (New Zealand) and provide a safe environment for all participants, staff, volunteers, and stakeholders. This policy outlines the processes and responsibilities for identifying, assessing, managing, and reviewing risks associated with our operations.
[bookmark: _mum0gpf4k9xw]14.2 Scope
This policy applies to all KOA programs, activities, staff, volunteers, contractors, and participants, including activities in water environments and bush/forest environments.
[bookmark: _2o47sqbps8f0]14.3 Policy Statement
KOA is committed to proactively managing risks to prevent harm, prevent notifiable events and ensure the safety and well-being of everyone involved. We will:
1. Identify and assess all hazards and risks associated with our activities.
2. Implement controls to eliminate or minimize risks so far as is reasonably practicable.
3. Regularly monitor and review risks and the effectiveness of controls by updating the SMS as a whole.
4. Engage staff, volunteers, and participants in risk management practices.
5. Comply with all legal obligations under the Health and Safety at Work Act 2015.
[bookmark: _40faarlq0fq3]14.4 Responsibilities
[bookmark: _h2daor5pwr5d]1. Management
· Ensure risk management processes are integrated into all KOA activities.
· Provide resources and training for staff and volunteers to manage risks effectively.
· Regularly address safety at internal meetings and session briefings.
· Review and update the Risk Management Policy annually or following any significant incident or legislative change.
[bookmark: _b3x28o1btu3z]2. Staff and Volunteers
· Actively participate in risk identification, assessment, and management.
· Follow procedures and report hazards, incidents, or near-misses promptly.
· Encourage and promote a safety-first culture among participants.
[bookmark: _bpvmdinc2llg]3. Participants
· Follow instructions provided by staff and volunteers.
· Report any safety concerns or hazards they identify during activities.
[bookmark: _d36mut22ol9]14.5 Risk Management Process
[bookmark: _yweweg85shjp]1. Risk Identification
All potential hazards associated with KOA activities, environments, and equipment will be identified using:
· Site inspections before activities commence.
· Risk assessment forms are tailored to each environment and/or activity.
· Input from staff, volunteers, and participants.
[bookmark: _has30isfhxg]2. Risk Assessment
Each identified hazard will be assessed to determine:
· Likelihood of the hazard occurring.
· Potential severity of harm.
· Who might be affected.
This process is to be recorded in the Activity Specific General Risk Assessment Forms
[bookmark: _yx02p2c1aeei]3. Risk Control
Controls will follow the hierarchy of controls:
Elimination: Remove the hazard entirely from the activity or environment.
· Example: Cancel an activity if weather conditions make it unsafe.
Substitution: Replace the hazard with something less hazardous.
· Example: Use non-toxic materials for crafts or learning activities.
Engineering Controls: Design or modify equipment, facilities, or processes to reduce exposure to the hazard.
· Example: Provide sturdy platforms or fencing around water areas.
Administrative Controls: Implement policies, procedures, or training to minimize risk.
· Example: Enforce strict supervision ratios and provide detailed safety briefings.
Personal Protective Equipment (PPE): Use safety equipment to protect individuals.
· Example: Require wetsuits for water activities and gloves for handling certain materials.
[bookmark: _jpf9fw2d4hjo]4. Monitoring and Review
· Controls will be reviewed before each activity and after any incident or near-miss.
· Regular audits of the risk management process will be conducted to ensure effectiveness and compliance.
[bookmark: _pdc5j3hp5zxc]14.6 Incident Reporting and Investigation
· All incidents, near-misses, and identified hazards will be documented using KOA’s Incident Report Form. Refer also to KOA’s Incident Response, Reporting and Investigation Policy.
· Incidents will be investigated to determine causes and prevent recurrence.
· Incidents will be reviewed annually to identify trends and improve KOA’s SMS
[bookmark: _mxqz5inyk1id]14.7 Emergency Preparedness
KOA will maintain:
· A comprehensive Emergency Response Plan tailored to each environment.
· First aid kits and trained first aid personnel on-site for all activities.
· Communication tools (e.g., mobile phones, radios, personal locator beacons) to ensure prompt emergency response.
[bookmark: _an3iqw7y25pa]14.8 Engagement and Communication
KOA will:
· Involve staff, volunteers, and participants in risk management discussions.
· Clearly communicate safety expectations and emergency procedures to all stakeholders.
[bookmark: _aphzvowhf4m1]14.8 Policy Review
This policy will be reviewed annually or sooner if required by changes to legislation, feedback from incidents, or operational needs.
15.0 Emergency Response Plan
[bookmark: _2slvztbyahpi]15.1 Contacts
	Contact
	Name
	Email
	Phone

	Director
	Kieran Kruger
	kierankruger97”gmail.com (personal)
	027 450 9292

	Instructor 
	
	
	

	KOA Emergency Contact
	Hannah Kitchin
	hannah.kitch@gmail.com
	027 337 1792


[bookmark: _sq8xlxmazynl]Emergency Assistance
	Contact
	Detail
	Location
	Phone

	Emergency
	Police, Fire or Ambulance
	Nation Wide
	111

	Police 
	Non-emergency
	Nation Wide
	105

	Police SAT 
	Central Comms
	Covers North Island north of Turangi
	+64 9 571 2800 

	Police SAT
	Central Comms
	Covers North Island south of Turangi
	+64 4 381 2000 
(ask for Comms)

	Police SAT
	Central Comms
	Covers whole of the South Island

	+64 3 363 7400 
(ask for Comms)

	PLB
	Activation of Personal Locator Beacon 
	Nationwide
	NA


[bookmark: _lczdqe37araa]Medical Assistance
	Contact
	Open Hours
	Location
	Phone

	Nearest Hospital
	24 hrs
	Hastings Hospital, 398 Omahu Road Camberley Hastings Hawke's Bay 4120
	111

	Nearest Medical Centre
	8:30am to 5pm, Monday – Friday.
	26 Middle Road, Havelock North
	(06) 877 8011

	Poison Centre
	24 hrs
	
	0800 764 766

	Medic alert bracelet
	
	
	Check number on bracelet

	
	
	
	


[bookmark: _azcsbe3v7x92]EMERGENCY PROCEDURE GUIDES

	15.2 Serious Injury/Illness to Participants or Staff

	STEP 1 - Look After the affected participant, the group & yourself

	Assess and contain
	· Is it safe?
· Establish leadership

	Remove people from risk
	· If safe to do so, move the person/group to a safe location via a safe route
· If ‘Notifiable Event’ minimise disturbance to the scene

	STEP 2 - First Aid

	Primary First Aid Survey

	Danger
	· Is it safe?
· Glove up

	Response
	· Responds to: Voice / Pain / None
· Do we need external help? Call 111 (ask someone else to call) - PLB?

	Airway
	· Clear of obstructions, Finger sweep any visible obstructions
· If obstructed 5 back blows, 5 chest thrusts & repeat if needed
· Open airway head tilt, chin lift (or jaw thrust re/ c-spine)

	Breathing
	· Look, listen, feel for 10 seconds.
· Not breathing - begin CPR [30-2 breaths]
· Apply defibrillator (AED) as soon as possible
· If patient is unconscious but breathing, carefully roll into the recovery position keeping the neck straight

	Circulation
	· Body sweep for life threatening bleeding
· Control bleeding – apply direct pressure 

	Secondary First Aid Survey

	Patient details
	· Name, age, group

	Systematic Check
	· Spine, head, chest, abdomen, pelvis, extremities
· What do you see / feel?

