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Dedication 
On 18 November 2011, security guard Charanpreet Singh Dhaliwal started his first night of employment 

with CNE Security and was assigned to guard a construction site in Henderson, Auckland. 

 

Mr Dhaliwal was given a brief tour of the site, and shown how to set and unset the alarm and how to 

fill in the log book. 

 

Tragically Mr Dhaliwal was not to return home from his first night at his new job. During the night, four 

offenders entered the site. When Mr Dhaliwal confronted them, one of the offenders picked up a piece 

of wood and struck Mr Dhaliwal at least twice to the head. The cause of death was attributed to blunt 

force head injury. 

 

These good practice guidelines are dedicated to Mr Dhaliwal, to his family and to all other security 

guards who have suffered serious harm while performing their duties. 

 

The NZSA, E tū, NZCTU and WorkSafe have all worked collectively to develop these guidelines. They 

have aimed to provide simple, comprehensive and readily accessible guidance on what constitutes 

operational good practice, with the intention of ensuring that all who work in the security industry 

return home safely at the end of their shift. 
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Introduction 
Good practice in health and safety is about more than complying with the law. It is about creating a 

safer workplace through good management and cultural change so the security industry continues to 

strive towards good practice in health and safety management and do everything reasonably 

practicable to protect its people.  

 

Recent incidents affecting the personal safety and security of people performing guarding duties have 

highlighted the need for an established set of good practice guidelines to help manpower security 

service providers to better manage the health and safety of their workers. 

 

The New Zealand Security Association (NZSA) has partnered with E tū, WorkSafe New Zealand 

(WorkSafe) and many groups associated with the security industry for all security companies to 

produce the NZSA’s Security Services in New Zealand: Good Practice Guidelines (‘guidelines’). 

 

WorkSafe New Zealand have provided their endorsement of these guidelines in relation to the Health 

and Safety parts of the guidance. As part of the WorkSafe endorsement, the NZSA acknowledges their 

agreement to the guideline being used for educative purposes under a Creative Commons Licence. 

 

These guidelines are intended as a guidance document to help manpower security service providers to 

manage key risks within the guarding industry. We encourage all providers to implement these 

guidelines before they provide property security guard or mobile security patrol services, activities or 

functions in New Zealand.  

 

Purpose 

The purpose of these guidelines is to provide practical advice to help manpower security service 

providers to manage key risks within the guarding industry. They also aim to help organisations achieve 

the ‘bottom line’ compliance with the Health and Safety at Work Act 2015 (HSWA) and associated 

regulations.  

 

“These guidelines offer advice on how apply security services safely 

in New Zealand.” 
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Scope 

These guidelines offer security companies advice and guidance on how to apply security services safely 

in New Zealand. They also provide a means for private security companies and their customers to 

clearly demonstrate their commitment to and compliance with the aims of the Health and Safety at 

Work Act 2015, as well as to enhance the safety, security and protection of security guards. 

 

The guidelines provide a framework for security companies to establish, implement, operate, monitor, 

review, maintain and improve the safety management of their products and services.  

 

In particular, they clarify: 

• the role of the security guard and any legal authority they have 

• minimum training for guards before deploying them to work on site 

• appropriate guard training for the particular service provided 

• risk assessment of customer requirements before deploying guards 

• operational risk assessment that guards conduct while they are deployed 

• recommendations on appropriate security controls to manage the risk that guards face 

• industry minimum standards and good practice for guards and security companies to refer to. 

 

In scope 

These guidelines directly relate to the provision of the following security services. 

  

Property security guards  

Property security guards include guards who perform security services in the following environments 

or roles: 

• retail stores (stores or malls) 

• commercial business premises 

• industrial premises 

• government premises 

• embassies or consulates 

• concierge or reception 

• warehousing premises 

• customer control room 

• corporate VIP  

• hotel 

• crime scene  

• ports and airports 

• personal protection 

• defence installations. 

 

Mobile security patrols 

A mobile security patrol is a security service provided by security guards travelling to multiple sites that 

are physically distant from one another, within a defined period of time. It includes guards who perform 

mobile security patrol services in the following environments or roles: 

 

• alarm response 

• noise control 

• community patrols 

• security escorts 
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• parking enforcement 

• public transport 

• lock-ups or unlocks 

• bed downs 

• internal and external checks 

• smoky fires 

• freedom campers 

• animal control 

• trespass issuance 

• council parks 

• business park patrols. 

 

Out of scope 

Excluded from these guidelines are the following security services: 

• event security (to be included at a later date) 

• hospital security (to be included at a later date) 

• cash in transit 

• alarm monitoring operations. 

 

Role and legal status of these guidelines 

Guidelines set out the standards and guidance that represent good practice within a sector, to help 

those within that sector to manage health and safety effectively.   

 

Although not legally binding, guidelines are admissible in court and may be used in evidence of good 

practice.   

 

Under HSWA, these guidelines will help a person conducting a business or undertaking (PCBU), and 

their managers, supervisors and workers, to understand how to meet their legal requirements.  

 

HSWA and associated regulations are the primary legislation governing health and safety in New 

Zealand.   

 

These guidelines sit beneath health and safety legislation in a hierarchy of compliance. Figure 1 shows 

this hierarchy, which also includes codes of practice and standards.     
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Figure 1: The hierarchy for legal compliance under the Health and Safety at Work Act 2015 

HSWA requires workers to take reasonable steps to ensure the safety of workers at work.   

 

This requirement can be daunting, especially for those who are just getting started with health and 

safety terminology or requirements. 

 

Interpretation 

For the purposes of these good practice guidelines, the words must, ensure, require and mandatory 

refer to practices that are essential for compliance with HSWA.   

 

The word should indicates a recommended action. In this case, these guidelines are pointing to an 

action that is essential for good practice, rather than a legal requirement. Your organisation might 

choose an alternative or equally effective method of achieving a safe workplace, but we consider that 

the suggestions in these guidelines are a minimum requirement. 
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General health and safety principles 
The following health and safety principles apply generally to organisations in New Zealand. The later 

‘Guidelines for security companies’ section focuses on issues specific to the security industry. 

 

Leadership and vision 

Senior management (that is, the person or people who are responsible for decision making and have 

authority to implement the decisions) establishes the vision, sets objectives and provides direction for 

the organisation. They promote a culture of ownership within the organisation where everyone 

manages the health and safety risks that their people face, as part of their contribution to achieving 

the organisation’s goals and objectives. 

 

Governance 

Part of an overall good governance strategy and enterprise-wide responsibility is assuring the effective 

management of the health and safety of an organisation’s people. The quality of health and safety 

management is part of the organisation’s ethos and values. Protecting human life and safety in 

achieving the organisation’s objectives is the primary risk in managing the well-being of its people. 

 

Employment standards 

Employment standards are requirements such as minimum wage, annual holidays and written 

employment agreements. They protect vulnerable workers and help to ensure workplaces are fair and 

competitive. 

 

All providers of security services in New Zealand must comply with current legislation. For guidance 

and self-assessment tools, refer to: 

• Appendix A:  Employment Standards: Employer Self-assessment Guide (November 2019) 

• Appendix B:  Employment Standards: Employer Self-assessment Checklist (November 2019) 

 

Overall risk management strategy of the organisation 

Health and safety form part of an organisation’s overall risk management strategy. Unless it manages 

risk effectively, an organisation cannot maximise opportunities and minimise risk. Risk is the effect of 

uncertainty on an organisation’s ability to achieve its objectives, emphasising human safety and 

security, and to protect its assets (both tangible and intangible) while meeting the requirements of 

HSWA. The risk management process requires a clear understanding of the organisation’s internal and 

external contexts to proactively identify opportunities and minimise risks. Assessing and understanding 

an organisation’s acceptable level of risk is critical for the organisation to develop a proactive and 
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effective risk management strategy that matches the needs of its internal and external stakeholders 

within the context of the level of risk of the operating environment. 

 

For more information on risk management, please see: 

• AS/NZS ISO 31000:2009 Risk Management – Principles and Guidelines  

• IEC 31010:2019 Risk Management – Risk Assessment Techniques. 

 

Health and safety management  

The following features are part of a good health and safety management system.  

• Hazard and risk management: An organisation must identify and assess work-related health and 

safety risks. During organisational change, the organisation should undertake risk assessments so 

that it can understand and manage the health and safety impacts of that change. It must have 

processes to eliminate or minimise risks to health and safety caused by the work.  

• Incident management: An organisation should have well-defined processes for reporting and 

investigating incidents to identify root causes and then to respond to these in a timely way. The 

aim of incident management is to identify and implement remedial actions to prevent a similar 

incident from happening again.  

• Emergency management: An organisation should develop plans for managing potential 

emergencies that may arise in the workplace. It should communicate these plans to everyone 

working on site. It should also regularly test its plans by simulation.  

• Injury management: An organisation must have processes for ensuring that injured people are 

properly cared for. Where serious injuries and fatalities occur, this care should extend to families 

and workmates.  

• Working with other organisations: Organisations must have processes in place to consult and 

coordinate with other organisations that also have duties under HSWA in relation to the same task 

or activity.  

• Continuous improvement: Continuous improvement is a fundamental part of any management 

system. Continuous improvement includes the audit and review process.  

• Resourcing and leadership: These two functions overlay the management system. First, the 

organisation must be provided with the resources it needs to operate safely. These resources 

include people, plant and equipment, systems and budget. Second, leadership should be shown at 

all levels throughout the organisation. Management must define its commitment to health and 

safety, establish objectives, targets and plans for giving effect to this commitment, and lead the 

organisation in achieving them. 

 

Worker engagement 

All PCBUs must involve their workers in workplace health and safety. A safe workplace is more easily 

achieved when everyone involved in the work communicates with each other to identify hazards and 

risks, talks about any health and safety concerns and works together to find solutions. 
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An organisation must have processes for engaging with its workers on health and safety matters. These 

processes should cover engagement generally and the specific circumstances in which an organisation 

is legally required to engage with its workers.   

