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Health and Safety  

Management System Manual 

Message from the Managing Director 

 The Blackley Group of Companies are committed to ensuring our workers and contractors have a 

safe place to work and strive to achieve positive outcomes for the environment and the community 

we work in. We operate a Health and Safety Management System that describes the processes 

workers and contractors are required to follow in order to achieve our objectives. This system enables 

us to manage our health and safety risks and to drive improvements.  Our health and safety system is 

most effective when we consider it to be part of our daily approach to work. 

 

Kevin Blackley 

Purpose of the manual  

This manual sets the context of the Health and Safety Management System, and provides a 

description of the key management system elements. These elements describe what the management 

system aims to achieve rather than how it is achieved. The procedures, reference documents, forms 

and registers that sit below each element provide the detail of how Blackley’s intends to achieve the 

element outcomes. 
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1. Introduction  

At Blackley’s we conduct ourselves and our business with due care and in compliance with relevant laws 
and regulations.  We have an overriding duty to ensure the health and safety of our workers and to 
minimise the health and safety risks to our customers and the communities in which we operate.  

2. Scope 

This document applies to the following Blackley Group of Companies 

 Blackley Group Ltd  

 Blackley Equipment Ltd 

 Blackley Construction Ltd 

For the purpose of this document the Blackley Group of Companies will be referred to as Blackley’s. 

The Health and Safety at Work Act 2015 and supporting Regulations sets the minimum standard of 
occupational health and safety that has to be delivered by employers, contractors, subcontractors the 
self-employed/sole traders (PCBUs).   

This manual is prepared to describe Blackley’s approach to managing risk and methods to control those 
risks. 

3. References 

Health and Safety at Work Act 2015 

Health and Safety at Work (General Risk and Workplace Management) Regulations 2016 

Health and Safety at Work (Mining Operations and Quarrying Operations) Regulations 2016 

Health and Safety at Work (Worker Engagement, Participation and Representation) Regulations 

2016 

AS/NZS 4801:2001 Occupational Health and Safety Management Systems 

AS/NZS 4804:2001 Occupational Health and Safety Management Systems – General Guidelines 

on principles, systems and supporting techniques 

4. Health & Safety Management System Requirements (HSMS) 

4.1. General Requirements 

Blackley’s shall establish and maintain an HSMS in accordance with the requirements set out in 
this manual. 

4.2. Health and Safety Policy 

Blackley’s has a functional health and safety policy that is reviewed two yearly and signed by the 
company Directors. 
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4.3. Commitment 

Blackley’s is committed to providing and maintaining a safe and healthy work environment for our 
workers, contractors, customers, and visitors.  Our responsibility extends to ensuring our 
operations do not place the local community at risk. 

The Blackley management team is committed to continual improvement of the HSMS with the 
objective of continuous review and where identified, improvement to the company health and 
safety performance for the benefit of its workers, clients, contractors, suppliers and the 
protection of the general public who are in the lawful vicinity of our work activities. 

4.4. Objectives and Targets 

To fulfill our commitment we will: 
  

 Ensure compliance with all legislative requirements 
 

 Provide and maintain a safe working environment and safe systems of work 
 

 Maintain and communicate written procedures and instructions to ensure safe systems of 
work  
 

 Provide measurable objectives and targets, ensuring continuous improvement to our 
safety performance  
 

 Provide appropriate information, training and supervision to our people, contractors and 
visitors  
 

 Ensure timely rehabilitation and return to work plans for work and non-work related 
injury and illness. 

 
The review of Health and Safety Objectives and Targets is an integral part of the Blackley business 
planning process.  The underlying drivers when reviewing the objectives are based on the 
company’s continual commitment for improvement in health and safety. 

The following steps assist in ensuring legislative requirements are met at the highest level, and 
the ongoing maintenance of our ACC Tertiary health and safety accreditation for our Workplace 
Safety Management Programme, and assist with our growing workplace culture on our mission of 
zero harm in all aspects of Blackley’s business in alignment with our commitment for delivery of 
Innovative Construction Solutions by: 

 Continuous promotion of a workplace culture where health and safety is built into “the 
way we do business” at Blackley’s. 
 