	Signs & Symptoms
	· What does the patient tell you?

	Allergies
	· Allergies?

	Medication
	· What? Why? Last taken?

	Past med history
	· Medical conditions?

	Last food/drink
	· Fluids, Food?

	Events prior
	· Black outs, dizziness?

	Vital signs
	· Record pulse, breathing rate, level of consciousness etc. every 15 minutes until stable, then ½ hourly

	STEP 3 - Clarify the Plan

	What needs to be done? 
Prioritise

	· Do you need help?
· Establish 1x patient care, an assistant, and a scribe
· Keep warm, comfortable, stable and reassure
· Can you transport via a vehicle and evacuate?
· Emergency runners required? (send 1 staff member, give precise instructions actions/assistance required including GPS location and helicopter landing conditions)

	Look after rest of group
	· Brief remainder of group
· Check/move so are safe, warm, comfortable
· Remove bystanders - create a no-go zone to protect privacy
· Check/treat for stress
· Identify someone in charge of group

	Consider whether to continue the activity
	· Seek advice if appropriate
· Decide how to proceed from here





	15.3 Missing Person

	STEP 1 - Look After the affected participant, the group & yourself

	Assess and contain
	· Head count and identify the number and names and missing people
· Establish last known point 
· Identify leadership and roles of staff 
· Consider early Police notification if in water environment 

	Remove people from risk
	· If safe to do so, move the person/group to a safe location via a safe route
· If ‘Notifiable Event’ minimise disturbance to the scene

	STEP 2 - Clarify the Plan

	What needs to be done? 
Prioritise

	· Return to last known point
· Check possible locations (areas of intrigue, path of least resistance)
· Hasty search:
· Staff member / instructor to conduct 


	Look after rest of group
	· Brief remainder of group
· Contain and supervise with someone appointed to be in charge

	Consider whether to continue the activity
	· Seek advice if appropriate
· Decide how to proceed from here

	STEP 3 - Communicate

	Notify Emergency Services 
	· Call Police who notify Search & Rescue   111

	Notify Caregiver Contact
	· Consider context (missing child/ren, environment, time of day) and notify the caregivers  in timely manner
· Call & provide details re support required On Call: [ON CALL PHONE]  Office: [OFFICE PHONE] 
· School to notify whānau and keep them updated

	Who else needs to know?
	· Local venue/transport provider
· Members of public in area who can assist with search - use discretion 

	Keep written record of events as they happen
	· As the situation permits, record (either on paper or electronically) what is happening, who is involved and what decisions are being made
· Include as much detail as you can

	Media Statement
	“I’ve no comment at this time, however please contact our KOA on (Number) for more information.”

	STEP 4 - Evacuate

	Establish safe route into site for Emergency Services
	· Mark last known location
· Staff member / Instructor to direct Emergency traffic to site
· If Helicopter landing is required, clear landing site, secure loose items & indicate wind direction. Do not approach the helicopter.

	Safely evacuate all present
	· Return remaining group to base/overnight accommodation together




	15.4 Natural Disaster (fire, weather, earthquake, volcanic eruption)

	STEP 1 - Look After the affected participants, the group & yourself

	Assess and contain
	· Head count and identify the number and names and missing people
· Establish leadership

	Remove people from risk
	· If safe to do so, move the person/group to a safe location via a safe route
· If ‘Notifiable Event’ minimise disturbance to the scene

	STEP 2 - Follow Appropriate Emergency Procedure

	Fire

	· If inside, smoke alarms alert group to danger
· Follow pre-discussed evacuation plans and evacuate to designated meeting place
· If outside, move away from fire to a safe location
· Wait for further instructions

	Earthquake
	· Follow known procedure for earthquakes - drop, cover, hold
· Remain in position until shaking stops
· Only evacuate if it is safe to do so
· Listen to the radio/cell phone messages for civil defence advice and follow instructions
· If in tsunami zone move to higher ground (if long or strong, get gone)

	Volcanic eruption
	· Listen to the radio/cell phone messages for civil defence advice and follow instructions
· Stay inside, close windows and doors
· If outside, seek shelter if possible. 
· If caught in ashfalls, wear a mask or cloth over nose and mouth
· Stay out of designated restricted zones
· Wait for further instructions

	Weather
	· Be aware of conditions around you
· Ensure communication is maintained (if possible) to receive regular weather updates
· Listen to the radio/cell phone messages for civil defence advice and follow instructions
· If necessary, establish safest place to be and evacuate there

	STEP 3 - Clarify The Plan Once Initial Emergency Is Over

	What needs to be done?  
	· Do you need help? Contact Police 111
· Stay calm and offer reassurance
· Keep everyone warm and comfortable

	Clearly communicate expectations for cell phone usage
	· Collect phones if appropriate
· Communicate clear statements which can be shared via phones
· Monitor cell phone usage

	Consider whether to continue the activity
	· Seek advice if appropriate
· Decide how to proceed from here

	STEP 4 - Communicate

	Notify Emergency Services 
	· Make call directly and request ambulance/police/fire 111
· Provide clear information of location, status of group and what is required

	Notify Caregivers
	· Call & provide details re updates


	Who else needs to know?
	· Call to evacuate other groups
· Local venue/transport provider

	Keep written record of events as they happen
	· As the situation permits, record (either on paper or electronically) what is happening, who is involved and what decisions are being made
· Include as much detail as you can

	Media Statement
	“I’ve no comment at this time, however please contact our KOA at a later date for more information.”

	STEP 5 - Evacuate

	Establish safe route into site for Emergency Services
	· Staff member / Instructer to direct emergency traffic to site

	Safely evacuate all present
	· Take advice and evacuate to the safest location
· Keep together - use leader and tail and ensure a regular head count




	15.5 Vehicle Incident

	STEP 1 - Look After the affected participants, the group & yourself

	Assess and contain
	· Head count and initial assessment
· If injuries - follow process for serious injuries 

	Remove people from risk
	· Move to safety. If unsafe to remove patients from vehicle, isolate the scene to avoid further harm

	STEP 2 - Clarify the Plan

	What needs to be done? 
Prioritise

	· Call for help if needed  111 Ambulance
· If group in car are uninjured, reassure and make sure they are safe, warm, comfortable
· Driver to contact PIC who will make decisions based on severity of incident

	Look after rest of group
	· Brief remainder of group
· Reassure and support

	Clearly communicate expectations for cell phone usage
	· Collect phones if appropriate
· Communicate clear statements which can be shared via phones
· Monitor cell phone usage

	Consider whether to continue the activity
	· Seek advice if appropriate
· Decide how to proceed from here

	STEP 3 - Communicate

	Notify Emergency Services 
	· Make call directly and request police and ambulance  111
· If minor incident, call Police: 105
· Provide clear information 

	Notify Caregivers
	· Call & provide details re updates


	Who else needs to know?
	· If another vehicle is involved, ensure that the name of the driver, registration details and insurance company information is collected

	Keep written record of events as they happen
	· As the situation permits, record (either on paper or electronically) what is happening, who is involved and what decisions are being made
· Include as much detail as you can

	Media Statement
	“I’ve no comment at this time, however please contact our KOA at a later date on 027 450 9292 for more information.”