 

Consultation, cooperation and coordination  

Security companies have duties to all workers and others affected by their work – not just those they 

directly employ or engage. When the work of two or more businesses overlaps, those businesses must 

consult, cooperate and coordinate activities to meet their health and safety responsibilities to workers 

and others. By consulting with each other, you can avoid unnecessary duplication of effort. 

Consultation helps to prevent any gaps in managing work health and safety risks. It also helps 

businesses to reach a common understanding and establish clear roles, responsibilities and actions.    

 

Worker participation  

An organisation should put worker participation practices in place so that workers can effectively 

participate in improving health and safety on an ongoing basis. Participation practices should provide 

workers with ways they can continue to use to: 

• raise health and safety concerns 

• obtain and share information about health and safety issues 

• offer suggestions for improving health and safety 

• contribute to decisions that affect health and safety at work 

• keep informed about health and safety decisions.  

 

An organisation must have appropriate processes for receiving and considering information on 

incidents, hazards and risks and for responding in a timely way to that information. Worker 

representation is one form of participation. Health and safety representatives and health and safety 

committees are two well-established methods of achieving worker representation.  

 

For more information on worker engagement, participation and representation, see WorkSafe’s 

website: worksafe.govt.nz 

 

Adaptability and flexibility 

Most organisations, especially security service providers, operate in situations where the internal and 

external environments are subject to change. Such an organisation needs to monitor operations on an 

ongoing basis to identify changes and implement effective strategies for change control. It needs to be 

adaptable, meaning that it is able and willing to evolve, constantly adapting to reflect the changing 

operating environment. 
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In this context, you should see these guidelines as a management framework rather than a set of 

activities. In that way, as missions, budgets, priorities and staff – and therefore particular applications 

of these guidelines – continue to change, the structure of the framework will remain predictable.     

 

Managing uncertainty 

Health and safety management is not always based on predictable threats and quantifiable risks. 

Security service providers often work in high-risk environments. They need to make estimates and 

assumptions in analysing the likelihood and consequences of threats, both known and unknown, and 

the vulnerability of the organisation and interested parties within a changing environment. The 

management of risk of disruptive and undesirable events explicitly takes account of uncertainty and 

how it should be addressed. 

 

Cultural change and communication 

It is essential for senior management to establish a well-defined strategy and communications, training 

and awareness programmes to ensure all levels of management and all workers understand the goals 

of the organisation’s health and safety management system. The top level of the organisation must 

fully understand and support that system and communicate it to everyone who works on behalf of the 

organisation as part of the core culture of the organisation.  

 

Factual basis for decision making 

Assessing risk and managing the health and safety of people drives decision making and dictates the 

actions that an organisation will take based on factual analysis – balanced with experience and 

accepted industry good practice. Advantages of these guidelines are that they: 

• strengthen an organisation’s ability to review, challenge and change opinions and decisions 

• enhance its problem-solving capacity 

• increase its ability to demonstrate effectiveness of past decisions by referring to factual records  

• ensure that data and information are accurate, reliable and timely, in line with company policy. 

 

Continual improvement 

Security service providers improve their management of health and safety through monitoring, 

measuring, reviewing and then modifying their health and safety processes, procedures, capabilities 

and information within a continual improvement cycle. They conduct formal documented reviews 

regularly. Senior management should consider the findings of such reviews and take action where 

necessary to identify opportunities for improvement.       
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Accountability 

Security companies providing property security guard and/or mobile security patrol services to 

customers have an obligation to be answerable for their delivery of the contracted service. This 

includes achieving the objectives and results in performing the service(s) and reporting on the delivered 

service in a transparent, fair and accurate way.  

 

Good practice 

Good practice is different from an industry standard.  

 

Industry standard refers to the generally accepted practices occurring within an industry at a given 

time, which may or may not reflect good practice.  

 

Good practice is benchmarked against national and international standards and processes and starts 

from the very top of an organisation.  

 

Achieving good practice in health and safety requires a planned and systematic approach, which 

considers both national and international standards and practices. 

 

An organisation needs to change both process and behaviour to achieve health and safety excellence.  

 

Excellence in health and safety can be driven in two ways: through systematic processes and by 

developing a safety culture.  

 

Health and safety culture generally means shared values (what is important) and beliefs (how things 

work) that interact with an organisation’s structures and control systems to produce behavioural norms 

(the way we do things around here).   

  

It is a combination of attitude and practice – organisational values related to health and safety and the 

structures set in place so that those beliefs are translated into healthy and safe work practices and 

operational procedures.  

 

Organisations with a strong health and safety culture are more effective at preventing both large-scale 

industrial accidents and individual injuries at work.   

 

Access to competent advice  

The security services sector operates in a very high-risk environment. In this context, access to 

competent advice is crucial to help service providers to understand health and safety requirements, 

and to help the sector to improve its health and safety standards.  
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Sources of competent advice may include external consultants, WorkSafe New Zealand, the Accident 

Compensation Corporation, Health & Safety Association NZ and in-house resources.    

 

Commitment  

Company officers must exercise due diligence to make sure that the PCBU complies with its health and 

safety duties. They must exercise the care, diligence and skill a reasonable officer would exercise in the 

same circumstances, taking into account matters, including the nature of the business or undertaking, 

and the officer’s position and nature of their responsibilities.  

 

An organisation must have a commitment to health and safety management throughout all levels, from 

its company directors downwards. That commitment includes providing enough resources (time, 

money, people, guidelines, operating manuals, leadership and communication tools) to turn that 

commitment into health and safety practice. An organisation must prioritise health and safety; we 

recommend that it has the same status as your other business and production goals. The governance 

procedures for health and safety may include the following. 

• Transparency: The company has to provide information on the costs of accidents (including hidden 

costs such as replacement workers and retraining) to its board as part of its standard reporting 

procedures.  

• Reporting: The company has to report on hazard management and mitigation activities to its board.  

• Leadership: The company nominates a company director to be directly responsible for overseeing 

health and safety in the company. The director’s duties include setting health and safety strategies 

and overall direction for the company. 

 

Auditing  

Auditing occurs at all levels of a health and safety system. Auditing asks, “Are we doing what we say 

we are doing?” and looks for evidence of the processes that an organisation states are in the system. 

 

A robust auditing process can also help an organisation to identify items it needs to review. 
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Legal issues: Health and Safety at Work Act 

2015 
In 2013, the Independent Taskforce on Workplace Health and Safety reported that New Zealand’s work 

health and safety system was failing. As a result, New Zealand underwent its most significant workplace 

health and safety reforms in 20 years. Significant parts of these reforms involved passing the Health 

and Safety at Work Act 2015 and forming WorkSafe New Zealand.  

 

In February 2019 WorkSafe released a special guide, Introduction to the Health and Safety at Work Act 

2015. This guide provides a plain English explanation of key HSWA requirements and the role of 

WorkSafe. It gives examples to explain certain concepts and directs readers to other sources for 

guidance on how to meet regulatory requirements.  

 

The guide is split into 10 sections, covering:  

• health and safety law (Section 1) 

• the duties of persons conducting a business or undertaking (PCBUs) (Sections 2–3) 

• notifications and authorisations (Section 4) 

• the duty of officers (Section 5) 

• the duty of workers (Section 6) 

• the duty of other people in workplaces (Section 7) 

• what to expect from the regulator, the enforcement tools available, and offences and penalties 

under HSWA (Sections 8–10).  

 

We highly recommend you visit WorkSafe’s website at www.worksafe.govt.nz to access and use all of 

the guidance, support, information and resources available to you. 

 

As we will update this guide regularly, please also check the WorkSafe website for the latest version. 

 

Roles and responsibilities under the Act 

 
 

Security company duty 

Under HSWA, a security company is a person conducting a business or undertaking (PCBU). Therefore 

the security company has a primary duty of care as a business or undertaking that carries out property 

security guard and mobile security patrol activities.  

HSWA defines the roles and responsibilities of different 

duty holders. These include PCBUs, officers, workers and 

other people at workplaces.  
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Customer duty 

 

Security Company Primary Duty of Care 

A PCBU must ensure, so far as reasonably practicable, the health and safety of workers, and that other people 

are not put at risk by its work. This is called the "primary duty of care". 

 

This means ensuring, so far as is reasonably practicable: 

 - the health and safety of workers who work for the PCBU (e.g. employees or contractors, including their 

subcontractors or workers) while they are at work in the business or undertaking. 

 - the health and safety of workers whose work activities are influenced or directed by the PCBU while the 

workers are carrying out the work (e.g. a franchise company whose franchise requirements influence or direct 

the workers of the franchise) 

 - that other persona are not put at risk by the work of the business or undertaking (e.g. a visitor to the workplace, 

or members of the public who could be affected by a work activity) 

 

The primary duty of care is a broad overarching duty. It includes, but is not limited to, so far as is reasonably 

practical: 

Providing and maintaining a work environment that is without risks to health and safety 

• Providing and maintaining safe plant and structures 

• Providing and maintaining safe systems of work 

• Ensuring the safe use, handling and storage of plant, structures and substances 

• Providing adequate facilities for the welfare at work of workers in carrying out work for the 
business undertaking, including ensuring access to those facilities 

• Providing any information, training, instruction, or supervision that is necessary to protect all 
persons from risks to their health and safety arising from work carried out as part of the 
conduct of the business or undertaking 

• Monitoring the health of workers and the conditions at the workplace for the purpose of 
preventing injury or illness of workers arising from the conduct of the business or undertaking. 

 

PCBU's must also maintain any worker accommodation that is owned or managed by the PCBU and provided 

because other accommodation is not reasonably available. The PCBU must, so far as is reasonably practicable, 

maintain the accommodation so the worker is not exposed to health and safety risks arising from the 

accommodation. 

 

PCBU's cannot contract out of their duties, but can enter reasonable agreements with other PCBU's to meet 

their duties. 

 

Overlapping Duties with other PCBU's (including customers) 

 

PCBU's must, as far as is reasonably practicable, consult, cooperate, and coordinate activities with all other 

PCBU's who have health and safety duties in relation to the same matter (overlapping duties). 