 Annual review of  our health and safety performance using recognised industry measures 
and setting of targets that will give all levels of the business clear objectives for being 
recognised as one of the top health and safety performers in the industry 

 

 Working with the Health and Safety Representatives and Committee looking at ways for 
achieving a high level of employee involvement in health and safety matters 
 

 Continually seek to achieve reductions in both costs of incidents and the impact they have 
on injured workers through effective rehabilitation and claims management 
 

 Continually seek to achieve reductions in costs of plant damaged by ensuring we have 
skilled workforce and work activities are well planned 
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The Management Compliance Team determines the health and safety objectives following 
employee consultation.  Key performance indicators that are consistent with the objectives are 
developed for ensuring continuous improvement to company performance. 

4.5. Legal and other Requirements 

Understanding our legal and other obligations allows management to ensure the activities of 
Blackley’s, our contractors and visitors comply with business health and safety requirements.  

The HSMS, including our policies, elements, procedures and plans must deliver compliance with 
the legal requirements that are relevant to the particular activities and place of operation.  

In order to ensure compliance with legal and other requirements Blackley’s: 

 Identifies and accesses applicable laws, regulations, approvals, licences, agreements and 
permits 
 

 Has a process for tracking them for currency and relevance 
 

 Ensures they are covered by the HSMS 
 

 Implements processes to check that requirements are being met 

Continuous reviews are undertaken to ensure that Blackley’s has correctly identified and 
understands its legal obligations in respect to compliance with health and safety requirements.  
Records of these reviews are maintained. 

A register of Acts and Regulations, Standards, Codes of Practice and industry information is 
maintained.  Employees are kept informed through the Health and Safety Committee, the calling 
of special meetings, monthly breakfast meeting and training awareness programmes 

4.6. Consultation 

Blackley’s is committed to consultation with employees, contractors, subcontractors and clients 
on matters relating to health and safety.  The company has a health and safety committee who 
are actively involved in the consultation process. 

The company monitors the effectiveness of its consultative procedures and where identified will 
modify existing methods or where necessary develop new procedures to enhance its consultation 
procedure. 

Blackley’s actively encourages feedback on hazard control measures and emergency procedures 
and requires employees to participate in Site Specific Hazard Identification and Control processes, 
Tool Box Meetings and carrying out Plant Inspections as part of their daily responsibilities. 

Blackley’s is proactive in seeking feedback on policy and procedural matters that are under review 
or development.  Comments received are taken into consideration with feedback given to 
individuals and through the Health and Safety Committee. 

4.7. Periodic Review   

Blackley’s undertake reviews of policy and procedures to ensure they are appropriate for our 
environment that can be subject to frequent change.  Reviews can also be triggered as a result of 
incident and near miss recommendations, the identification of improvement opportunities and by 
client requirements. 
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All documentation and accompanying forms are controlled documents.  A Review Schedule is 
maintained of dates and is managed by the Health and Safety Manager.  All changes to 
documents are reviewed by the Health and Safety Committee. 

4.8. Planning for the Identification of Hazards and Control of Risk 

Blackley projects are very diverse and cover: 

 Office environments 

 Workshops  

 Depots 

 Quarry and shingle plant 

 Excavation activities involving specialist trenching systems 

 Installation of utility services 

 Operation of sophisticated trenching equipment 

 Hot Mix and concrete reinstatement services 

 Specialist activities on Wind Farms 

 Rural drainage design and build 

 Rural Effluent design and build 

 Rural drain cleaning 

 Forest road/track construction 

 Specialist plant design and build 

 
Blackley workers are required to work at many different locations and situations therefore a 
robust procedure has been developed for the identification, assessment and control of hazards 
and risks including the provision of preventative controls, PPE and monitoring where appropriate. 

Blackley’s has an expectation that workers at all levels put a combined effort into identifying the 
common hazards and risks that they face while undertaking their duties.  All Hazards and risks are 
assessed against the steps of elimination and minimisation, with minimisation taking into 
consideration substitution, isolation, engineering, or administrative controls and personal 
protective equipment. 

A Hazard and Control Register covering the following work areas is maintained: 

 Office 

 Depot  

 Workshop 

 Shingle Plant/Quarry 

 Wind Farms 

 Trenching Town 

 Trenching Rural 

 Trenchless Bursting 

 Trenchless Ramming 
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 Trenchless Drilling 

 Forestry Construction 

 Tree Work 

 Plant and Equipment 

 Physical and Environmental 

 Hazardous Substances 

 Other Activities 

The register provides details of the hazard and method to be used to eliminate, or minimise the 
risk.  Job Safety and Environment Analysis is a key part of the planning process for more major 
projects which provide a step by step analysis to identify potential impacts so appropriate 
controls are put in place.  This is also supported by project specific Quality Assurance 
Methodology Statements. 
 