	STEP 4 - Evacuate

	Establish safe route into site for Emergency Services
	· If emergency services are required, ensure assess
· Helicopter landing required – clear landing site, secure loose items & indicate wind direction. Do not approach the helicopter.

	Safely evacuate all present
	· Return to base/overnight accommodation together




	15.6 Fatality

	STEP 1 - Look After the safety of the group & yourself

	Assess and contain
	· Assess safety of the environment. Is anyone else in danger?
· Establish leadership

	Remove people from risk
	· Move others to a safe location via a safe route
· As this will be a ‘Notifiable Event’ do not disturb scene

	STEP 2 - Clarify the Plan

	What needs to be done? 
Prioritise

	· Call for help - 111
· Emergency runners required? (send staff member / instructor, give precise GPS location, helicopter landing suitability, instructions actions/assistance required)

	Look after rest of group
	· Brief remainder of group
· Check/move so are safe, warm, comfortable
· Remove bystanders - create a no-go zone 
· Screen site and cover body
· Don’t disturb the incident scene. If you must move the body to protect it, take photos of the scene before doing so
· Check/treat other group members for shock?
· Identify someone in charge

	Clearly communicate expectations for cell phone usage
	· Collect phones if appropriate
· Communicate clear statements which can be shared via phones
· Monitor cell phone usage

	Abandon activity
	· Call to evacuate all other groups

	STEP 3 - Communicate

	Notify Emergency Services 
	· Immediately call for help - 111

	Notify Caregivers
	· Notify whānau and keep them updated

	Who else needs to know?
	· Local venue/transport provider
· Worksafe NZ

	Keep written record of events as they happen
	· As the situation permits, record (either on paper or electronically) what is happening, who is involved and what decisions are being made
· Include as much detail as you can

	Media Statement
	“I’ve no comment at this time, however please contact our KOA at a later date on 027 450 9292 for more information.”

	STEP 4 - Evacuate

	Establish safe route into site for Emergency Services
	· Staff member / instructor to direct emergency traffic to site
· Helicopter landing required – clear landing site, secure loose items & indicate wind direction. Do not approach the helicopter.

	Safely evacuate all present
	· Return to base/overnight accommodation together and from there evacuate the area




	15.7 Emotional/Psychological Distress

	STEP 1 - Look After the safety of the group & yourself

	Assess and contain
	· Establish leadership to support the group
· Staff member with counselling skills or who the distressed participant trusts to support them

	STEP 2 - Clarify the Plan

	Gather information

	· Establish the circumstances of the distress
· Check physical evidence if applicable
· Work with distressed participants  to search for solutions - preferably led by them, centered/present thinking, box breathing etc.

	Make a decision
	· Working with the distressed participants to make a decision on the course of action

	STEP 3 - Communicate

	Notify Emergency Services 
	· If there’s a risk of serious harm, call emergency services 111

	Notify Caregivers
	· Notify whānau and keep them updated

	Keep written record of events as they happen
	· As the situation permits, record (either on paper or electronically) what is happening, who is involved and what decisions are being made
· Include as much detail as you can

	Media Statement
	“I’ve no comment at this time, however please contact our Koa at a later date on 027 450 9292 for more information.”

	STEP 4 - Evacuate

	Safely evacuate all present
	· If necessary depending on the nature of the distress





	15.8 Dangerous/Threatening Members of the Public Encountered 

	STEP 1 - Look After the safety of the group & yourself

	Assess and contain
	· Stay calm and observe the behavior of the threatening individual.
· Determine the level of threat (verbal aggression, physical aggression, weapon involvement).

	Establish leadership to protect the group
	· Assign a staff member to guide and reassure the group, moving them to a safe distance if possible.
· Ensure all participants remain together and visible.

	Identify an exit strategy
	· Plan a route to safely distance the group from the individual if needed.
· Avoid confrontation and do not engage unless absolutely necessary to protect someone from harm


	STEP 2 - Clarify The Plan

	Gather information

	· Observe the individual’s actions, appearance, and any distinguishing features (e.g., clothing, physical traits).
· Note their location and direction of travel if they leave.

	Evaluate and decide on the best course of action
	· Consider options such as avoidance, retreat, or contacting emergency services.
· If the individual escalates the situation, focus on de-escalation techniques (calm, non-confrontational language).

	Work with the group to ensure safety
	· Maintain communication with participants, using calm and confident instructions.
· Assign roles if necessary (e.g., someone to monitor the individual, someone to lead evacuation).

	Consider whether to continue the event
	· Seek advice from appropriate authorities
· Decide how to proceed from here

	STEP 3 - Communicate

	Notify Emergency Services 
	· If needed, make call directly and request Police 111
· Provide clear information of location, status of group and what is required

	Notify Caregivers
	· Notify whānau and keep them updated

	Keep written record of events as they happen
	· As the situation permits, record (either on paper or electronically) what is happening, who is involved and what decisions are being made
· Include as much detail as you can

	Media Statement
	“I’ve no comment at this time, however please contact our KOA at a later date on 027 450 9292 for more information.”

	STEP 4 - Evacuate

	Safely evacuate all present
	· Take advice and evacuate to the safest location
· Keep together - use leader and tail and ensure a regular head count




	15. 9 Serious Misconduct

	STEP 1 - Look After the safety of the group & yourself

	Assess and contain
	· Establish the circumstances of the incident or problem - question people, check physical evidence
· Does the incident involve a large group or a single child?
· Ensure all aspects of the incident are captured and recorded

	STEP 2 - Clarify The Plan

	Gather information

	· Establish the circumstances of the incident or problem - question people, check physical evidence
· Does the incident involve a large group or a single child?
· Ensure all aspects of the incident are captured and recorded

	Make a decision
	· Decide on a course of action
· Options could include loss of privileges or extra duties, or being sent home

	STEP 3 - Communicate

	Notify Emergency Services 
	· If needed, make call directly and request Police 111

	Notify Caregivers
	· Notify whānau and keep them updated

	Who else needs to know?
	· Keep group informed and reassured

	Keep written record of events as they happen
	· As the situation permits, record (either on paper or electronically) what is happening, who is involved and what decisions are being made
· Ensure responses from any ākonga interviewed about the incident are recorded
· Include as much detail as you can

	Media Statement
	“I’ve no comment at this time, however please contact our KOA at a later date on 027 450 9292 for more information.”