 

Consultation will help to avoid unnecessary duplication and prevent gaps in managing health and safety risks. It 

will also help PCBU's to reach a common understanding and establish clear roles, responsibilities and activities. 
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A customer who engages a security company, and shares the place of work, is obliged to: 

• cooperate with that company in providing adequate conditions 

• coordinate action to prevent and protect from risks  

• keep workers of both companies properly informed about risks 

• include security guards in their worker participation practices. 

 

The customer should provide information on specific hazards. This information includes written risk 

assessments, which detail the hazards in the workplace and specifies the arrangements for eliminating 

or controlling those hazards. This information may take the form of a customer’s safety statement. 

 

The customer should ensure that the security provider has: 

• conducted a security guards risk assessment  

• prepared a management plan, including training requirements specific to the site or role. 

 

Where property or mobile security patrol guards are required to work in unoccupied buildings or 

locations, the customer also shares responsibility for their health and safety to the extent that they 

have control over it. Meeting this responsibility could include providing safe access, safe walkways or 

protection against substances stored or formerly used in that building. 

 

For more information, see WorkSafe’s special guide Introduction to the Health and Safety at Work Act 

2015 at: www.worksafe.govt.nz  

 

Worker duty 

Workers for the security company also have a duty to take reasonable care of their own health and 

safety and that they do not adversely affect the health and safety of other people.  

 

Workers must comply with any reasonable instruction and cooperate with any reasonable policy or 

procedure relating to health and safety in the workplace. 

 

If the security company or customer provides personal protective equipment (PPE), the worker must 

use it in line with the information, instruction and training provided. 

 

For more information, see WorkSafe’s special guide, Introduction to the Health and Safety at Work Act 

2015 at: www.worksafe.govt.nz  

   

Worker engagement, participation and representation 

For the purposes of these guidelines, the following definitions apply. 

 

Engagement means a PCBU will: 

• share information and decisions in a timely way 
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• give workers reasonable opportunities to share their views 

• raise work health and safety issues 

• contribute to decision-making processes 

• consider the views of workers. 

 

Participation means a PCBU will: 

• give people opportunities to raise issues or suggestions in a timely way 

• have workers who know how to participate and use opportunities to do so 

• have decision makers who consider and respond to workers’ issues and suggestions. 

 

Worker representation means: 

• workers elect one or more of their members as their health and safety representative to represent 

them on health and safety matters 

• the health and safety representative is entitled to specialist training and becomes the workers’ 

advocate at that workplace with clearly defined functions and powers. 

 

A PCBU can ensure health and safety in a workplace more effectively when everyone involved in the 

work:  

• communicates with each other to identify hazards and risks 

• talks about any health and safety concerns  

• works together to find solutions.  

 

A PCBU has two related duties under HSWA: 

• to engage with workers on health and safety matters that affect or are likely to affect them, so far 

as is reasonably practicable  

• to have practices that give workers reasonable opportunities to participate effectively in improving 

workplace health and safety on an ongoing basis.  

 

Both duties involve two-way communication in a ‘conversation’ about health and safety.  

 

Everyone involved in health and safety must be able to contribute and have their opinion considered 

when decisions are made.  

 

A PCBU is expected to have deliberate, planned ways to engage and support participation. Each PCBU 

can determine the best way to meet its duties, depending on workers’ views and needs, the size of the 

organisation and the nature of its risks.  

 

For more information on worker engagement, participation and representation, see WorkSafe’s good 

practice guidelines, Worker Engagement, Participation and Representation, at www.worksafe.govt.nz  

 

http://www.worksafe.govt.nz/
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Performance-based regulation 

Many countries, including New Zealand, use forms of performance-based regulation to promote safety 

and reduce risk in high-hazard industries.  

 

The term performance-based is often used to refer to either: 

(a) standards that mandate outcomes and give firms flexibility in how to meet them, or  

(b) requirements for firms to use management systems that involve internal plans and practices for 

promoting safety and reducing risk.   

 

Performance-based regulation is usually contrasted with prescriptive regulation – sometimes called 

specification, design or technology standards. Prescriptive regulation specifies the measures it requires 

firms to adopt to promote safety and reduce risks.  

 

Performance-based regulation establishes mandatory goals rather than enforcing prescriptive 

standards.  

 

Performance-based regulation has become popular over the past two decades as an alternative to 

prescriptive regulation. It offers the advantage of simultaneously achieving health, safety and 

environmental outcomes while encouraging innovation and reducing regulatory costs. 

 

Risk management 

 

Know your health and safety risks 

It is a myth that papercuts in the workplace are now a big deal. HSWA’s focus is on proportionate risk 

management.  

 

Start by understanding your work health and safety hazards.   

• A hazard is anything in the workplace that has the potential to harm people. Hazards include: 

o objects in the workplace, such as machinery or dangerous chemicals 

o hazards related to the way work is done. For instance, hazards on a production line could 

include manual handling, excessive noise or fatigue caused by the pace of work.  

Risk management involves thinking more broadly about risk, 

not just spotting work-related hazards. Think about the root 

cause of any potentially harmful event, how likely it is to occur, 

the consequences if it does, and the steps to take to eliminate 

or minimise the risk. 
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• A risk arises when it is possible that a hazard will actually cause harm. The level of risk depends on 

factors like how often the job is done, the number of workers involved and how serious any 

resulting injuries could be.  

 

A high-risk hazard for one business might not be in that same category for another. It depends on the 

type of work you do and the degree of risk related to the hazard.  

 

Proportionate risk management means that you:  

• identify the health and safety hazards in your business that could seriously harm workers and others 

• consider what behaviours, practices, systems, processes and training are needed to eliminate those 

risks or, where you cannot eliminate them, minimise them  

• put in place the behaviours, practices, systems, processes and training you identify 

• focus on managing the most significant risks for your business – in terms of health as well as safety 

– before managing lower-level risks. 

 

For more information, see WorkSafe’s special guide Introduction to the Health and Safety at Work Act 

2015 at: www.worksafe.govt.nz 

 

Identify hazards 

The first step in the risk management process is to identify hazards that could injure or harm anyone 

in your workplace. Having a good hazard identification process is the key to effective risk management. 

 

Identify hazards and identify the controls before the work begins. In identifying the controls at this 

stage, you also recognise that it may not be possible to control all the hazards before work starts, but 

you can implement them after that when required.  

 

Once work begins, monitor known hazards and identify any new hazards that arise to make sure the 

controls are working. 

 

Hazard identification methods 

To identify hazards: 

• make physical inspections, inspect the worksite and assess where someone could get injured by 

your activities 

 

• consider hazards that other site users may create, or if the activities could create hazards for others 

• follow the safe work method – identify the hazards involved in each task. Some workplaces use job 

safety analysis (JSA) or task analysis (TA) for this purpose 

• engage with workers 

• use process analysis – identify hazards at each stage of the work plan 

• consider guidance and standards 

• use hazard and operability analysis (HAZOP) 

http://www.worksafe.govt.nz/
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• undertake accident investigation analysis – identify hazards and causes of harm from investigations 

involving similar types of work. 

 

To help you understand what the health and safety risks in your organisation are, take into account:  

• how likely it is that a given risk could occur 

• what degree of harm might result from the hazard or risk  

• what you know (or need to know) about the hazard or risk 

• what suitable methods are available to you to eliminate the risk or, if you can’t eliminate it, what 

suitable controls are available to minimise the risk. 

  

This process of assessment helps your organisation to more easily balance both the consequences and 

the likelihood of harm with your choice of controls in terms of their suitability, availability and cost.  

 

Based on this assessment, your organisation can then prioritise the most significant risks and focus on 

managing them (so far as is reasonably practicable) before managing lower-level risks.   

 

For the purposes of managing risk, “reasonably practicable” is a balance between what is possible (the 

highest level of protection) and what is achievable (reasonable in the circumstances).  

 

Remember that common controls are available for common risks. For a range of factsheets on these, 

see WorkSafe’s website at www.worksafe.govt.nz/hswa 

 

Assess risks 

PCBUs must assess and manage risks that could result from work. Risks to health and safety arise from 

people being exposed to potential hazards (sources of harm).  

 

Carry out a risk assessment when: 

• it is uncertain whether a hazard may cause injury or illness 

• a work activity involves different hazards, and the workers involved do not know how those hazards 

interact to produce new or greater risks 

• changes are occurring in your workplace that may impact on the effectiveness of controls 

• new or different risks are associated with a change in work systems or work location. 

 

Your organisation must eliminate risks so far as is reasonably practicable. If you cannot eliminate a risk, 

you must minimise it so far as is reasonably practicable. 

 

To decide what is “reasonably practicable”, you must weigh up all relevant matters. Those matters 

include, but are not limited to: 

• how likely it is that the hazard or risk will happen 

• what degree of harm the hazard or the risk might cause 

http://www.worksafe.govt.nz/hswa
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• how much your organisation knows, or ought reasonably to know, about the hazard or risk and how 

to eliminate it 

• what ways are available to eliminate or minimise the risk 

• what ways are suitable to eliminate or minimise the risk. 

 

It is only after assessing the extent of the risk and the available ways of eliminating or minimising it that 

you may consider the cost of each of those ways, including whether the cost is grossly disproportionate 

to the risk. 

 

At times, your organisation must deal with certain work risks in a specified way. For example, 

regulations set out specific requirements about dealing with the risks arising from carrying out remote 

or isolated work or work dealing with hazardous substances or asbestos. 

 

A risk assessment will help to: 

• identify which workers or others are at risk 

• determine what sources and processes are causing that risk 

• determine the severity of the risk (see Figure 2) 

• identify if and what kind of controls should be implemented 

• check the effectiveness of existing controls. 

 

For a range of factsheets to help you conduct a risk assessment, see WorkSafe’s website at 

www.worksafe.govt.nz/hswa  

 

 

 

 

Control risks 

Some controls are more effective than others. We can rank them in a hierarchy of control measures 

from the highest level of protection and reliability to the lowest. Figure 3 illustrates this hierarchy. 