Blackley employees, contractors and subcontractors are required to undertake a Site Specific 
Hazard Assessment prior to the start of work each day, and at regular intervals during the course 
of the work or where planned work changes. This is supported by a prestart Tool Box Meeting 
process and the use of Bulletins covering safe work practices.  The company maintains a 
documented procedure for the identification and control of hazards.   

4.9. Health and Safety Planning 

Blackley’s prepares project specific health and safety management plans where required by 
clients or the nature of the project is such that special procedures are required to ensure the 
safety of workers and subcontractors. 
 
On the completion of a project, a review is carried out analysing all incidents and near misses to 
assess lessons learnt against company processes and procedures and making amends as 
necessary to reduce the likelihood of similar events occurring on future projects. 

4.10. Contractor and Subcontractor Management 

Blackley’s has a comprehensive contractor and subcontractor procedure in place covering 
employers and the self-employed/sole trader.  The procedures assess the contractor’s health and 
safety and environmental process where they are classified as “safety acceptable” or “safety not 
acceptable”. 

4.11. Awareness Training and Competency 

Blackley’s ensure that any person under its control who performs tasks that may impact on health 
and safety is competent on the basis of appropriate education, training and experience and 
identifies training and competency requirements associated with its health and safety risks.   

Position descriptions define a ‘snapshot’ of qualifications and required experience at the point of 
entry to Blackley’s.  These position descriptions are based on the activities undertaken and the 
relevant competencies to perform them.  Revised competencies and training needs are identified 
during the performance review process and captured in individual performance development 
plans.  

Blackley establishes; implements and maintains procedures to ensure awareness of: 

 Expected health and safety behaviours for workers, contractors, and visitors 
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 The actual or potential health and safety consequences of their work activities, their 
behaviour, and the health and safety benefits of improved personal performance 
 

 Roles and responsibilities and importance in achieving conformance to health and safety 
policies and procedures, and to the requirements of the health and safety management 
system 
 

 The potential consequences of departure from specified procedures  

Health and safety training programs are developed and maintained.  The programmes: 

 Are based on training needs analysis of health and safety requirements 

 Provide appropriate delivery methods to cater to varying work situations 

 Cover employees and contractors, as indicated by need 

 Include evaluation of effectiveness of training 

 Maintain records of training and competency 

Training covers a wide range of activities with the following list providing an overview: 

 Induction of new workers into company systems and procedures 

 Induction of workers that move to new positions within Blackley’s 

 Safety  training that is part of the NZQA Framework 

 Site Safe NZ passport and gold card training 

 First aid training 

 Underground service identification and safe digging techniques 

 Management of Archeological  discoveries 

 Specialist equipment training e.g Drills, Excavators, Trucks etc. 

 STMS and TC training 

 Participation in supplier sponsored training 

 Participation in client sponsored training 

Training is targeted so the required competencies are achieved and maintained to ensure workers 
are capable of performing their roles in a safe manner.  Training programs take into account 
differing levels of authority, responsibility, ability, language skills, literacy and risk. Health and 
safety training records are maintained. 

5. Implementation 

Blackley’s HSMS is based on the premise that Health and Safety is everyone’s responsibility: 

 Resources 
The management team will provide the resources required to implement, maintain and enhance 
the HSMS for ensuring an ongoing high level of safety performance. 
 
Blackley has a highly skilled management team and experienced workforce.  To ensure the 
company commitment for delivery of Innovative Construction Solutions Blackley’s does source the 
assistance of outside service providers as the need is identified to supplement its own in-house 
expertise.   
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 Responsibility and Accountability 
All Blackley employees are responsible for collectively and individually identifying hazards that 
could give rise to reasonably foreseeable risks and to take reasonably practicable steps to ensure 
no worker or other people affected by work activities come to harm.   

This is achieved by management actively participating in health and safety activities, being 
involved in hazard identification and control, identifying worker training needs, monitoring safety 
performance and auditing compliance with the HSMS. 

