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Health & Safety - Our Commitment 

Your safety is our concern. We are serious about the safety and 
wellbeing of our community and those we work with. We are 
committed to ensuring our assets are operated in a safe manner, 
and that we are doing everything we reasonably can to prevent 
injuries and ill health to ensure everyone returns home safely at the 
end of each day.   
 
We are focused on ensuring health and safety is considered with 
everything we design, operate and maintain. We believe that safety 
is everyone’s responsibility, and our workplace culture reflects this. 
 
New Zealand’s Health and Safety at Work Act 2015 expects all 
Persons Conducting a Business or Undertaking (PCBUs) to 
proactively manage workplace health and safety. If you are a 
volunteer or someone else who doesn’t fall into this category it is 
just as important for you to be actively involved in the health and 
safety of everyone involved in events at our venues. 
  
As the venue operator and a PCBU, our duty of care to our workers, 
clients, service delivery partners, suppliers and general public 
includes the pursuit of best practice to achieve a healthy and safe 
environment for all within our venues footprint.  
 
It is essential to consult, cooperate and coordinate with other PCBUs 
whose workers are affected by the venues activities. This includes 
you, ours and our hirers volunteers, casual staff, contractors, and 
visitors to our venues.  
 
Our success in health and safety depends on everybody being 
accountable for the wellbeing of others while they are in our 
venues. We all have a right to a healthy and safe work environment, 
and the only way we can achieve this is by working together.  
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The Health & Safety at Work Act 2015 (HSWA) 

 
The main purpose of HSWA is to provide for a balanced framework 
to secure the health & safety of workers and workplaces by: 
 

• protecting workers and other persons against harm to their health, 
safety and welfare by eliminating or minimising risks arising from 
work 

• providing for fair and effective workplace representation, 
consultation, cooperation, and resolution of issues 

• encouraging unions and employer organisations to take a 
constructive role in promoting improvements in work health and 
safety practices and assisting PCBUs and workers to achieve a 
healthier and safer working environment 

• promoting the provision of advice, information, education, and 
training in relation to work health and safety 

• securing compliance with the Act through effective and appropriate 
compliance and enforcement measures 

• ensuring appropriate scrutiny and review of actions taken by 
persons performing functions or exercising powers under the Act 

• providing a framework for continuous improvement and 
progressively higher standards of work health and safety. 

The legislation is designed to be flexible and workable for both 
small and large businesses and undertakings without imposing 
unnecessary compliance costs. 
 
The work health and safety legislation: 
 

• reflects modern working relationships 

• places obligations on the people who create risk and are best placed 
to manage it 
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• provides for worker participation and the sharing of health and 
safety information 

• has regulations which describe certain requirements to be met for 
certain duties 

• integrates the regulation of workplace use of hazardous substances 

• has a responsive enforcement regime. 

 

What is a PCBU? 

A PCBU is a ‘person conducting a business or undertaking’. A PCBU 
may be an individual person or an organisation. A ‘business’ is a 
profit-making entity, whereas an ‘undertaking’ may not be 
commercial in nature. HSWA places duties on all PCBUs. 

 
 

Information for Contractors 

Are you a contractor? 

You are a contractor if you are engaged to perform a service and are 
not directly employed by Venues & Events Palmerston North. 

You may or may not have a written contract and may be paid for the 
performance of one-off or ad-hoc work. 
Contractor or contractors also refer to any person/s employed by 
the original contractor outside of the original contract to conduct or 
to assist in conducting work.   
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Responsibilities of a Contractor 

• You are required to be an approved contractor of the 
Palmerston North City Council  

• You will comply at all times with the venue’s health and safety 
policies and procedures and take all reasonably practicable 
steps to ensure that no act or omission is a breach of any 
duty or obligation under the requirements of the Health and 
Safety at Work Act 2015 

• Upon the request at any time submit to, and fully co-operate 
with any safety process reasonably required by the venue 
and provide documentation relating to the contractors own 
safety policies and procedures 

• If you are planning to use any classified dangerous or 
hazardous goods or materials you will be required to advise 
the venue of this prior to your arrival and supply a detailed 
Health & Safety Plan regarding the use and storage of such 
items. 