 

Eliminating a risk is the most effective control. Your organisation must always eliminate a risk if this is 

reasonably practicable. If eliminating the risk is not reasonably practicable, your organisation must 

minimise the risk so far as is reasonably practicable by using one or a combination of the following. 

• Substitution: Substitute the hazard, wholly or partially, with a safer alternative. 

• Isolation: Prevent contact with or exposure to the risk using physical barriers, time or distance. 

• Engineering controls: Adapt tools or equipment to reduce the risk. 

• Administrative controls: If risk remains, you must minimise it by implementing administrative 

controls, so far as is reasonably practicable. For example, these controls might involve developing 

work processes and procedures to minimise the risk. 

• Personal protective equipment (PPE): Use PPE as the last option after you have considered all the 

other options for your workplace. 

http://www.worksafe.govt.nz/hswa
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Note: Administrative controls and PPE rely on human behaviour and supervision. Used on their own, 

they tend to be the least effective in minimising risks. 

 

For a range of factsheets to help you with choosing suitable controls, see WorkSafe’s website at 

www.worksafe.govt.nz/hswa  

 

 
Figure 2: Hierarchy of control measures (WorkSafe New Zealand, 2016) 

 

Review controls 

Regularly review controls on site to make sure they continue to be effective. 

 

Review and, if necessary, revise controls in any of these situations: 

• when the control is not effective in controlling the risk (for example, if an incident or near miss has 

occurred) 

• before a change at the workplace that is likely to lead to a new or different health and safety risk 

that the control may not deal with effectively 

• if a new hazard or risk is identified 

• if consultation with workers or other PCBUs indicates that a review is necessary 

• if a health and safety representative or committee recommends a review. 

 

Common review methods include workplace inspection, consultation, testing and analysing records 

and data.  

 

When reviewing controls, review the safe work method statement or task analysis and revise it if 

necessary. 

 

http://www.worksafe.govt.nz/hswa


Page 20 

 

If you find problems, go back through the risk management steps, review the information and make 

further decisions about controls. 

 

For a range of factsheets to help you with reviewing controls, go to WorkSafe’s website at 

www.worksafe.govt.nz/hswa 

 

HSWA training 

A PCBU must, so far as is reasonably practicable, make sure its workers and others are provided 

training, information, instruction or supervision to protect them from risks to health and safety arising 

from work they are doing as part of the conduct of the business or undertaking.  

 

The type of training, instruction or supervision required will depend on: 

• the nature of the work carried out  

• the experience of the workers 

• the risk that workers and others, such as clients and customers, are exposed to.  

 

For a range of factsheets to help you with providing appropriate training, information, instruction or 

supervision, go to WorkSafe’s website at www.worksafe.govt.nz/hswa 

 

More information 

It is essential to keep up to date with current good practices and any changes in health and safety 

legislation.  

 

WorkSafe New Zealand has extensive information, resources, tools and guidance available to you on 

its website (www.worksafe.govt.nz/hswa), including: 

• Health and Safety at Work – Quick Reference Guide 

• Introduction to Health and Safety at Work Act 2015 – Special Guide (February 2019) 

• animated video library  

• case studies. 

 

We highly recommend you visit www.worksafe.govt.nz/hswa for more information. 

  

http://www.worksafe.govt.nz/hswa
http://www.worksafe.govt.nz/hswa
http://www.worksafe.govt.nz/hswa
http://www.worksafe.govt.nz/hswa
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Guidelines for security companies  
 

Introduction 

For the purposes of these guidelines, a security company is any company providing property security 

guard or mobile security patrol services to another individual or company. 

 

Licence to operate 

All individuals or companies offering security services must be approved to operate by the Private 

Security Personnel Licensing Authority (PSPLA) and issued the appropriate licence to operate. 

 

The PSPLA is the government agency that looks after licences and certificates of approval (COA) for 

private security and investigation work. 

 

Your security company must ensure that its licence to operate is current at all times. 

 

People operating without a licence or certificate of approval will be the subject of a complaint to the 

PSPLA. The PSPLA may require the Police or Department of Internal Affairs to investigate or report on 

the matter, which can result in substantial fines. 

 

Your security company must let the PSPLA know if any of its company details change, or if it wants to 

change a class of security work it does. 

 

Replace lost badges, licences or certificates 

If any of your security company’s guards lose their badge, licence or certificate, they must apply to the 

PSPLA for a replacement.  

 

Changes to your company details: You must let the PSPLA know if: 

• your registered office address changes 

• you want to add or remove a place of business 

• you want to add or remove an officer of a company 

• you are no longer eligible for your licence or certificate. 

 

 

Annual return 

If your security company has a licence, even if its details have not changed, each year your security 

company needs to send an annual return to the PSPLA. 
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Training and skills 

When you apply for a private security licence or certificate, you need to prove your company or the 

individual carrying out the work has the training or skills (competency) for the classes of work you will 

be doing. 

 

Powers of arrest  

Property and mobile security patrol guards do not have Police powers. Under New Zealand law, they 

have the same powers as any member of the public.  

 

The law allows for certain kinds of ‘arrests’ by members of the public (which includes property and 

mobile security patrol guards). For more information, see the New Zealand Qualifications Authority 

(NZQA) Unit Standard 27364 – Demonstrate knowledge of the security industry in the pre-employment 

context. 

 

Purpose of property or mobile security patrol guards 

The primary purpose of property or mobile security patrol guards is to detect, deter, observe and 

report. 

 

Like all workers in New Zealand, property and mobile security patrol guards are not expected or 

required to put themselves at risk of injury or death when they go to work every day. 

 

It is important that: 

• all property and mobile security patrol guards understand they need not put themselves at risk of 

injury or death and do not take unnecessary risks while at work 

• your security company and customer provide an environment that ensures the safety of the guards 

while they are at work. 

 

The instruction to observe and report is founded on the principle that security guards are not Police, 

they are unarmed and they do not have any more law enforcement authority than any other member 

of the New Zealand public. 

 

Detect  

Detection and deterrence are two top priorities of a property security guard and mobile security patrol.  

 

Before a property security guard or mobile security patrol starts their job at any site, your security 

company conducts a site risk assessment to pinpoint any weak areas of a customer’s site. Based on this 

information, your company creates a site security plan to properly secure these areas.  

 

The property security guard or mobile security patrol should be competent and trained to detect any 

potentially criminal or unsavoury acts or people before they become a problem.  
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This detection work could include controlling access to a premise through a gatehouse or as a concierge 

officer, identifying suspicious activities and people, detecting emergencies and many other tasks. 

 

Deter 

The presence of a property security guard or mobile security patrol is usually enough to deter many 

potential criminals. For this reason, guards wear a uniform and are clearly identifiable as a property or 

mobile security patrol guard.  

 

The more visible a property security guard or mobile security patrol is, the less likely an offender will 

be to target a site while they are there.  

 

On the other hand, because a uniformed property security guard or mobile security patrol is so visible, 

a seasoned criminal may easily work out their schedules. So it is important that property or mobile 

security patrol guards, if required by the customer, follow an irregular route schedule.  

 

Observe  

All property and mobile security patrol guards should be well trained in the art of observation.  

 

The use of on-site CCTV and alarms can help with this task. It is also useful to have good lighting and a 

clear and open sight line around the site. 

 

Sometimes part of a property or mobile security patrol guard’s observation duty is to patrol the 

premises and check that everything is in order.  

 

Report  

Just performing the first three duties above is not enough to make a good property or mobile security 

patrol guard.  

 

The guard also needs to take action as soon as an incident occurs. They escalate it by: 

• reporting it to the relevant authorities (such as the Police or an emergency service)  

• notifying the security company. 

 

However, the priority for guards is to protect themselves and ensure their safety first.  

 

Risk management  

Providing property security guard and mobile security patrol services presents challenges in addressing 

specific workplace risks for the security company, property or mobile security patrol guard, and the 

customer.  
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As the ‘Legal issues’ section has explained, your security company has a responsibility to actively 

manage the risk of the work environment of its workers and contractors. To help in meeting this 

responsibility, we recommend following the guidance. 

 

Identifying hazards 

Identifying hazards in the workplace involves recognising risks and situations that could potentially 

cause harm to yourself or someone else.   

 

Hazards associated with property security guard and mobile security patrol activities include: 

• burglaries, robberies and armed hold-ups 

• discovery of one or more offenders on site committing crimes 

• aggressive customers 

• lone worker risks 

• worker fatigue and stress 

• manual tasks 

• exposure to temperature variations 

• slips, trips and falls. 

 

Your security company may identify potential hazards by: 

• inspecting the customer’s worksites and completing a site risk assessment of each one 

• inspecting all equipment 

• observing the systems of work and work practices 

• talking to workers about any problems that they have noticed 

• reviewing incident, injury and dangerous occurrence reports 

• deciding on the levels of training, experience and competence needed for the tasks. 

 

For more information on identifying hazards, go to WorkSafe’s website 

athttps://www.sitesafe.org.nz/guides--resources/practical-safety-advice/hazard-identification/  

 

 

Assessing the risks 

Your security company must carry out a risk assessment for all sites before it begins to provide its 

property security guard or mobile security patrol services. For an urgent or one-off job, it must still 

conduct a risk assessment before accepting or undertaking the work.  

 

The risk assessment must identify the level of risk involved and appropriate methods of eliminating 

and/or controlling the risks. 

 

Depending on the circumstances, it may or may not be necessary to visit a site to establish this 

information. A property or mobile security patrol guard may undertake an initial risk assessment by 

completing a pro-forma site risk assessment template to identify what to consider in terms of both 
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response and risk. Where that initial risk assessment identifies unacceptable risks, a suitably qualified 

person approved by the security company should undertake a site risk assessment. This person could 

be a security company worker or an independent third-party contractor. 

 

Risk assessments must be: 

• conducted by a person suitably qualified and trained to provide and complete security risk 

assessments 

• conducted by a person experienced in providing property security guard services and appropriately 

licensed to provide those services 

• conducted again if the threat environment changes and reviewed to identify how effective the risk 

controls have been. 