	STEP 4 - Evacuate

	Safely evacuate all present
	· If necessary depending on the nature of the incident



16.0 Staff Induction & Training Plan
16.1 Purpose
To ensure all staff at KOA are adequately trained, informed, and prepared to uphold the highest standards of safety, professionalism, and child protection in compliance with New Zealand regulations and KOA policies.
[bookmark: _ce5ag8h2nuez]16.2 Overview of the Induction Plan
The KOA Staff Induction Plan includes the following components:
· Orientation: Introduction to KOA values, mission, and policies.
· Safety Training: Comprehensive training in safety management systems and emergency procedures.
· Competency Assessments: Verification of key skills, including a 200m open water swim and first aid certification.
· Compliance Requirements: Police vetting and adherence to national regulatory standards.
· Role-Specific Training: Tailored training for specific responsibilities within KOA programs.
[bookmark: _1ipwcxilnij3]16.3 Induction Objectives
· Equip staff with knowledge of KOA’s safety management systems and operational procedures.
· Ensure all staff meet the competency requirements for their roles.
· Promote a culture of safety and child protection.
· Familiarize staff with relevant legislation, including:
· Safety Management System Requirements for Adventure Activity Operators 2023
· General Guidance for Organised Outdoor Activities 2018
· Work Health & Safety 2015
[bookmark: _9f7c8pl8l4l7]16.4 Induction Process
[bookmark: _3y2m1neb47pa]a)  Pre-Employment Requirements
Prior to induction, all staff must:
· Pass a 200m open water swim test in under 5 minutes.
· Hold a current first aid certificate (updated within the last two years). Unit Standard 6401 and 6402
· Have at least 10 hours of experience hiking and 20 hours experience swimming at both beach and river environments. 
· Pass police vetting checks to comply with the Children’s Act 2014.
· Provide accurate and up-to-date medical and emergency contact information.
Rationale for the above prerequisites:
The selected pre-requisites are essential to ensure the safety, wellbeing, and smooth operation of all outdoor activities involving tamariki at KOA - Karearea Outdoor Adventures.
1. 200m Open Water Swim Test (under 5 minutes): This requirement ensures that staff are capable of handling water-based activities safely. Open water environments can be unpredictable, and staff must demonstrate the ability to assist in emergency situations swiftly and competently. This is supported by trainee Surf Lifeguards 200m badge award. 
2. Current First Aid Certificate (Unit Standard 6401 & 6402): Having staff certified in first aid ensures that they are equipped with the skills to respond effectively in case of an emergency. The inclusion of Unit Standards 6401 and 6402 guarantees that the certification is up-to-date and meets the necessary safety standards for working with children.
3. 10 hours of experience hiking and 20 hours experience swimming: This experience ensures that staff are well-versed in the specific challenges and risks associated with outdoor activities in diverse environments. With hiking experience, staff are better prepared for navigating varying terrains and handling the physical demands of outdoor adventures. Swimming experience in both beach and river settings ensures staff are competent in dealing with water-related activities, which may present different challenges compared to controlled environments. This hands-on experience is essential for staff to provide safe and effective supervision while fostering confidence in tamariki during these activities.
4. Police Vetting (Children's Act 2014): Police vetting is a critical safeguard for protecting tamariki. It ensures that all staff members have been thoroughly screened for any potential risk, promoting a safe environment where tamariki can participate in activities with confidence.
5. Accurate and Up-to-Date Medical & Emergency Contact Information: Having accurate medical and emergency contact details for both staff and participants ensures a prompt response to any medical situation that may arise. This is crucial for maintaining the health and safety of all individuals in our care.