• Fully co-operate with the venue and any other parties as 
necessary to ensure that all reasonably foreseeable risks to 
health and safety are eliminated or minimised 

• You must immediately notify a member of the venue staff of 
any hazards or risks to health and safety which may affect 
the safety of any persons within the venue. 

• You must immediately notify the venue operator of any 
incident or accident it becomes aware of at the venue 
involving any equipment or any of the venue operator’s 
employees or the contractors staff and you will be required 
to provide assistance as may be necessary to conduct any 
incident or accident investigation. 

• You must ensure that all sub-contractors or invitees employed 
or invited by you working or otherwise at the venue must 
also act in accordance with and at all times comply with the 
venue’s Health & Safety policies and procedures 
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Information for Volunteers 

 

Are you a volunteer? 

You are a volunteer if you do work that you don’t receive payment 
or reward for. You may be reimbursed for out-of-pocket expenses, 
for example, you may be reimbursed for your petrol expenses if 
your volunteer work requires you to drive. You may also be a part of 
a volunteer association where the association is receiving a donation 
for the work being carried out. 

 

What is a volunteer association? 

A volunteer association is a group of volunteers working together 
for a community purpose who do not employ any person under a 
contract of service. Purposes could include the promotion of art, 
culture, science, religion, education, medicine, or to support a 
charity, sport or recreation activity. 

Volunteer associations do not have health and safety duties under 
HSWA, as they are not PCBUs. 

Other volunteer organisations are recognised as PCBUs and have the 
same duties as other PCBUs. 

You are a volunteer if you do work that you don’t receive payment 
or reward for. You may be reimbursed for out-of-pocket expenses, 
for example, you may be reimbursed for your petrol expenses if 
your volunteer work requires you to drive. 
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Responsibilities of a Volunteer 

If you’re a volunteer you must take reasonable care of your own 
safety and take care not to do anything which could harm another 
person. You should follow all reasonable safety instructions given to 
you by the PCBU, so that they can comply with their obligations 
under HSWA and its regulations (these are the duties of other 
persons at workplaces). 
 
If you’re a volunteer worker, you have the same health and safety 
duties as paid workers. In addition to the duties above you must also 
cooperate with any reasonable health and safety policy or 
procedure of the PCBU, as long as this has been notified to you. 

Reasonable care means that you should do what a reasonable 
person would do in the same circumstances. This is for you to 
determine; however, the following considerations may be helpful: 
 

• the skills and knowledge you have 

• what the risks and outcomes are 

• the resources you have available & some steps you can take include: 
• only doing tasks that have been assigned to you 

• only doing tasks that you have been trained to do or are familiar 
with 

• not doing tasks that you think are unsafe 

• reporting new hazards and risks to the PCBU 

• being familiar with the PCBU’s health and safety policies and rules 

• providing feedback on health and safety issues 

• using any personal protection equipment that is provided, and 
storing and maintaining it as instructed 

• participating in health monitoring programmes. 
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The Venue also has responsibilities to you! 

A PCBU must ensure, so far as is reasonably practicable, the health 
and safety of: 
 

• workers who work for the PCBU, while the workers are at work in 
the business or undertaking 

• workers whose activities in carrying out work are influenced or 
directed by the PCBU, while the workers are carrying out the work. 

A PCBU must also ensure, so far as is reasonably practicable, that 
the health and safety of other people is not put at risk from work 
carried out as part of the business or undertaking. This duty is owed 
to volunteers who are not volunteer workers. 
A PCBU must ensure, so far as is reasonably practicable, that 
volunteer workers have: 
 

• A work environment that is free from risks to health and safety. This 
can include risks of physical harm such as injuries and ill health and 
risks to your psychological health. 

• Safe equipment, structures and systems of work. 

• Safe use, handling, and storage of plant, substances and structures. 

• Adequate and accessible welfare facilities such as toilets, drinking 
water, washing and eating facilities. 

• The necessary information, training, instruction, or supervision to do 
the work safety. For example, it may be necessary for you to receive 
an induction, personal protective equipment, emergency plans, 
support dealing with clients who may have challenging behaviours. 