 

You should also complete each risk assessment following AS/NZS ISO 31000:2009 Risk Management – 

Principles and Guidelines. 

 

Onboarding new customers or servicing new sites 

When taking on a new customer or a new site and before deploying one or more guards, your security 

company must: 

• conduct a risk assessment of the site and duties required 

• decide on the site’s risk classification (low, medium, high or extreme) 

• develop a site safety plan 

• introduce security controls  

• develop standard operating procedures  

•  

 

This section gives more detail on each of these actions. The security company must also communicate 

on all of these actions to stakeholders. 

 

Site risk assessment 

For the purposes of these guidelines, a site risk assessment is a model to evaluate a specific site for 

health hazards and the conditions humans face if exposed to it. It is conducted to identify both how 

likely it is that humans exposed to it will be adversely affected and what effects they may experience. 

 

Where your security company is contracted to provide security services, it should perform a risk 

assessment of the customer’s site requiring guard services when: 

• the customer is a new customer or 

• the site is a new site of an existing or former customer. 
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When conducting the site risk assessment, your security company must get details of any previous 

security incidents at the site. It should also communicate the details of its risk assessment (including 

risk factors considered and previous incidents) to the guard staff it deploys to work at that site. 

 

Figure 3 illustrates this risk assessment process. 

 

 
Figure 3: Risk management process for new customer or new site 

 

Site classification  

After completing the site risk assessment, your security company should classify the site as low, 

medium, high or extreme risk. This classification may be based on an individual risk factor or a 

combination of the risk factors. 

 

Even after the site has been classified, changes in circumstances may change its classification. For 

example, your company may give it a higher risk classification if a risk to the site or guard arises after 

the risk assessment is completed. 

 

Use Table 1 as a guide to help in managing the risks to your company’s workers. Also use it in 

conjunction with the information later in this section under ‘Security controls’. 
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Table 1: Levels of risk in classifying a site after a site risk assessment 

Site risk level Risk factors  

Low  

• Perimeter fencing is in excellent condition and meets specifications 

• Site lighting is excellent and all of the site is covered 

• Access control systems are effective 

• Intruder alarm systems are in place and reliable 

• CCTV systems are operational, used regularly and of good quality 

• Safe haven is in place 

• Personal duress system is in place and effective 

• Communications system is in place and effective 

• Site risk assessment has been completed and shared with guard(s) and customer 

• Site safety plan has been completed and shared with guard(s) and customer 

• Guard(s) have appropriate PPE supplied 

• Threat of violence toward guard(s) is highly unlikely 

 

Medium  

• Only one guard is deployed to site and is therefore a ‘lone worker’ 

• Perimeter fencing is in average condition or has vulnerabilities 

• Site lighting is in place but requires improved coverage or repair 

• Access control systems are ineffective or have vulnerabilities 

• Intruder alarm systems are ineffective or have vulnerabilities 

• CCTV systems are ineffective or have vulnerabilities 

• Safe haven is not adequate or has vulnerabilities 

• Personal duress system has vulnerabilities 

• Communications are inconsistent and require remediation 

• Site assessment is incomplete or not shared with guards and customers  

• Guard(s) only have some of the appropriate PPE supplied 

• Threat of violence toward guard(s) is unlikely 

 

High  

• Site lacks perimeter fencing and a defined boundary 

• Only one guard is deployed to site and is therefore a ‘lone worker’ 

• Site location is isolated and Police or other support cannot provide a prompt response  

• Site has no or poor-quality lighting 

• No personal duress system is in operation 

• No site safety plan is in place 

• No safe haven is in operation 

• Site has a history of security incidents 

• Threat of aggressive behaviour and /or violence toward guard(s) is likely  

• Alarm with multiple detection devices is activated 

• Response from additional security support is some time away 

• Physical security is inadequate 

• Access control is inadequate 

• Communication at the site is limited or poor  

• Guard(s) have no appropriate PPE supplied 

• Site contains hazardous and/or flammable materials 

• Patrol vehicle is assessed as faulty but driveable 
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• Guard(s) are somewhat fatigued and unfit for work 

 

Extreme • Only one guard is deployed to site and is therefore a ‘lone worker’ 

• Threat of aggressive behaviour and/or violence toward guard(s) is very likely 

• No physical security controls are in place (such as fencing, lighting) 

• No safe haven is in operation 

• No personal duress system is in place 

• No form of communication to off-site support or Police is available 

• Site location is isolated and Police or other support cannot provide a prompt response  

• Guard(s) are very fatigued and unfit for work 

• Patrol vehicle is assessed as unsafe for use and is faulty 

 

For more detailed guidance on establishing a site classification, please refer to ‘Section 4: Identify Risk’ 

of HB 167:2006 - Security Risk Management Standard. 

 

Controls 

Based on the results of the site risk assessment, apply security controls to the site to help manage the 

risks to your security company’s workers.  

 

Remember you should apply controls in the following order: 

1. eliminate the risk through controls. 

If risk remains: 

2. minimise the risk through substitution, isolation and engineering controls 

3. apply administrative controls  

4. use personal protective equipment. 

 

Table 2 lists some controls available but it is not exhaustive. Your security company should proactively 

seek out better controls to improve the safety and security of its workers. Such controls include the 

use of innovative technology and training. 

 

For more information, see ‘Control risks’ in the ‘Legal issues’ section and ‘Security controls’ later in this 

section. 
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Table 2: Examples of types of controls that may be in use for sites at different levels of risk  

Site risk level Controls  Control type 

Low • Conduct site risk assessment (and share it with 

guards and customer) 

• Develop site safety plan (and share it with guards 

and customer) 

• Identify or establish a safe haven location (and 

share it with guards and customer)  

• Establish and communicate an emergency contact 

and escalation process 

• Provide reliable communications equipment  

• Deploy suitably qualified and trained guard(s) 

• Supply required PPE for the site (including torch) 

 

Understand your risks (not a control) 

 

Administrative (process) 

 

Engineering (physical security) 

 

Administrative (process) 

 

Engineering (physical security) 

Administrative (process) 

PPE 

Medium All of the above plus: 

• use CCTV and electronic security to detect an 

intruder or suspicious behaviour 

• guards apply conflict management and de-

escalation techniques 

• provide radio-transmitter communications (RTs) 

or other forms of instant contact including lapel 

microphone 

• deploy additional security support (such as 

patrols, extra staff) 

• install or provide staff with a personal duress 

alarm 

• guards apply space and body positioning 

• use temporary physical security controls such as 

fencing, lighting and barriers   

 

 

Engineering (physical security) 

 

Administrative (process) 

 

PPE 

 

 

Administrative (process) 

 

Engineering (physical security) 

 

Administrative (process) 

Engineering (physical security) 

High  All of the above plus: 

• introduce a physical barrier of delay 

• use GPS-enabled RTs with built-in duress 

functionality 

• provide stab-resistant body armour  

• provide body-worn cameras 

• guard(s) apply tactical withdrawal, in which they: 

• MOVE to safe haven or place of safety 

• HOLD in the place of safety or safe haven 

• TELL – contact Police on 111 and activate 

personal duress system or safe haven duress 

 

Engineering (physical security) 

Engineering (physical security) 

 

PPE 

PPE 

Administrative (process) 

Minimisation (preventing contact) 

Minimisation (preventing contact) 

Administrative (process) 

Engineering (physical security) 

Extreme All of the above.  
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Role classification 

Table 3 lists the typical roles that both property and mobile security patrol guards carry out on behalf 

of the security company for the customer. Although it indicates the assessment of each role as low, 

medium or high risk, this does not mean a ‘low-risk’ role could not escalate into a high-risk role due to 

a change in risk factors such as a threat of violence towards the guard. 

 

A risk assessment of the site will ultimately identify what security controls are required to ensure the 

safety and security of the property or mobile security patrol guard. 

 
Table 3: Typical roles of property and mobile security patrol guards at sites of different levels of risk  

Site risk level Description of work environment or role 

Low • Gatehouse duties at a secure site 

• Embassies or consulates 

• Customer control room 

• Concierge or reception 

• Crime scene  

• Corporate VIP 

 

Medium • Government premises 

• Personal protection 

• Hotels 

• Commercial business premises 

• Events 

• Warehousing premises 

• Industrial premises 

• Retail premises 

 

High  • Hospitals 

• Courts 

• Noise control 

• Alarm response 

 

 

Remediation 

After completing a site risk assessment and classification of the site, your security company must share 

the results (including plans and proposed security controls) with all stakeholders, including the guard(s) 

and customer. 

 

The customer or your security company, or both, should address any vulnerabilities identified in the 

risk assessment – where possible as part of site remediations. They should undertake remediations in 

a timely manner that is consistent with the assessed level of risk at the site and the assessed level of 

risk associated with the vulnerability. 
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It is vital that your security company, guards and customers take all reasonably practicable steps to 

ensure a safe work environment by remediating the vulnerabilities identified in the risk assessment. 

You must also keep a record of all remediations undertaken to improve the safety of a workplace and 

keep it as evidence of these activities. 

 

Remember, a PCBU has a duty under HSWA to communicate this remediation information to guards 

and ensure that they understand their training and use of policies. The PCBU must also consult with 

the guards on anything that affects their health and safety. 

 

Review cycle 

After completing the first site risk assessment, you should repeat a risk assessment of the site:  

• annually  

• immediately after a notifiable event under HSWA. 

 

You should manage any risks identified as part of the review process by following the process set out 

in ‘Risk management’ above. 

 

Your security company must share the new risk assessment results, including proposed security 

controls, with the guard(s), customer and stakeholders in a timely manner. 

 

For more information on your responsibilities and the definition of “notifiable event” under HSWA, go 

to WorkSafe’s website at www.worksafe.govt.nz/hswa  

 

Site safety plan 

To ensure the health and safety of guard staff assigned to any site, your security company must develop 

a site safety plan after completing a site risk assessment. 