[bookmark: _c24sgz8op0qw]b)  Orientation
· Welcome and introduction to KOA’s mission, values, and operations.
· Overview of staff roles and responsibilities.
· Introduction to KOA’s Child Protection Policy.
· Familirisation of key health & saftey documents 
[bookmark: _xut06rgv88iy]c) Safety Training 
Staff will undergo training in:
· Safety Management Systems: As per the Safety Management System Requirements for Adventure Activity Operators 2023.
· Emergency Procedures: Including evacuation, first aid protocols, and incident reporting.
· Hazard Identification: With practical exercises in recognizing and mitigating risks during outdoor activities.
· Supervision Ratios: Adhering to guidelines from the General Guidance for Organised Outdoor Activities 2018.
· Practical, Activity Based Skills Training On: Navigation Techniques, Group Management, Rescue Techniques (Water), Fire Safety Training (Extinguisher Use ect). 
[bookmark: _cumywx63ku7o]d) Child Protection Training 
· Identifying and responding to signs of abuse or neglect.
· Procedures for reporting concerns to Oranga Tamariki or the Police.
· Maintaining appropriate professional boundaries and behavior.
· Implementing KOA’s supervision and conduct guidelines.
[bookmark: _shn5ppe9fip3]e) Competency Assessments
· Completion of the 200m open water swim test (if not previously completed).
· Practical first aid scenarios to demonstrate competence.
· Site-specific safety drills (e.g., river crossings, tramping hazards).
· Role-specific assessments (e.g., lifeguarding, navigation skills).
[bookmark: _4ucvtpsls9by]f) On-the-Job 
· Shadowing experienced staff in real activity settings.
· Gradual assumption of responsibilities under supervision.
· Regular feedback and performance evaluations.
[bookmark: _tb0x7gm9qca]16.5 Ongoing Training and Development
[bookmark: _jal0roqj95j8]a) Annual Refresher Training
All staff must:
· Revalidate their first aid certification every two years.
· Participate in simulated emergency scenarios.
[bookmark: _ejnr1s18w7lb]b) Continuous Improvement
· Staff are encouraged to provide feedback on KOA’s operations and suggest improvements.
[bookmark: _ej9cuaqoakll]16.6 Record-Keeping and Compliance
· Detailed records of each staff member’s induction, training, and assessments will be maintained in accordance with the Work Health & Safety 2015 guidelines.
· Compliance checks and audits will be conducted annually to ensure adherence to national standards.
[bookmark: _myx513tazddj]16.7 Acknowledgment
All staff must sign an acknowledgment form confirming their understanding and commitment to:
· KOA’s safety policies and procedures.
· Their responsibilities under New Zealand legislation.
· Upholding the values and mission of KOA.
[bookmark: _utq9d7js066x]17.0 Complaint Policy
At KOA - Karearea Outdoor Adventures, we are committed to providing a safe and supportive environment for tamariki. We recognize that, from time to time, concerns or complaints may arise. This policy outlines our commitment to addressing complaints in a fair, transparent, and timely manner.
[bookmark: _tx8po0g0b967]17.1 Purpose of the Policy:
· To ensure all complaints are handled professionally, with respect and transparency.
· To provide clear steps for tamariki, parents/guardians, and staff to raise concerns.
· To resolve complaints efficiently while maintaining a positive and constructive environment.
[bookmark: _u21fkjf9pbk9]17.2 Complaint Process:
A. Filing a Complaint:
a. Complaints may be made in person, via phone, email.
b. Complaints can be raised by tamariki, parents/guardians, staff, or members of the public.
B. Acknowledge the Complaint:
a. Upon receiving a complaint, the recipient (staff or manager) will acknowledge receipt of the complaint within 2 working days.
b. If the complaint is serious or urgent, an immediate response will be provided, and appropriate actions will be taken.
C. Initial Review:
a. A manager will review the complaint to determine its nature and seriousness.
b. If the complaint is related to an individual’s behavior, it will be referred to the relevant supervisor or management.
D. Investigating the Complaint:
a. A thorough investigation will be conducted, involving interviews with relevant parties (e.g., staff, tamariki, parents/guardians).
b. All investigations will be impartial, ensuring fairness and transparency.
c. Any evidence (e.g., witness statements, photos, or video footage) will be reviewed.
E. Resolution and Action Plan:
a. Following the investigation, a resolution will be identified. This may include:
i. Addressing and rectifying the issue.
ii. Providing additional training or support to staff.
iii. Offering an apology or compensation if appropriate.
iv. Implementing policy changes or improvements.
b. The complainant will be informed of the outcome within 5-10 working days after the investigation is complete.
F. Follow-Up:
a. After the resolution, a follow-up will be conducted to ensure the complainant is satisfied with the outcome.
b. The complainant may be asked for feedback on how the complaint process was handled.
G. Escalation:
a. If the complainant is not satisfied with the resolution, they may request an internal review of the outcome.
b. If the complaint remains unresolved, the complainant may contact an external body (e.g., police) for further assistance.
H. Confidentiality:
a. All complaints and related information will be treated confidentially. Information will only be shared on a need-to-know basis to facilitate the resolution process.
I. Continuous Improvement:
a. All complaints will be recorded and reviewed regularly to identify any patterns or areas of improvement in our policies, procedures, and practices.
b. We will use complaints as opportunities to improve our services and ensure the ongoing safety and wellbeing of tamariki.
18.0 Overlapping Duties Policy
At KOA - Karearea Outdoor Adventures, we are committed to ensuring a safe and healthy environment for tamariki, staff, and any other parties involved in our outdoor activities. While at this stage we do not have overlapping duties with other parties, we recognize the importance of planning for these situations as our operations may expand in the future.
[bookmark: _dyd1a7dgzcsz]18.1 Purpose of the Policy:
· To provide a clear understanding of how we will manage overlapping duties, in compliance with WorkSafe NZ requirements, should we collaborate with external organizations (e.g., schools, event organizers, or other service providers).
· To outline the need for clear written agreements that define roles, responsibilities, and expectations for all parties involved in overlapping duties.
[bookmark: _n06aacpme5n1]18.2 WorkSafe NZ and Overlapping Duties:
WorkSafe NZ defines overlapping duties as situations where multiple parties are responsible for ensuring the health and safety of workers or participants. This includes circumstances where more than one organization is involved in the same activities or areas of responsibility, and it is important to ensure that all duties are coordinated effectively.
[bookmark: _1mcfohr1rhhv]18.3 Our Approach to Overlapping Duties:
A. Future Collaboration:
a. In the future, should we enter into partnerships or collaborations (e.g., with schools, external facilitators, or other adventure activity providers), we will ensure that all parties are clear about their respective health and safety responsibilities.
b. Written agreements will be created and signed by all relevant parties to formalize the allocation of duties.
B. Creating Written Agreements:
a. When working with other organizations, we will:
i. Clearly define and allocate roles and responsibilities to avoid confusion or gaps in safety management.
ii. Ensure all health and safety policies, risk management strategies, and emergency procedures are understood and agreed upon by all parties.
iii. Establish clear communication channels between all parties to ensure timely exchange of information, especially in case of emergencies or incidents.
C. Managing Risks:
a. We will collaborate with external parties to identify any potential hazards related to overlapping activities, ensuring that risk assessments are shared and addressed.
b. Regular meetings will be held to discuss any updates, changes, or additional risks as the collaboration progresses.
D. Training and Awareness:
a. In any future collaborations, all staff and involved parties will be required to complete relevant health and safety training that applies to their specific duties, including joint training if necessary.
b. We will ensure that any changes to our health and safety processes are communicated clearly and understood by all parties.
E. Ongoing Review:
a. If overlapping duties arise, we will regularly review and, if necessary, revise the written agreements to ensure that health and safety standards remain effective and up-to-date.
[bookmark: _vifq1o34cq43]18.4 Conclusion:
While KOA - Karearea Outdoor Adventures does not currently have overlapping duties with other parties, we acknowledge the importance of proactive planning in this area. We are committed to ensuring that, should such situations arise in the future, all duties will be managed in a coordinated, clear, and safe manner, in line with WorkSafe NZ guidelines.
19.0 Natural Hazard Policy 
At KOA - Karearea Outdoor Adventures, we are committed to providing a safe and supportive environment for tamariki while participating in outdoor activities. We recognize that certain natural hazards, such as tsunamis, earthquakes, flooding, wildfires, and extreme weather events, pose inherent risks to outdoor adventures. This policy outlines how we manage those risks and ensure the safety of participants, staff, and visitors in the event of a natural hazard or disaster.
[bookmark: _hwmipqpk5d8f]19.1 Purpose of the Policy:
· To identify and address the natural hazards that KOA activities are at risk of, particularly in the Hawkes Bay region.