• The monitoring of worker health (where relevant) and the exposures 
at the workplace, for the purpose of assessing the effectiveness of 
controls. 
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House Keeping & Safety Procedures 
 

Please familiarise yourself with the venue  
House Keeping & Safety Procedures 

 

• Toilet Facilities are located in All Arenas and are clearly 
identified. 
 

• A First Aid Kit is available from venue Reception located on 
the Ground Floor of the Grandstand. Additional First Aid 
Kits are available in each individual arena. 
 

• A Defibrillator (AED) is located in the venue administration 
office on the Ground Floor of the Grandstand. 
 

• In case of an Emergency Please Exit through your nearest 
marked EXIT Door. 
 

• Evacuation Plans are located at the Entrances to each 
individual arena. 
 

• Evacuation Procedures for all arenas are as per the 
evacuation plan. Please Make Yourself Aware of the 
positions of all Emergency Exits and the Evacuation 
Procedures for each individual arena. 
 

• Assembly Points are Identified on the venue specific 
evacuation plans located at the entrances to each arena. 
 

• Hi-Vis vests must be Worn at all Times during the setup, 
delivery and dismantle of all events. 
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Emergency Evacuation Plan 

Aim: 

The aim of this Evacuation Plan is to ensure that all event attendees, 
staff, contractors and event day staff - volunteers or otherwise in 
the event of an emergency can Act Quickly and Decisively should 
the need to evacuate the venue be required. 
 

Initiation of Evacuation: 

An evacuation will be signalled by the sound of a Continuous Alarm. 
The following services are authorised to initiate an evacuation: 

• NZ Fire Service 

• NZ Police 

• Civil Defence 

• Venue Management 
 

Areas of Responsibility: 

Venue: 
In the event of an evacuation venue fire wardens, Venue Staff and 
security personnel (if contracted for the event) will Evacuate all 
users of The Venue. 

Hirer:  
Must ensure that their attendees are Informed of the details of the 
Evacuation Procedures (provided by the venue) and locations of 
emergency exits at the beginning of the event. 

Attendees, Volunteers, Paid Casual Employees & Contractors:  
Must listen to the housekeeping and safety procedures at the 
beginning of the event. Follow all instructions given by venue staff 
and NZ Fire Service and act in a Safe and Appropriate manner 
during an evacuation.  
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Evacuation Procedures: 
 

Crowd Evacuation Instructions – Arena 1 

- We aren’t expecting anything to go wrong tonight but if an 
evacuation is required can you please take the time now to 
locate and make yourself aware of the nearest EXIT point to 
your location.  

- If you are seated in the embankment seating your exits out of 
the arena are located behind you at the top of the seating and 
down the stairs.  

- If you are seated in the grandstand your exits are the entry 
ramps back onto the concourse and down the stairs at either 
end. 
An evacuation will be signalled by a continuous alarm. Upon 
hearing this alarm, you are required to exit the arena 
immediately.  

- Follow the instructions of the ground announcement and 
security staff.  

- Walk quickly and calmly and avoid panic, do not take personal 
belongings or food and drink with you. 

- Once exited the Arena please make your way to the nearest 
marked assembly area, remain in the assembly area and do not 
re-enter the arena until the all clear signal is given. 
 

Exits and Evacuation Routes 

All evacuation procedures and evacuation routes for each individual 
venue are on display at all entry and exit points. 

Please familiarise yourself with all exit points and evacuation routes 
in each venue. 

If a continuous alarm sounds please leave the building/area you are 
in immediately through the nearest marked exit. Walk calmly and 
avoid panic. Do not take personal belongings or any food and drink 
with you. Wait in the assembly area closest to your exit.  
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Arena 1 - Oval 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



P a g e  | 14 

 

 
 

Arena 1 Grandstand 

Level 0 (Ground Floor)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Level 1 – Concourse  



P a g e  | 15 

 

 
 

Level 2 – Arena Lounge 
 
 
 
 
 
 
 
 
 
 
 

Level 3 – Media & Control 
 
 
 
 

 
 
 
 

Level 4 – JA Russell Supplies Lounge   
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Arena 2 (Fly Palmy Arena) 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Arena 3  
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Arena 4 - B&M Centre & Ballroom  
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Arena 5  
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Assembly Areas 

Each exit point has its own assembly area. Please make yourself 
aware of the assembly areas are in relation to the exits. 