 

The site safety plan should assess: 

• any existing health and safety rules and procedures of the site 

• hazards on the site 

• any specific safety training required for this site 

• equipment available at the site (including duress and emergency communications) 

• site shelter in place plan (safe haven) 

• site escape plan 

• welfare check process for this site  

• escalation process. 

 

Your security company must share the site safety plan, including proposed security controls, with the 

guard(s), customer and stakeholders in a timely manner. It must also ensure the guard(s) understand 

their training on and use of policies and must consult with them on anything that affects their health 

and safety. 

http://www.worksafe.govt.nz/hswa
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Security controls 

 

Safe haven 

A safe haven is a place where someone can go to escape from possible danger or attack. 

 

Your security company must ensure, where reasonably practicable, that all guards have access to a safe 

haven at the site they are assigned to. This safe haven will mitigate, as far as reasonably practicable, 

the risk of harm to the guard while they are carrying out their duties off site. When combined with a 

site duress alarm system, this safe haven will also make it possible to identify exactly where the guard 

is located if they need help. 

 

A safe haven should include delay against forced entry. It may be stand-alone or built into an existing 

structure or even, in some cases, may be a patrol vehicle. Whatever form it takes, it should provide 

refuge for the guard until it is safe to leave.  

 

Choosing an appropriate location for a safe haven is critical because guards must be able to access it 

quickly during extreme events, which can occur within minutes of warnings.  

 

Design also needs to include adequate routing, maps and signs identifying it as a safe haven. 

 

Your security company must share information about the safe haven, including related security 

controls, with the guard(s), customer and stakeholders in a timely manner. It must also ensure that the 

guard(s) understand training on and use of policies for the safe haven and consult with them on 

anything that affects their health and safety. 

 

Site duress and emergency communication 

Where your security company assigns a property security guard to a customer’s site, the guard should 

have access to a fixed site duress system or emergency communication independent of their personal 

duress alarm system. 

 

With access to a site duress system or emergency communication, the guard(s) can communicate a 

request for help before, during or after an incident or emergency while on site. It is particularly useful 

to have access to a site duress system if the guard is separated from their personal duress system for 

reasons beyond their control. 

 

At a minimum, the activation point for the fixed duress system should be located in a safe haven or 

similar place of safety. Ideally there should be multiple points of activation, providing the guard with 

easy and ready access to them. This is particularly relevant to large, open sites where the guard is 

expected to move around the entire site. 
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Your security company must share information about the site duress system with the guard(s) in a 

timely manner. It must also ensure that the guard(s) understand training on and use of policies for the 

site duress system and consult with them on anything that affects their health and safety. 

 

Personal mobile duress alarms 

Your security company should provide its guards with access to a monitored personal mobile duress 

and safety alarm. This alarm will mitigate, as far as reasonably practicable, the risk of harm to the guard 

while carrying out their duties off site. It will also make it possible to identify exactly where the guard 

is located if they need help.  

 

The type of personal mobile duress alarm your security provides: 

• may be a separate device or an app on a phone for guards carrying out business off site 

• needs to cater for guards travelling to or from off-site locations or between sites for mobile security 

patrols, using a range of underlying technologies, such as mobile, GPS or radio 

• is to provide full coverage in the guard’s operational area.  

 

A 24/7 monitoring service is required to field alarm activations and take the necessary steps to initiate 

an emergency response. An option is for it to provide your security company with the ability to self-

monitor.  

 

Guards will require training on using the equipment. The training may be provided either to the guards 

as end users or on a ‘train the trainer’ basis.  

 

Your security company may select more than one solution to meet its needs.  

 

Types of duress alarms available are:  

• mobile phone app  

• radio transmitter (ideally GPS-enabled) 

• stand-alone devices 

• vehicle based  

• smart watch.  

 

The devices operate on a mix of both cellular and satellite networks. They range from small, discreet, 

stand-alone devices through to hard-wired, in-vehicle devices with small pendants that the user carries.  

  

All of the above solutions must be monitored 24/7.  

 

Your security company must share the information on the personal mobile duress system with the 

guard(s) in a timely manner. It must also ensure that the guard(s) understand training on and use of 

policies for the system and consult with them on anything that affects their health and safety. 
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Escalation  

Your security company should provide all property security guards and mobile security patrols with an 

escalation plan. 

 

An escalation plan will provide the guard(s) with the ability to escalate: 

• an incident that has occurred 

• an increased risk to the health and safety of themselves or someone else 

• a service delivery issue 

• a customer complaint. 

 

The escalation plan should also include instruction on: 

• when to escalate an issue 

• how to escalate an issue 

• who to escalate to an issue to 

• what will happen once the issue is escalated. 

 

Your security company must share the escalation plan with the guard(s) in a timely manner. It must 

also ensure that the guard(s) understanding training on and use of the escalation plan and consult with 

them on anything that affects their health and safety. 

 

Welfare checks 

Your security company must have a system of conducting welfare checks on all deployed property and 

mobile security patrol staff every hour. The welfare checks can: 

• involve an automated or manual process 

• be system initiated and managed, or initiated by either the security guard or the security company, 

depending on the welfare system being used. 

 

When the property security guard or mobile security patrol is going into a situation known to be high 

risk, you should increase the frequency of the welfare check process to a minimum of five-minute 

intervals until either: 

• that property security guard or mobile security patrol leaves that site or 

• a risk assessment is conducted and the site is assessed as low risk. 

 

Your security company must share the welfare check system with the guard(s) in a timely manner. It 

must also ensure that the guard(s) understand the training on and use of the welfare check system and 

consult with them on anything that affects their health and safety. 

 

Emergency response 

Where a property security guard or mobile security patrol does not make contact by a designated time, 

your security company should have emergency procedures in place to ensure the safety of the guard.  
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The operations centre operator or supervisor should have immediate access to the designated 

schedule at all times to help locate guards or resources that can be deployed to check on a guard who 

has not made their scheduled or expected contact. 

 

If a patrol guard does not respond to communications, your security company should have procedures 

in place to deploy the nearest patrol to locate the guard.  

 

Your security company should also ensure that the responding patrol assesses the situation so that 

they do not put themselves at risk. 

 

Your security company must share the emergency response plan with the guard(s) in a timely manner. 

It must also ensure that the guard(s) understanding training on and use of the emergency response 

plan and consult with them on anything that affects their health and safety. 

 

Communications dispatch support 

Where your security company, or the customer, provides communications or dispatch services to 

property security guards or mobile security patrols, it should ensure that: 

• all welfare checks are completed on time 

• all available information is communicated to the property security guard or mobile security patrol 

in a timely fashion, to allow them to conduct their risk assessment 

• any information that indicates an offender is likely to be on site (e.g. multiple devices have been 

activated during an alarm event) is passed to the property security guard or mobile security patrol 

• if the mobile security patrol officer does not respond to the welfare status calls, then the 

response/escalation plan is initiated in line with your company’s standard operating procedures. 

 

Your security company must share information on its communications dispatch support service with 

the guard(s) in a timely manner. It must also ensure that the guard(s) understand training on and use 

of the service and consult with them on anything that affects their health and safety. 

 

Communications – alarm response 

To ensure a response to any alarm (e.g. burglary, duress) occurs in a timely, reliable, accurate and safe 

manner, your security company should consider the following performance measures when receiving 

alarm activation notifications from an alarm monitoring service provider and responding to them. 

• Phone answering: It is important to answer all calls for services promptly and efficiently. Answer 

95% of calls within 30 seconds. 

• Time to dispatch: After receiving a request for dispatch of a patrol guard, dispatch the mobile 

security patrol guard in a timely manner. Dispatch the guard within two minutes, 95% of the time. 

• Methods of dispatch: Where you are providing alarm response services, it is essential your mobile 

security patrol guard is on stand by and ready to deploy in a timely fashion. 

If using SMS or email to communicate the deployment to the patrol guard, have a process in place 

for the patrol guard to acknowledge that they have received the request to the dispatching 
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company within a specified timeframe. Guards should acknowledge receiving the request within 

two minutes of receiving it, 95% of the time. 

• Closing off the job: Your security company should set minimum standards for closing off jobs with 

the dispatch company. Close off jobs with the dispatch company within five minutes after arrival 

and resolution of the job, 95% of the time. This communication should also include information 

about on-site time, off-site time and the full names of any staff found on site. You can communicate 

in a range of ways, such as via email, web portal or phone call. 

• Safety first: The above measures are intended as a baseline for alarm response but any such 

response must be done safely in the circumstances. 

 

Your security company must share the alarm response process with the guard(s) in a timely manner. It 

must also ensure that the guard(s) understand training on and use of the alarm response process and 

consult with them on anything that affects their health and safety. 

 

Personal protective equipment  

Both the security company and the property security guard or mobile security patrol have a 

responsibility to ensure that safety is a priority in the workplace. To support a property security guard 

or mobile security patrol, your security company should provide personal protective equipment (PPE) 

that is appropriate to the duties of the guards involved and should not pass the cost for PPE on to the 

workers. 

 

Your security company’s decisions about what type of PPE to provide depend on a variety of factors 

such as what contracted duties, site requirements, customers and geographical locations are involved. 

As a minimum, your security company should provide for each guard: 

• a mobile communication device (radio/smart device or mobile phone) 

• a mobile duress device (which may be included in a smart phone or as a separate device) 

• a hand-held torch (minimum 250 lumens) 

• a uniform that is appropriate for the weather. 

 

Please remember that PPE provides the lowest level of protection and reliability as a control option in 

the hierarchy of controls, below administration, minimisation and elimination controls. For more 

information, see ‘Control risks’ in the ‘Legal issues’ section. 

 

Your security company must share its personal equipment policy with the guard(s) in a timely manner. 

It must also ensure that the guard(s) understand training on and use of the policy and consult with 

them on anything that affects their health and safety. 

 

Standard operating procedures 

A standard operating procedure (SOP) is a set of step-by-step instructions that a security company puts 

together to help property and mobile security patrol guards carry out security services.  
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SOPs aim to achieve efficiency, high-quality output and consistent performance, while reducing 

miscommunication and failure to comply with industry regulations, standards or the law. 