6. Visitors to Blackley 

Visitors to the Blackley office, depots or worksites are accounted for by signing a visitor register or onto 
the Worksite Daily Tool Box Form where they are advised of hazards and controls, PPE requirements and 
emergency procedures.  Where necessary, visitors will be escorted around the workplace and receive 
induction appropriate to the nature of their visit and the site hazards to which they may be exposed. 

7. Consultation, Communication and Reporting 

7.1. Consultation 

Blackley’s structure allows the company to consult with its worker in several ways: 

 The Managing Director carries out site visits where health, safety and environment matters 
are observed and discussed  
 

 Contract Managers carry out site visits and have daily briefings with project  Supervisors 
 

 Supervisors and/or Foreman are on site with employees daily. The day starts with a Tool 
Box Talk followed by ongoing monitoring of activities throughout the day 
 

 The Health and Safety Manager carries out random site visits to observe work practices and 
standards and to hold open discussion on health and safety 
 

 A Health and Safety Committee has been established as part of the Company Employee 
Participation System meeting two monthly.  The committee operates in a manner that 
ensures relationship between managers and employees is supported and encouraged 

7.2. Communication 

Blackley communicates health and safety information to workers, contractors and subcontractors 
in a number of ways, for example: 

 The Company Directors hold a monthly breakfast to acknowledge good performance and 
training achievements, discuss the direction of the business, areas of concerns and where 
improvement is needed and the outcome of recent investigations 
 

 The Blackley Bulletin is published to provide information on investigation outcomes and 
safe work procedures 
 

 Emails are displayed on the staffroom notice board covering Worksafe NZ information etc 
 

 Health and Safety Committee minutes are made available across the business 
 

 Contract Managers and Supervisors hold team briefings where health, safety and 
environmental matters are discussed 
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 Key messages are also communicated to Contractors, Subcontractor and clients when 
appropriate 

7.3. Reporting 

Contract Managers, Supervisors and employees are required to carry out reporting at several 
levels: 
 

 Recording of information on Plant Daily Inspection Form 
 

 Recording of information on Daily Tool Box Form 
 

 Recording of Project Information at the end of a working day on a Daily Log 
 

 Accurate reporting of accident and near miss events 
 

 A monthly compliance meeting is held between the Managing Director, Contracts Manager, 
Human Resource Manager and Health and Safety Manager for reporting and discussing 
health and safety issues 
 

 The Health and Safety Committee meet two monthly to discuss incident reports and any 
other reports relevant for the purposes of gathering information for reporting back to the 
wider workforce 

8. Plant, Equipment, Assets and Operations 

Our asset operation, maintenance, inspection and testing is managed so that health and safety risks are 
identified, assessed, managed and controlled.  

 Blackley’s identifies and controls those operations and activities that have associated hazards in 
order to manage health and safety risks.   
 

 Asset management processes ensure that when assets are modified, upgraded or maintained 
(including when assets are acquired or sold) that may involve health and safety risks, these risks 
are identified and managed.  
 

 People operating and maintaining equipment are suitably competent and, where applicable, hold 
relevant formal qualifications.  
 

 Systems are established, documented and maintained to ensure the ongoing integrity and safety of 
plant and equipment. These: 
  
 Include procedures for maintenance, inspection, testing, calibration and certification of 

equipment 
 

 Are applied at frequencies appropriate for the level of risk associated with the equipment, 
legal and/or manufacturer’s requirements.  
 

 Equipment that is new, or is returned to service following maintenance or modification, is subject 
to inspection and testing prior to being returned to service to ensure that operational integrity is 
maintained.  
 

 The frequency of scheduled maintenance, inspections, checks, tests and calibration  is determined 
with consideration of the level of risk associated with the equipment and recognised industry 
elements and/or manufacturer’s or other requirements. 
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9. Documentation  

Blackley’s HSMS documentation is controlled and managed to ensure currency and relevance.  Record 
management requirements are set for the Management System that: 

 Ensures documentation that outlines or describes health and safety activities is in place and kept 
up to date.  Activities are identified through the hazard identification and risk management 
process.  
 

 Documentation includes policies, procedures, manuals, reference documents, plans, registers and 
forms.   
 

 Documentation is identified, securely stored, readily retrievable, and has established associated 
retention review and archive periods.  Documentation may be stored electronically.  
 