Venue staff and security (if contracted for the event) will be on hand 
to assist you in the evacuation process. Follow all issued 
instructions. 

Do not leave the assembly area until you are allowed to do so. If you 
must leave the assembly area, make yourself known to the Fire 
Wardens or venue staff and explain your reasons. Make sure you 
have been accounted for.  

Remain calmly in the assembly area until he ALL Clear is given and 
do not re-enter any venue until directed by venue staff. 

Obey all instructions given by the NZ Fire Service, Venue Fire 
Wardens and other venue staff.  
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Full Site Plan   
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What to do in an Emergency 

Basic Guidelines 

 
Emergency Response Plan 
 
The Emergency Response Plan includes the Emergency Response 
Process, Staff Communication Plan, and the Response Action Plans 
for dealing with many emergency situations including: 
Fire, Earthquake, Flooding, Gas Leak, Suspicious packages, 
Suspicious Persons, Bomb Threats, Violent Intruder and Serious 
Injury.  
Venue staff or the appropriate Emergency Services will take the lead 
in the case of any of these incidents occurring. 
A copy of the Venue Emergency Response Plan is available 
from the office on the Ground Floor of the Grandstand.  
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Emergency Response Process: 

 

While every event is unique, there are some basic steps to 
follow when responding to any emergency 
  

Emergency Occurs Raise the Alarm Inform the Public

Utilise On-Site 
Emergency Equipment 
e.g. Fire Hose or AED

Call 111
Crowd Management -
Including Evacuation if 

Neccessary

Evacuate People with 
Disabilities

Traffic Management -
Including Emergency 

Vehicles
Incident Control

Liaise with Emergency 
Services

Provide First Aid and 
Medical Assistance
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Response Organisations: 

LAW AND ORDER: 
Unless an emergency call is made, the disposition of NZ Police personnel 
and equipment will be at the discretion of the Officer in charge on the 
event day, subject to other policing requirements.   

FIRE:   
Unless an emergency call is made, the disposition of Fire Service personnel 
and equipment will be at the discretion of the NZ Fire Service Officer in 
charge on the event day, subject to other Fire Service requirements.  
They will take the lead monitoring role of any required Fire Plan and 
Evacuation Scheme.  

MEDICAL SERVICES: 
Dial 111 for an accident or health emergency. 
The staff member who gives the Health & Safety briefing will inform you if 
Medical Services are on site for this event.   

TRAFFIC: 
Traffic Management NZ is responsible for the provision of suitably trained 
staff with Traffic Controller certification to implement the requirements of 
any Traffic Management Plan which is in place.  

SECURITY, EVACUATION AND CROWD CONTROL: 
Red Badge is responsible for the provision of Suitably Certified, trained and 
equipped staff to provide Security Services for the safety of any event 
organisers, contractors, volunteers, venue staff and members of the public 
in and near the Venue including public parking areas and to assist with the 
Site Evacuation Plan.  

SITE CONTROL AND CO-ORDINATION: 
The management site control team of Venues & Events Palmerston North, 
Red Badge Security and NZ Police have the responsibility to ensure a safe 
and enjoyable event for everyone involved. Any decision to Evacuate or 
cancel the event due to public Health & Safety concerns falls within this 
group and will be made collectively with agreement between the 3 parties.   

SITE MAINTENANCE: 
Venues & Events Palmerston North will be responsible on behalf of the 
hirer for the setting up of event requirements at the event site, maintaining 
equipment/utilities during the event, and clearing of the site post event.  
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First Aid 

First Aid Facilities 

FOR ALL ACCIDENT OR MEDICAL EMERGENCIES ALWAYS DIAL 111 

A defibrillator (AED) is permanently on site and accessible. It is 
located on the wall in the corridor next to the Arena administration 
office. 
  