 

Your security company should develop an SOP document specific to each site and any particular 

function. The document should contain a clear set of instructions covering all aspects of duties at that 

specific location. Your security company should make it available on that site. 

 

When developing SOPs, your security company should consider these guidelines and the site risk 

assessment. 

 

It should also review the SOPs at least annually as part of the Protective Security Requirements review 

process.  

 

While specific sites and individual companies will have their own unique SOPs, certain generic basic 

standards should be consistent across most security operations. 

 

These include: 

• signing in for duty 

• signing out equipment such as site keys and phones 

• how to operate tools and systems 

• dealing with site visitors 

• understanding of legal compliance 

 

Your security company must share the SOPs with the guard(s) in a timely manner. It must also ensure 

that the guard(s) understand training on and use of the site SOPs and consult with them on anything 

that affects their health and safety. 

 

Staff recruitment, selection and training 

Recruitment 

Your security company must ensure that all property and mobile security patrol guards are 

appropriately trained for the duties that it has employed them to perform. 

 

Your security company should use these guidelines as the basis for developing property security guard 

and mobile security patrol policy and procedures for your business and customer. Having such policy 

and procedures in place will help you in developing a practicable and effective workforce recruitment 

system. 

 

Your policy and procedures for workforce recruitment should include an appropriate system for 

screening or vetting potential property and mobile security patrol guards. At a minimum, your policy 

should include: 
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• identification 

• full licensing 

• probity 

• right to work 

• reference checking 

• work endorsements 

• on-boarding 

• clearance for working with children where required (e.g. duties involving schools, child protection 

or hospitals). 

 

Training 

To get their security licence, all property and mobile security patrol guards must complete these 

mandatory training standards: 

• NZQA Unit Standard 27360 – Describe conflict management in a security context 

• NZQA Unit Standard 27361 – Manage conflict situations in a security context 

• NZQA Unit Standard 27364 – Demonstrate knowledge of the security industry in the pre-

employment context. 

 

For more information, see the ‘Guidelines for training’ section. 

 

Temporary licence holders 

While the PSPLA allows for an individual to obtain a temporary security licence and to work under that 

temporary licence without having completed the mandatory training (NZQA Unit Standards 27360, 

27361 and 27364), we recommend that, until they have completed these standards, these guards are: 

• not deployed on their own. 

• closely supervised. 

 

Staff selection 

In making staffing decisions about each customer’s site, your security company must assess the 

capability and experience of available staff and the services required for that particular site.  

 

For sites assessed as high or extreme risk, you should only assign suitably trained and experienced staff 

who: 

• have good situational awareness 

• understand the potential threats they may encounter 

• are able to follow sound safety protocols.  

 

Your security company should have a record system that identifies the staff who are trained and/or 

qualified for various duties. 
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If no available staff are suitable for a given site, your security company must either recruit suitable staff 

or train existing staff to ensure they are suitable to deploy to the customer’s site.  

 

Your security company must put in place controls that prevent property or mobile security patrol 

guards from being rostered on to sites they have not been trained for or do not hold appropriate 

qualifications for. 

 

Your security company must share its staff selection policy with the guard(s) in a timely manner. It must 

also ensure that the guard(s) understand the policy and consult with them on anything that affects 

their health and safety. 

 

Responsibilities before deploying staff 

Responsibilities before deploying property security guards 

Before any property security guard assigned to a given site begins their duty, your security company 

has a responsibility to: 

• conduct a site risk assessment and communicate the results to the guard(s) 

• develop a site safety plan and communicate it to the guard(s) 

• select the guard(s) appropriately and specifically train them for the role they are required to 

perform at the site 

• provide the guard(s) with a pre-deployment induction to the site 

• provide the guard(s) with the correct equipment to perform the function, including access to a 

personal duress alarm and, if available, a site duress system 

• conduct regular welfare checks on the guard(s).   

 

Your security company must establish and maintain systems to record compliance. 

 

Your security company must share its pre-deployment policy with the guard(s) in a timely manner. It 

must also ensure that the guard(s) understand the policy and consult with them on anything that 

affects their health and safety. 

 

Responsibilities before deploying mobile security patrol guards 

Before any mobile security patrol guard assigned to multiple sites begins their duty, your security 

company has a responsibility to: 

• conduct a site risk assessment at each relevant site and communicate the results to the guard(s) 

• develop a site safety plan for each site and share these plans with the guard(s) 

• select the guard(s) appropriately and specifically train them for the role they are required to 

perform at each site 

• provide the mobile security patrol with the correct equipment to perform the function, including 

access to a personal duress alarm, a vehicle duress system and, if available, a site duress system 
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• conduct regular welfare checks on the guard(s) in line with risk profile of each site or duty they are 

performing.   

 

Your security company must establish and maintain systems to record compliance. 

 

Your security company must share its pre-deployment policy with the guard(s) in a timely manner. It 

must also ensure that the guard(s) understand the policy and consult with them on anything that 

affects their health and safety. 

 

Site induction 

Every worker deployed to a site as either a property security guard or a mobile security patrol guard 

must receive a site induction before they are deployed to the site to perform the services. 

 

The induction into their role as either a property security guard or a mobile security patrol guard should 

cover industry requirements relating to: 

• performance 

• health and safety  

• service delivery 

• credibility 

• accountability 

• record keeping 

• site safety (including safe haven and personal duress) 

• site risk assessment 

• specific details about the customer’s site. 

 

This induction should be part of an on-boarding process. 

 

The requirement for a site induction sits alongside requirements for ongoing training and upskilling. 

These processes should complement and be coordinated with each other. 

 

Your security company must share its site induction policy with the guard(s) in a timely manner. It must 

also ensure that the guard(s) understand training on and use of the policy and consult with them on 

anything that affects their health and safety. 

 

Site safety 

Every worker deployed to a site as a property security guard must receive: 

• quick and easy access to a first aid kit and/or a first aid room 

• training and induction in the site fire and evacuation procedures 

• training in first aid procedures for the site. 
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Your security company must share its site safety policy with the guard(s) in a timely manner. It must 

also ensure that the guard(s) understand training on and use of the policy and consult with them guards 

on anything that affects their health and safety. 

 

Supervision 

Your security company and its management must adequately supervise all property security guards 

and mobile security patrols. 

 

Good supervision focuses on the interactions between the supervisor, guard and the customer with 

the aims of: 

• promoting safe and effective guarding practice 

• building on the strengths and successes of the guard(s)  

• addressing any weaknesses of the guard(s). 

 

Supervision is also an opportunity to manage the health and safety of the guard(s) on behalf of your 

security company. 

 

Supervision should take place regularly and continuously. 

 

Property or mobile security patrol guards benefit from supervision by gaining the opportunity to: 

• reflect on practices 

• deliver better outcomes through exploring and discussing new ideas 

• improve their problem-solving skills 

• clarify their understanding and make better decisions. 

 

Your security company benefits from supervision by gaining the opportunity to: 

• promote good practice in the workplace 

• be confident that its guards are practising safely and professionally 

• encourage a positive and safe culture 

• improve guards’ skills in decision making and problem solving 

• reduce guard turnover 

• enhance professional growth and development. 

 

Your security company must share its supervision policy with the guard(s) in a timely manner. It must 

also ensure that the guard(s) understand training on and use of the policy and consult with them on 

anything that affects their health and safety. 
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Working alone 

Your security company should not deploy a property or mobile security patrol guard to work on their 

own until they have: 

• successfully completed NZQA Unit Standards 27360, 27361 and 27364 

• obtained their full certificate of approval from the PSPLA. 

 

Your security company must share its working alone policy with the guard(s) in a timely manner. It 

must also ensure that the guard(s) understand training on and use of the policy and consult with them 

on anything that affects their health and safety. 

 

Remote and isolated work 

Remote and isolated work involves situations where guards are exposed to risks because the nature or 

location of their work means they cannot readily summon help if injury, illness, violence or another 

emergency occurs while they are at work. 

 

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

specifically require a PCBU to: 

• manage risk with remote or isolated workers and provide a system of work that includes effective 

communication with these workers 

• identify hazards in relation to the isolated workers and apply, review and maintain an effective 

hierarchy of control measures to manage this risk. 

 

For guidance see Worksafe’s General Risk and Workplace Management: Part 2: Section 3.1: Remote 

or Isolated Work https://www.worksafe.govt.nz/managing-health-and-safety/businesses/general-

requirements-for-workplaces/general-risk-and-workplace-management-part-2 

 

Your security company must share its remote and isolated work policy with the guard(s) in a timely 

manner. It must also ensure that the guard(s) understand training on and use of the policy and consult 

with them on anything that affects their health and safety. 

 

Communication in remote or isolated locations 

Safe work practices should ensure regular contact and welfare checks occur between the 

employer/supervisor and the guard at the remote or isolated location. 

 

The communication system used with an isolated or remote location must be reliable, timely and 

effective. 

 

https://www.worksafe.govt.nz/managing-health-and-safety/businesses/general-requirements-for-workplaces/general-risk-and-workplace-management-part-2
https://www.worksafe.govt.nz/managing-health-and-safety/businesses/general-requirements-for-workplaces/general-risk-and-workplace-management-part-2
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In many remote or isolated locations, the telecommunications network is non-existent, poor or 

unreliable. For this reason, a mobile phone is not considered an acceptable or reliable form of 

communication in these situations.  

 

Your security company should conduct a risk assessment to identify the best method of communication 

in each unique situation. 

 

Your security company must share its remote communication policy with the guard(s) in a timely 

manner. It must also ensure that the guard(s) understand training on and use of the policy and consult 

with them on anything that affects their health and safety. 

 

Performance criteria 

Performance criteria are the standards used to evaluate performance.  

 

With performance criteria, the customer and your security company can also agree on the services to 

be provided, how and when to measure the performance of those service and who will measure it.  

 

Performance criteria help assessors to be objective in their evaluation and inform workers about 

expectations, giving the workers a target or goal to strive for. 