· To provide a clear procedure for monitoring hazards, making adjustments to programs, and implementing the appropriate control measures.
· To ensure that staff and participants are informed of the procedures in the event of a natural disaster or hazard.
[bookmark: _guuv5up8pt0y]SM19.2 Natural Hazards Relevant to KOA Activities:
A. Tsunami (at the beach):
a. The risk of tsunami exists when an undersea earthquake or volcanic eruption occurs. This hazard is particularly relevant during water-based activities at the beach.
b. Control Measures:
i. Staff will be trained in tsunami evacuation procedures.
ii. Clear signage and evacuation routes will be established in coastal areas.
iii. In the event of a tsunami warning, all outdoor activities will be immediately halted, and all participants will be evacuated to safe locations, away from the shoreline.
B. Earthquakes:
a. The Hawkes Bay region is subject to earthquake risks, which could impact the safety of tamariki, staff, and infrastructure during activities.
b. Control Measures:
i. Staff will be trained in earthquake safety and emergency response, including "drop, cover, and hold" procedures.
ii. Activities will be designed to minimize exposure to high-risk areas, such as near unstable structures or cliffs.
iii. Aftershocks will be monitored, and activities will be temporarily suspended if there is any risk to safety.
C. Flooding (at the River):
a. River-based activities can be impacted by sudden flooding caused by heavy rainfall or rapid snowmelt.
b. Control Measures:
i. Risk assessments will include identifying areas prone to flooding.
ii. Staff will monitor weather patterns for potential flood risks, with weather alerts and rainfall predictions checked regularly.
iii. In the event of heavy rain or rising water levels, river activities will be suspended, and participants will be relocated to safer areas.
D. Wildfires:
a. During the dry summer months, wildfires can pose a significant risk, especially in forested or grassland areas used for hiking or camping.
b. Control Measures:
i. Staff will monitor fire hazard levels through local fire danger rating systems.
ii. Fire safety plans will be in place, and designated fire exits will be clear.
iii. If wildfire risks become imminent, activities will be adjusted or cancelled, and participants will be evacuated to a safe zone away from the fire threat.
E. Extreme Weather Events (Cyclones, Heavy Rain, High Winds, etc.):
a. Extreme weather events such as cyclones, heavy rain, and strong winds can create unsafe conditions for outdoor activities.
b. Control Measures:
i. Staff will be trained in identifying and responding to extreme weather events, including cyclones and storms.
ii. All activities will be suspended in the event of a severe weather warning (e.g., high winds, cyclone conditions).
iii. In the event of a cyclone, staff will monitor local weather reports and civil defense alerts for evacuation instructions.
iv. During heavy rainfall or stormy weather, activities involving water (e.g., river or beach) will be immediately halted, and participants will be moved to shelter.
[bookmark: _is08zl8rb8ax]19.3 Accessing Alerts and Warnings:
· KOA will monitor natural hazard warnings and alerts regularly to stay informed and make informed decisions regarding outdoor activities. These services include:
· Tsunami Warnings: National Emergency Management Agency (NEMA) – Tsunami Alerts
· Earthquake Alerts: GeoNet Earthquake Alerts
· Flood Alerts: Hawke’s Bay Regional Council Flood Alerts
· Fire Alerts: Fire and Emergency New Zealand – Fire Danger Alerts
· Extreme Weather Alerts: MetService – Weather Warnings & Alerts
[bookmark: _mol7dmjqvpk0]19.4 Criteria for Cancelling or Adjusting Programs:
· In line with the program activities will be cancelled or adjusted based on:
· Forecasted or actual natural hazards, including the threat of tsunami, earthquake activity, flooding, wildfires, or extreme weather events. 
· Real-time weather or environmental data indicating unsafe conditions.
· Any official alerts or warnings issued by relevant authorities (e.g., NEMA, GeoNet, local councils, MetService).
· If any of the hazards listed above are identified, staff will follow the SOPs to ensure participant safety, including evacuations or adjustments to activity schedules.
[bookmark: _gt7n6aos1dd]19.5 Eliminating and Minimising Risks:
A. Eliminating Serious Risks (So Far as is Reasonably Practicable):
a. KOA will eliminate serious risks arising from natural hazards wherever possible, by minimising time in hazard zones and:
i. Avoiding high-risk zones during activities (e.g., avoiding coastal areas during tsunami warnings or river activities during heavy rainfall).
ii. Establishing permanent evacuation routes and clear signage at high-risk locations.
iii. Training staff in hazard-specific responses and making sure they are equipped with the tools and knowledge to manage those risks.
B. Minimising Serious Risks (When Elimination is Not Practicable):
a. In cases where it is not reasonably practicable to eliminate serious risks, KOA will implement measures to minimize these risks using the Hierarchy of Controls:
i. Elimination: As mentioned, activities will be rerouted or canceled if hazards cannot be safely mitigated.
ii. Substitution: Activities or areas that carry high risk will be substituted with safer options.
iii. Engineering Controls: Physical infrastructure, such as sturdy shelters and evacuation zones, will be in place for risk reduction.
iv. Administrative Controls: Clear protocols, signage, and staff training to handle emergency situations.
v. Personal Protective Equipment (PPE): For specific hazards, appropriate PPE (e.g., life jackets for water activities) will be used.
[bookmark: _ymrwbyo35tlw]19.6 Testing of Emergency Plan Effectivness 
KOA will carry out a minimum of one Natural Hazard drill annually. This will test the effectiveness of the emergency plans detailed in Emergency Plans Section 15.4 of the SMS. 
[bookmark: _7d2bwm2fe1eg]19.7 Conclusion:
KOA - Karearea Outdoor Adventures is dedicated to managing natural hazards responsibly, ensuring the safety of tamariki and staff. While we cannot eliminate all risks, we will take all reasonable steps to prevent and reduce the impact of natural hazards, and ensure a safe and supportive outdoor experience.
20.0 Incident Response, Reporting & Review Policy 
At KOA - Karearea Outdoor Adventures, we are committed to maintaining a safe and supportive environment for tamariki, staff, and all participants. We understand that incidents, including near misses, can occur in outdoor settings. This policy outlines the procedures for responding to, reporting, and reviewing incidents in line with the Health and Safety at Work Act 2015 (HSWA) and WorkSafe NZ requirements, and integrates the use of our Incident Report Form for staff reporting.
[bookmark: _5y3erdz3orzj]20.1 Purpose of the Policy:
· To provide a clear and effective process for responding to and reporting incidents and near misses.
· To ensure all incidents, including notifiable events, are recorded and reported according to legal requirements.
· To establish a process for investigating and reviewing incidents to prevent recurrence and improve safety standards.
[bookmark: _7v5d4kip57ie]20.2 Incident Response Procedures:
A. Response to Incidents:
a. All staff are required to respond immediately and effectively to any incident, ensuring the safety and well-being of tamariki and participants.
b. First aid or emergency procedures will be followed based on the severity of the incident. If needed, emergency services will be contacted.
c. If an incident occurs, staff will:
i. Ensure the safety of all participants by removing them from the affected area if necessary.
ii. Administer first aid or other immediate assistance to those involved.
iii. Call emergency services if the situation is severe (e.g., serious injury, medical emergency).
B. Recording Incidents:
a. All incidents, including near misses, must be recorded using the KOA Incident Report Form, which staff will fill out immediately after the incident occurs.
b. The Incident Report Form will capture the following information:
i. Incident description (including details of what happened, location, and participants involved)
ii. Date and time of the incident
iii. Immediate actions taken (e.g., first aid, evacuation)
iv. Outcome of the incident (injuries sustained, if any, and follow-up actions)
v. Recommendations for further action (if necessary)
vi. Witness statements (if available)
C. Notifiable Events:
a. Notifiable Events (as per sections 55-57 of the HSWA) must be reported to WorkSafe NZ as soon as possible. These include:
i. Death of any person
ii. Serious injury or illness
iii. A dangerous incident (i.e., a situation that creates a serious risk to the health or safety of a person)
b. If an incident meets the criteria for a notifiable event, the Incident Report Form will be submitted to the designated Health and Safety Officer, who will immediately report the event to WorkSafe NZ.
c. Preservation of the Incident Site: If a notifiable event occurs, staff will preserve the site (unless it is unsafe to do so or it is necessary for medical assistance) until WorkSafe NZ has been notified.
D. Communication and Staff Awareness:
a. The procedures for recording and reporting incidents will be communicated to all staff during onboarding and through regular health and safety meetings.
b. Staff will be trained to recognize the difference between notifiable and non-notifiable incidents and understand the required response for each.
c. Any updates to the procedures will be communicated to staff through safety meetings and ongoing training.
[bookmark: _tpye748x2pfo]20.3 Incident Review Procedures:
A. Investigation and Root Cause Analysis:
a. All incidents, especially those involving injuries or near misses, will be reviewed to understand the underlying causes.
b. The investigation process will include:
i. A review of the Incident Report Form to analyze the sequence of events.
ii. Interviews with those involved (staff, tamariki, and witnesses).
iii. Identifying contributing factors such as equipment failure, human error, environmental conditions, or inadequate safety protocols.
B. Identifying Improvements to the Safety Management System (SMS):
a. Following an investigation, any improvements to the Safety Management System (SMS) will be identified. This may include:
i. Revising risk assessments to address identified hazards.
ii. Updating Standard Operating Procedures (SOPs) and safety protocols.
iii. Reviewing and enhancing safety training programs for staff.
C. Trend Analysis:
a. A review of all submitted Incident Report Forms will be conducted regularly to identify trends in incidents (e.g., frequent types of incidents, specific locations, or times of day).
b. The analysis will guide long-term safety improvements and the identification of recurrent issues that may need attention.
D. Recommendations and Implementation:
a. Recommendations from incident investigations will be implemented promptly to reduce the likelihood of similar incidents occurring in the future.
b. These recommendations will be communicated to staff, and any changes or improvements will be highlighted during safety meetings or training sessions.
c. Follow-up checks will be carried out to ensure the effectiveness of the implemented recommendations.
[bookmark: _gnhn32yieest]20.4 Recording and Reporting Notifiable Events:
A. Notifiable Event Definition (as per the HSWA):
a. Notifiable Event: Any event that results in death, serious injury, or a dangerous event that presents a serious risk to the health or safety of individuals.
b. Notifiable Injury or Illness: Injuries or illnesses that occur during work and meet certain criteria set by WorkSafe NZ (e.g., fractures, amputations, loss of consciousness).
B. Reporting Procedure:
a. All notifiable events will be reported to WorkSafe NZ within 48 hours using the relevant forms and information, as required by law.
b. All notifiable will also be reported to the certifier, in this case Adventure Mark, within 72 hous using the same forms and information provided to WorkSafe NZ. 
c. KOA will follow the guidelines set out in sections 55-57 of the HSWA regarding preserving the incident site and notifying relevant authorities.
d. Written records of all reported incidents will be maintained, including the nature of the event, actions taken, and outcomes.
[bookmark: _rx1fzcwkb7jr]20.5 Review of the Incident Response Process:
· The incident response, reporting, and review procedures will be reviewed annually to ensure they remain effective, compliant with relevant legislation, and aligned with best practices.
· Staff feedback on incident handling will be collected during safety meetings and used to improve processes.
· A summary report of all incidents, investigations, and outcomes will be shared with staff regularly to maintain transparency and continuous improvement.
[bookmark: _1dnq8o3yewf6]20.6 Conclusion:
KOA - Karearea Outdoor Adventures is committed to managing incidents responsibly and transparently. We will respond to all incidents with urgency and care, ensuring that all incidents are thoroughly recorded, reported, and reviewed using the KOA Incident Report Form. Through regular analysis and improvements, we aim to minimize incidents and continuously improve the safety of tamariki, staff, and all participants involved.
21.0 Safety Management System Review
[bookmark: _2d6s9z6zejs4]21.1 Purpose
This document outlines the necessary actions and criteria for conducting a proper review of the Safety Management System (SMS) at KOA – Karearea Outdoor Adventures. It ensures the SMS remains effective, relevant, and aligned with the organisation’s safety goals and objectives.
[bookmark: _6gbhej1shuzm]21.2 Frequency of SMS Reviews
A. Annual Internal Review:
a. Conduct at least one internal review of the SMS annually.
b. Evaluate the SMS against the organization’s safety goals and objectives.
B. Activity-Specific Reviews:
a. Perform internal reviews of activities when:
i. Scheduled as part of the regular safety review cycle - this will occur before the end of Feburary each year.
ii. Significant changes occur that could impact safety, such as:
1. Changes in sites or environments.
2. Changes in staff or roles.
3. New or emerging hazards.
4. Updates in legislation, guidelines, or industry best practices.
5. Incidents in the sector or within KOA’s activities.
[bookmark: _ld637ier6utx]21.3 Key Considerations for SMS Reviews
A. Complaints:
a. Review and analyze complaints from participants, staff, or other stakeholders.
b. Address recurring issues or trends.
B. Staff Notes:
a. Complaints reviewed: _________________________________
b. Actions taken: ________________________________________
C. Audit Findings:
a. Include findings from internal and external audits.
b. Address observations and recommendations.
D. Staff Notes:
a. Audit findings reviewed: ______________________________
b. Actions taken: ________________________________________
E. Reports:
a. Review reports related to safety performance, including:
i. Participation records. 
F. Staff Notes:
a. Reports reviewed: _____________________________________
b. Actions taken: ________________________________________
G. Incident Reviews:
a. Analyze incident reports, including near misses.
b. Identify root causes and implement corrective actions.
H. Staff Notes:
a. Incidents reviewed: ___________________________________
b. Root causes identified: ________________________________
c. Corrective actions taken: _____________________________
[bookmark: _wvgzf7fxcs7f]21.4 Process for Conducting SMS Reviews
A. Competent Reviewers:
a. Ensure reviews are conducted by individuals with current competence in SMS evaluation and relevant safety practices.
b. Involve technical advisors where necessary, particularly for activity-specific reviews.
B. Staff Notes:
a. Review conducted by: _________________________________
b. Technical advisors involved: __________________________
C. Opportunities for Improvement:
a. Identify opportunities for improvement during reviews.
b. Develop and implement action plans to address these improvements.
D. Staff Notes:
a. Opportunities identified: _____________________________
b. Actions planned: ______________________________________
E. Communication of Changes:
a. Communicate all changes, updates, and improvements to relevant parties, including:
i. Staff.
ii. Volunteers.
iii. External stakeholders (if applicable).
F. Staff Notes:
a. Changes communicated to: _____________________________
b. Method of communication: _____________________________
[bookmark: _q754z5zepc6u]21.5 Activity Reviews
A. Technical Advisor Involvement:
a. Involve technical advisors to provide expertise and ensure ad herence to industry standards.
B. Staff Notes:
a. Technical advisors consulted: In this most recent, inaugural, review, Andrew Callinicos was contacted to advise on Water Safety and the development of the Beach & River activity SOPs. Andrew is a highly experienced Surf Lifeguard and the Head Coach of Ocean Beach Surf Lifesaving Club. 
C. Evaluation of Specific Elements:
a. Assess activity procedures, equipment, and participant safety measures.
b. Evaluate the impact of environmental and site-specific factors.
D. Staff Notes:
a. Procedures and equipment evaluated: _____All as new______________
b. Environmental factors considered: _____________________
E. Documentation:
a. Record findings, including areas for improvement, implemented actions, and outcomes.
F. Staff Notes:
a. Findings recorded: ____________________________________
[bookmark: _pbw6i9w6im7a]21.6 Steps for a Comprehensive Review
A. Preparation:
a. Assemble all relevant documents, including:
i. Complaints, audit findings, reports, and incident reviews.
ii. Legislative and guideline updates.
b. Define the scope and objectives of the review.
B. Staff Notes:
a. Documents gathered: _________________________________
b. Scope and objectives defined: ________________________
C. Review Process:
a. Conduct a systematic evaluation of the SMS and activities.
b. Engage staff and technical advisors as required.
c. Document observations and findings.
D. Staff Notes:
a. Observations and findings: ___________________________
E. Post-Review Actions:
a. Develop an action plan for improvements based on findings.
b. Assign responsibilities for implementing changes.
c. Communicate updates and new procedures to relevant parties.
F. Staff Notes:
a. Action plan created: _________________________________
b. Responsibilities assigned: ___________________________
G. Follow-Up:
a. Monitor the implementation of improvements.
b. Evaluate the effectiveness of changes during the next review cycle.
H. Staff Notes:
a. Follow-up actions: ___________________________________
[bookmark: _acverbrsiwyg]21. 7 Documentation and Record Keeping
A. Maintain records of all SMS reviews, including:
a. Review schedules.
b. Review findings and action plans.
c. Evidence of communication and implementation.
B. Staff Notes:
a. Records maintained: _________________________________
21.8 Conclusion
Conducting regular, thorough reviews of the SMS is essential to ensure the safety and wellbeing of participants, staff, and stakeholders. By following this process, KOA can maintain a robust and effective safety management framework, aligned with its commitment to excellence in outdoor adventures.
21.9 Date of Last Review:
Date SMS Version 1.1 Reviewed: 02/02/2025
Reviewed By: Kieran Kruger
Title: Director
Next Review Date (if not before): 02/02/2026
[bookmark: _tq0teyti21zf]Supporting Documentation:
[bookmark: _933zejmco8sp]22.0 Incident Report Form
Purpose: This form is used to document and report any incidents, near-misses, or hazards occurring during KOA activities. This helps us improve safety measures and comply with the Health and Safety at Work Act 2015.