You do not need permission to access the AED if it needs to be used.  
If you are required to use the AED follow the built-in voice 
instructions. 
 

The First Aid Room (If in use for this event) is located at the rear of 
the grandstand. 
 
 

Location of Defibrilator & First Aid Room   
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Providing First Aid 

 

If you are able to do so You Are Required to provide basic First Aid 
to those Who Need It especially in a lifesaving situation. 

Please Follow the below guide through Each Step until you are 
relieved by a qualified First Aider or medical professional then follow 
their instructions.  

 

  



P a g e  | 26 

 

 
 

Risk Management 

 

Risk Identification: 

Central Energy Trust Arena has identified the Risks/Hazards 
associated with holding an event in this specific venue. The 
risks/hazards have been identified, assessed and had controls put 
against them to either Minimise or Eliminate any potential harm to 
venue staff, event organisers, contractors, volunteers and attendees 
of the event.  

 

Risk Assessment Matrix: 

 

All risks listed in the Risk Register have been assessed using the 
below matrix. All appropriate actions taken are based on the Level 
Of Risk.  
 

 

 

 

 

 
  

1 2 3 4 5

Almost Certain 5 5 10 15 20 25

Probably Occur 4 4 8 12 16 20

Possibly Occur 3 3 6 9 12 15

Remote Possibility 2 2 4 6 8 10

Extremely Unlikely 1 1 2 3 4 5

Non-Reportable 

Injury, minor loss of 

Process or slight 

damage to Property

Severity of the potential injury/damage

Reportable Injury, 

moderate loss of 

Process or l imited 

damage to Property

Major Injury, Single 

Fatality, critical loss 

of Process/damage to 

Property

Multiple Fatalities or 

catastrophic loss of 

Business

Minor Injury, 

Insignificant damage 

to Property or 

Equipment 

0 - 5 = Low Risk

6 - 10 = Moderate Risk

11 - 15 = High Risk

16 - 25 = Unacceptable Risk
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Levels of Risk: 

 

Levels of risk and risk management responsibilities 

 

 

 

 

 

 
 
 

Risk Register: 

Central Energy Trust Arena 

No matter the level of risk all identified hazards/risks at the venue 
must be Acknowledged and Documented. 

Hazards/risks listed on the following register are in no particular 
order of importance or severity. 

Outside of this handbook the Risk Register is a Living Document 
which is updated as risks are found/created and either minimised or 
eliminated.  

This handbook will update from time to time to show any changes 
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Hazards 

Existing Identified Hazards 

Please familiarise yourself with all the identified hazards 
which are already present in the venues, and those which 
have the potential to endanger people or property 

  
• Fire – Internal fire – Venue is actively alarmed to warn of fire

 and firefighting equipment is available.  
o If you come across a fire, activate alarm immediately 

and exit the venue. Dial 111. Only attempt to fight the 
fire if it is safe to do so 

• Natural Disaster – Earthquake – All exits are marked and clear
 from obstructions. 

o If an earthquake occurs Drop, Cover and Hold 
immediately. Once safe to do so exit the venue. 

• Power Failure – Sight – All venues have Emergency Lighting 
 supplied 

o If a power failure occurs wait where you are until 
emergency lighting activates and Follow Staff 
Instructions 

• Stairs – Slips, Trips & Falls – All stairs are appropriately lit and
 have handrails and non-slip treads attached 

o Take care on all stairways and Use Handrails provided. If 
for some reason stairs are missing handrails or non slip 
treads or lighting is not working advise venue staff to 
address before proceeding 

• Tripping Hazards – Cables & other items on floor – All cables in
 public areas are taped to floor and other items 
 stored correctly 

o Take Care in all areas and look for tripping hazards when 
entering specific areas. If for some reason cables or any 
other items are not taped or secured correctly contact 
venue staff to address before proceeding. 
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Dark Rooms/Venues – No lighting on – Lighting will be 
provided in all required areas 

o Do not enter any venue If Appropriate Lighting is not on 
in the area you need to access. Contact venue staff and 
ask them turn on lighting before proceeding 