 Health and Safety documents have a nominated custodian responsible for the management of 
documents.  This includes reviewing and updating of documents to ensure currency of information.  
 

 A process is implemented to manage changes affecting HSMS documentation. 
  

 Health and Safety records must be accurate, identifiable, legible and retrievable.   

Blackley’s health and safety documentation consists of this manual which is supported by a number of 
procedural documents within the company Business Management System documentation. 

 Work Procedures 

Work procedures have been developed across key areas of the business and are available 
electronically and in hard copy 

 Risk Management 

A comprehensive hazard identification and control procedure covers all areas of Blackley’s 
operation.  

 Emergency Preparedness and Response 

Emergency procedures are covered in the Incident, Accident and Emergency Procedure 
Document.  At the office and depot, emergency procedures are posted in prominent positions 
with wardens being appointed and trained.  Trial evacuations are held 6 monthly. 

In the field Job Packs have a card with emergency contact details supported by information on 
what to do in an emergency.  Emergency preparedness is part of the Daily Tool Box Meeting 
process where evacuation points are set and the name of the First Aider is recorded.  The 
procedures have an annual review to ensure they are current for key contacts and dealing with 
different types of emergencies.    

 Job Packs 

Job Packs are issued for every project.  The packs hold all the necessary information for ensuring 
quality product delivery which includes health and safety.  

9.1.     Health and Safety Annual Review  

 
The Health and Safety Committee undertakes an annual review of all aspects of the Company’s 
Health and Safety Management System.  Senior management, management and employee 
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representatives are consulted to ensure the ongoing effectiveness and continuous improvement 
to safety.  The Health and Safety Manager is responsible for arranging and coordinating the 
review.  The annual review is conducted using the ACC WSMP Self-assessment audit tool.   

10. Measurement and Evaluation 

10.1. Worker Screening 

Blackley carry out pre-employment health screening to assist in determining that an applicant is 
fit for purpose, and to set a baseline on their current health status.   

10.2. Vaccinations 

All workers, where the role requires it have Tetanus vaccinations and where there may be 
exposure to sewers and other contaminated ground Hepatitis vaccination. 

10.3. Drug and Alcohol Tests 

All applicants for job positions are tested for Drugs and Alcohol prior to being offered a position at 
Blackley’s.  Where it is thought worker behaviour is such to raise concern for their, or other 
workers safety, and following an incident, testing will be carried out by a recognised Drug Testing 
Agency 

11. Incident and Near Misses 

Blackley has a documented procedure for carrying out investigations into incidents and near miss events.  
Events of a minor nature are investigated by the x Supervisors with the support of Contract Managers 
and the Blackley Group Health and Safety Manager.  All events requiring medical treatment, an insurance 
claim, the assistance of emergency services or certain client requirements are also investigated by the 
Health and Safety Manager. 

Any corrective and/or preventative measures required to enhance system or procedural matters will be 
introduced across the business 

12. Return to Work  

Blackley’s has a Return to Work Policy with an objective to ensure all sick and injured workers return to 
work with no further aggravation to the illness or injury 

13. Records and Records Management  

Records are maintained in the following areas: 

 Incident and near miss investigation forms 
 

  Emergency procedures 
 

 Complete records for project activities 
 
 Plant Daily Inspection Sheets 

 Daily Tool Box Meeting Forms 

 Daily Log 

 Site Specific Safety Plans 

 

 Site Specific Hazard Identification Forms 
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 Training records 
 

 Test results for inspection and testing of plant, equipment and PPE 
 

 Health screening  
 

 Health and safety audits and reviews 
 

 General health and safety information 

14. Management Review and Internal Audits 

HSMS and plans are monitored and evaluated to identify trends, measure progress, assess conformance 
and drive continual improvement.  Audits provide a formal method of assessing our conformance with 
the HSMS and plans, and compliance with legal and other requirements, measured against Blackley’s 
objectives and key performance measures.  

Audits are conducted with appropriate objectivity and impartiality.  Procedures are in place to define the 
process to plan and conduct Health and Safety audits and evaluate Health and Safety performance.  This 
process gives consideration to the level of Health and safety risk, the identification of non-conformances, 
hazards, compliance with legal and other requirements, and previous audit and inspection results.  

Every element of the HSMS is audited at least once over a three-year period.  Audits recognise good 
performance where appropriate.  