[bookmark: _9qslphm50qv]1. Basic Information
· Date of Incident: ___________________________
· Time of Incident: ___________________________
· Location of Incident: _______________________

[bookmark: _3uc83f43ypu0]2. Person(s) Involved
· Name(s): ___________________________________
· Role (e.g., Participant, Staff, Volunteer): ____________________
· Contact Details: ____________________________

[bookmark: _nsedterre642]3. Incident Details
· Type of Incident (tick all that apply):
· Injury
· Near-miss
· Hazard Identification
· Property Damage
· Other (specify): ___________________________
· Description of Incident:
(Provide a detailed account, including what happened, how it happened, and any contributing factors.)

· Was this incident related to a specific activity?
· Yes (specify): _______________________________
· No

[bookmark: _71kd2ndd642p]4. Immediate Response
· Actions Taken at the Time:
(e.g., first aid administered, equipment secured, activity paused)

· Person Responsible for Initial Response:
Name: ____________________________ Role: ____________________
· Were Emergency Services Contacted?
· Yes (specify service and time): ___________________________
· No

[bookmark: _rrv7w1uv7nyt]5. Witness Information
(If applicable, provide details of any witnesses to the incident.)
· Name(s): ____________________________________
· Contact Details: _____________________________

[bookmark: _zc6si6vjzrkj]6. Injury Details (if applicable)
· Nature of Injury:
(e.g., cut, sprain, burn, etc.)

· Body Part(s) Affected:

· Treatment Provided:
(e.g., first aid, medical treatment, hospitalization)


[bookmark: _vwu839l5dgyk]7. Hazard Identification and Prevention
· Was a hazard identified as a contributing factor?
· Yes (specify): _______________________________
· No
What actions can be taken to prevent a similar incident?
(Provide recommendations for reducing risk in future.)
What are the resulting changes required to KOA’s SMS? If changes are recommended, notify management.

[bookmark: _vmo42c740q6i]8. Reporting and Follow-Up
· Reported By:
Name: ____________________________ Role: ____________________
Signature: _________________________ Date: _________________
· Reviewed By (Management):
Name: ____________________________ Role: ____________________
Signature: _________________________ Date: _________________
· Follow-Up Actions Taken (Including Notification to Certifying Body:
(e.g., updated risk assessment, equipment maintenance, staff training)


[bookmark: _fb6zy6x2bmee]9. Attachments (if applicable)
· Photos of the incident or hazard
· Medical report
· Witness statements
· Other (specify): __________________________

Privacy Statement:
The information collected on this form will only be used for safety purposes and to meet legal and compliance requirements.
Office Use Only:
Incident Reference Number: _________________________
23.0 Staff Training & Induction Acknowledgement Form
Purpose
This form confirms that the staff member has completed the induction and training process as outlined in the KOA Staff Induction Plan and understands their roles, responsibilities, and obligations under KOA policies and New Zealand regulations.

Staff Member Details
· Full Name: _______________________________________________
· Position/Role: ____________________________________________
· Start Date: ______________________________________________

Acknowledgment
I, the undersigned, acknowledge the following:
1. Completion of Induction and Training
· I have completed the KOA induction and training program, which includes:
· Orientation to KOA’s mission, values, and policies.
· Safety training, including risk management systems, hazard identification, and emergency procedures.
· Child protection training and understanding of KOA’s Child Protection Policy.
· Competency assessments, including a 200m open water swim test and first aid scenarios.
· Role-specific training and on-the-job supervision.
2. Understanding of Policies and Standards
· I understand and will adhere to the KOA policies, including the:
· Child Protection Policy.
· Safety Management Systems.
· Supervision and Conduct Guidelines.
· I will comply with the relevant New Zealand legislation and guidelines:
· Safety Management System Requirements for Adventure Activity Operators 2023.
· General Guidance for Organised Outdoor Activities 2018.
· Work Health & Safety 2015.
3. Commitment to Safety and Professionalism
· I will prioritize the safety and well-being of all participants, colleagues, and myself during all activities.
· I will uphold the values and mission of KOA in all aspects of my work.
· I understand that KOA has a zero tolerance drug / alcohol policy 
· I understand that I can seek assistance at any time during my employment, especially during an activity.
4. Ongoing Training and Compliance
· I understand the requirement for annual refresher training, maintaining current first aid certification, and participating in emergency drills.
· I will notify KOA management of any changes to my medical, competency, or legal status that may affect my role.

Staff Declaration
I hereby confirm that I have read, understood, and agree to comply with the KOA Staff Induction Plan and all related policies and procedures.
Staff Signature: ___________________________________________
Date: _________________________________________________

Manager Declaration
I confirm that the above-named staff member has completed the induction and training process in accordance with KOA’s policies and standards.
Manager Name: _________________________________________
Manager Signature: ______________________________________
Date: _________________________________________________
24.0 Safety Equipment Inspection Formal Inspection Form 
Rationale:
The safety and well-being of tamariki (children) in our care is of paramount importance. As part of our commitment to maintaining high standards of safety, we use a two-pronged approach to equipment inspection. Before each use, our team performs a thorough visual check to ensure that all safety equipment is in good working order. Additionally, an annual formal inspection is conducted to assess the condition of our equipment and ensure compliance with all relevant safety standards. This record serves as a tool to document both pre-use checks and the annual formal inspection process.

[bookmark: _w84c9ga0y8vk]24Equipment Inspected:
1. First Aid Kit and Contents
· Pre-use Inspection:
· Contents are complete and within expiry dates
· Kit is clean, undamaged, and easily accessible
· Annual Inspection:
· Restock as necessary
· Check all items are in good condition and comply with current standards
2. Fire Extinguisher
· Pre-use Inspection:
· Clear access to the fire extinguisher
· Pressure gauge is in the green zone (if applicable)
· No visible damage or obstructions
· Annual Inspection:
· Check expiry date
· Full functionality check (by certified professional)
· Replace or service as necessary
3. Rescue Tubes
· Pre-use Inspection:
· No visible tears, holes, or damage
· Secure and intact handles and straps
· Annual Inspection:
· Check buoyancy and material integrity
· Clean and disinfect if necessary
4. Activity Resources
· Pre-use Inspection:
· All equipment is appropriate for the activity and in working order
· No sharp edges or hazards present
· Annual Inspection:
· Review condition of equipment
· Repair or replace items as necessary

[bookmark: _dc5kyedb2ko]Space for Additional Equipment (to be added over time):
· [Equipment Name]
· Pre-use Inspection:
· [ ]
· Annual Inspection:
· [ ]
· [Equipment Name]
· Pre-use Inspection:
· [ ]
· Annual Inspection:
· [ ]

Inspector Name:
Date:
Signature:
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