• Staging – Potential for falls – All staging edges will be clearly
 marked 

o Take care when accessing any venue stages and use 
supplied Access Stairs. If for some reason staging edges 
are not marked contact venue staff to address before 
proceeding 

• Rigging – Overhead equipment – All hanging equipment is
 installed correctly using correct rigging procedures including
 safety chains 

o If for some reason you believe any Hanging Equipment 
may not be installed correctly contact venue staff to 
address before proceeding   

• Wet Floors – Venue Entries, Kitchen & Toilets – Caution signs
 will be in place if floors are wet 

o Take care on all outdoor and indoor tiled areas at venue 
entries and all wet floor areas. If you come across an 
area that is Slippery and not signed correctly contact 
venue staff to address before proceeding 

• Traffic – Road Vehicles & Forklifts – Speed Limits apply to all
 users of road access areas 

o Be aware of Moving Vehicles in all outdoor and vehicle 
accessible indoor areas. Apply the same pedestrian and 
vehicle road rules as you would on a public road. 
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Identifying New Hazards 

 
Thinking about the event activities, identify what could harm the 
health or endanger the safety of your fellow event day workers, 
someone else’s workers, attendees of the event, visitors to the 
venue or bystanders. This harm can be acute (occur immediately) or 
chronic (occur slowly over a long period of time). 
 
- Consider if there are vulnerable people working at or attending 

the event e.g. young people, pregnant women or workers or 
attendees with impaired mobility. 

- Consider whether peoples general health could reduce their 
ability to work safely. 

 
Identify hazards that could result in reasonably foreseeable risks to 
people’s health & safety. 
Look at the venues processes and any machinery or equipment 
used, the venue itself and any worker or attendees behaviour. 
 
Identified a Hazard – Is there something You Can do to Remove It? 
If yes, then do what you can to either eliminate or minimise it. 
 

Reporting Hazards 

 
All hazards whether eliminated, minimised or not need to be 
reported to venue management. Please make your venue 
supervisor aware of any identified hazards and any action taken.  
 
It is important to report a hazard in a timely manner. Quick hazard 
reporting is a major component of the venues accident prevention 
programme.  
 
If you have a safety issue or concern, no matter how big or 
small, let us know.  
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Emergency Services Contact Details 

  

Emergency Services 

Landline: Dial 1 for outside line 

Police Emergency – Dial 1-111 
Palmerston North Police Station 
From Landline Dial – 1351 3600 
From Mobile Dial – 06 351 3600 

Medical Emergency – Dial 1-111 

Palmerston North Hospital 
From Landline Dial – 1356 9169 
From Mobile Dial – 06 356 9169 

Fire Emergency – Dial 1-111 
Palmerston North Fire Station 
From Landline Dial - 1353 2500 From 
Mobile Dial – 06 353 2500 

Additional Support 

Landline: Dial 1 for outside line 

Civil Defence – 06 356 8199 

Worksafe – 080003040 

Helplines 

Poisons Line – 0800 030 040 

Healthline – 0800  611 116 

Plunket line – 0800 933 922 

Lifeline - 0800 543 354 

Local Emergency Radio: 

927AM – Newstalk ZB 

1449AM – Radio NZ National 

101.0FM – Radio NZ National 

92.2FM – More FM 

97.8FM - The Hits 
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Information to Provide in an Emergency 
 
Physical Address: 
 

61 Pascal Street, Palmerston North Central 
Include: Name of individual venue where incident occurred. i.e. 
Arena 3, Level 2 Grandstand etc 
 
Nearest Intersection 
 

Cook Street & Cuba Street 
 
Additional Location Info: 
 

Latitude - 40.356054   
Longitude - 175.600704   
GPS - 40° 21' 21.7944'' S175° 36' 2.5344'' E 
 

Central Energy Trust Arena Contact Details 
 
Venue Contact Information 
 

Phone:  06 3561505 – DDI 
 06 3568199 – PNCC Call Centre 
 
 office@venuespn.co.nz or info@venuespn.co.nz  
 
 www.venuespn.co.nz 

 
https://www.facebook.com/centralenergytrustarena/ 
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