 

Security companies use performance criteria to: 

• track the progress of new guards 

• set out the standards that guard needs to meet. 

 

Property security guards and mobile security patrols should provide their services in line with a contract 

or agreement between the security company and the customer.  

 

Your security company should document performance criteria agreed with both the customer and the 

guard and regularly review them for suitability. Performance criteria agreed between your security 

company and a customer should be included as part of the contract. 

 

Your security company must share its performance criteria policy with the guard(s) in a timely manner. 

It must also ensure that the guard(s) understand the policy and consult with them on anything that 

affects their health and safety. 

 

Managing fitness for work 

Factors that reduce staff fitness for work include fatigue and the effects of alcohol and other drugs. 

The mental or physical exertion involved produces a state of impairment that leads to reduced 

performance, impaired decision making, lack of motivation, tiredness and poor concentration. 
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Work practices such as long hours often make these effects worse. as does workers’ . 

 

Fatigue 

To work safely, workers should be physically and mentally alert. For this reason, fatigue is a potential 

risk. PCBUs and workers have a responsibility to manage fatigue at work. 

 

The following are some factors that contribute to fatigue. 

• Work schedules – hours of work, night work and shift work (including breaks between shifts): Long 

work hours, irregular work hours, and schedules that require night work can cause fatigue. All of 

these kinds of schedules limit the time for a person to physically and mentally recover from work. 

Working at night interrupts the natural sleeping rhythm, which can cause fatigue. 

• Sleep disruption: Everyone needs a particular amount of sleep to stay alert and perform well. 

People generally need between 7.5 and 9 hours of sleep a night. The most beneficial sleep is deep 

and undisturbed over a single continuous period. When sleep each day is disrupted in terms of its 

length and quality, fatigue may result. 

• Environmental conditions: Climate extremes (such as working outside in winter), noise and 

handling vibrating tools place demands on workers and increase fatigue.  

• Physical and mental work demands: Physically demanding work and mental demands, such as 

tasks that require periods of intense concentration, can increase fatigue.  

• Emotional well-being: Work events, such as experiencing regular criticism or the pressure to 

complete a task to a deadline, can be emotionally tiring and increase fatigue. Non-work events can 

also cause distress and lead to fatigue – for example, when a person faces the loss of a loved one 

or tries to resolve personal conflicts.  

 

For guidance, see WorkSafe’s Fatigue Quick Guide, July 2017, at https://worksafe.govt.nz/topic-and-

industry/work-related-health/fatigue/  

 

Your security company must share its fatigue policy with the guard(s) in a timely manner. It must also 

ensure that the guard(s) understand training on and use of the policy and consult with them on 

anything that affects their health and safety. 

 

Responsibilities in managing fitness for work 

Your security company should have in place policies and procedures for avoiding, identifying and 

dealing with the ‘fitness for work’ of property and mobile security patrol guards. These policies and 

procedures should include training in fatigue management and random and incident-based alcohol and 

drug testing in the workplace. 

 

Your security company must share its fitness for work policy with the guard(s) in a timely manner. It 

must also ensure that the guard(s) understand training on and use of the policy and consult with them 

on anything that affects their health and safety. 

 

https://worksafe.govt.nz/topic-and-industry/work-related-health/fatigue/
https://worksafe.govt.nz/topic-and-industry/work-related-health/fatigue/
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General conditions 

Security companies should provide all property security guards and mobile security patrols with access 

to: 

• facilities for dining and changing clothes  

• access to toilets and washing facilities 

• access to supplies of drinking water 

• first aid rooms that are clean and safe to use 

• safe and healthy accommodation where overnight stays are required 

• access to a first aid kit that is regularly stocked. 

 

Your security company must share its requirements for general conditions with the guard(s) in a timely 

manner. It must also ensure the guard(s) understand these requirements and consult with them on 

anything that affects their health and safety. 

 

Seating 

Your security company should provide facilities for seating where it is reasonable for workers to 

perform work while seated and the customer and employer have agreed that seating does not 

compromise service levels or the ability to provide necessary services. 

 

Where it is not reasonable for workers to perform work while seated, then your security company 

should provide seating facilities where the worker can rest during breaks. 

 

Your security company must share its seating policy with the guard(s) in a timely manner. It must also 

ensure that the guard(s) understand training on and use of the policy and consult with them on 

anything that affects their health and safety. 

 

Accountability 

Your security company is answerable for its delivery of contracted property security guard and mobile 

security patrol services. This delivery includes achieving the objectives and results in performing the 

service and reporting on the service delivered in a transparent, fair and accurate way.    

 

We strongly discourage engaging in conduct that is misleading or deceptive, or is likely to mislead or 

deceive. Such behaviour is completely unacceptable. It would have serious consequences for both the 

security company and its staff. 

 

Your security company must share its accountability policy with the guard(s) in a timely manner. It must 

also ensure that the guard(s) understand training on and use of the policy and consult with them on 

anything that affects their health and safety. 
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Customer communication 

Your security company should establish a policy for communicating with the customer on the delivered 

or contracted property security guard and mobile security patrol services. 

 

This customer communication policy should be in writing and set out your security company’s 

commitment to customer communication. It should include: 

• what property security guard and mobile security patrol services will be delivered 

• how the services will be delivered 

• who internal and external stakeholders are 

• contract reporting requirements 

• communication method 

• communication frequency 

• communication format 

• details of the task to be delivered and what constitutes completed or non-completed service 

delivery 

• what services will not be delivered 

• the process of remediation if the service is not delivered. 

 

Record keeping and reporting 

Proof of service 

Credibility of the delivery of both property security guard and mobile security patrol services to a 

customer’s premises is a professional responsibility. Your security company should document this in 

the form of performance criteria.  

 

Your security company should provide proof of service, or be able to provide proof of service, digitally 

and/or in hard copy, for all attendances at a customer’s site by property security guards and mobile 

security patrols. 

 

Digital proof of attendance may include: 

• GPS locator record – including smart device records (e.g. mobile phones, smart devices, tablets) 

• geo-tagging – including smart device records (e.g. mobile phones, smart devices, tablets) 

• on-site digital recording devices (site electronic buttons, access control and/or alarm deactivation 

or activation) 

• digital record of communicating site attendance to an operations centre. 

  

Your security company may use a guard tour management system (GMS) if the system meets proof of 

service requirements. 
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Providing digital proof of attendance is a requirement in addition to meeting any customer 

requirements or process for making entries of attendance in an on-site manual log book. 

 

Your security company must keep records confirming proof of service for the period required in any 

relevant legislation or, where legislation does not specify a time period, for three years. 

 

Reporting 

Your security company should establish a reporting system that records, and is capable of reporting, 

the delivery of all property security guard and mobile security patrol services in a transparent, fair and 

accurate manner. 

 

Record keeping and management 

Your security company must keep records to comply with all legislative and licensing requirements.  

 

These records must include details of all attendances by property security guards and mobile security 

patrols and their response to customer premises. This includes identifying each attending or 

responding security guard. 

 

Privacy of the data is an important consideration. Your security company must manage data and critical 

customer information in line with the Privacy Act 1993.  

 

Documentation 

To ensure it has an accurate and reliable record of all the actions and communications it makes to 

manage the health and safety risk to property and mobile security patrol guards, your security company 

should document all of these actions and communications and keep this documentation as evidence if 

it is required. 

  

Use of technology 

We encourage your security company to use technology to provide the greatest possible protection to 

its people and assets. 

 

Technology can provide accurate, reliable and timely protection for property and mobile security patrol 

guards. It also has value as high-quality evidence if it is required. 

 

Your security company should proactively seek out technology products and services that enhance 

safety in the workplace and dedicate time to encouraging innovation within the company. 
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Subcontracting 

Where a security company subcontracts another business (including a related entity) to carry out 

property security guard or mobile security patrol services, the security company must ensure that the 

subcontractor carries out the work in line with these guidelines. 

 

The security company and the subcontractor should agree on safe work procedures, including 

arrangements for managing health and safety incidents. The security company should monitor the 

subcontractor’s activities regularly. 

 

The subcontractor is responsible for reporting, recording and communicating proof of service to the 

security company. The security company is responsible for reporting on proof of services and for 

communicating this to the customer. 

 

A security company that provides mobile security patrols by subcontract should advise the customer 

that a subcontractor is providing or may provide the service. 

 

Due diligence 

When considering a subcontractor relationship or service, your security company should conduct due 

diligence on the subcontractor. This due diligence should cover the subcontractor’s: 

• legal structure and financial health 

• management structure – showing control and accountability at each level of its operations 

• evidence of business licences 

• evidence of individual security licences 

• evidence of service-level agreement 

• evidence of insurance and certificates of currency 

• compliance with policies, laws and regulations, including those related to health and safety 

• document exchange and review 

• evidence of handling procedures 

• right to audit 

• evidence of its membership of a recognised security industry association. 

 

Managing keys 

Sometimes property security guards and mobile security patrols have a responsibility to hold customer 

keys for access to premises as and when required under the contracted services. 

 

Where guards are holding keys on behalf of a customer, they should hold them in a safe and secure 

manner. Your security company should have a key management policy that includes the following as a 

minimum. 

• Record keys coming from or being returned to a customer in a key register and provide a receipt. 
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• When a property security guard or mobile security patrol is not in possession of the keys, your 

security company should store those keys at its premises in a secure facility or a secure lockable 

cabinet. 

• When keys are held in a vehicle under the direct control of a property security guard or mobile 

security patrol, store them in a locked key box secured in the vehicle or a lockable strapping system. 

• Conduct key audits twice a year, or over a shorter interval if the customer contractual agreement 

requires it. 

 

Uniforms 

An important safety requirement is to identify a property or mobile security patrol guard when they 

are on a customer’s premises either providing an on-site contracted service or in response to an alarm.  

 

Uniforms need to suit individual workers so your security company should consult with its workers on 

the uniform’s fitness for purpose. 

 

The uniform should: 

• clearly and appropriately display the word “security” on an outward-worn uniform item such as a 

shirt, jumper, jersey or jacket  

• appropriately display your security company’s logo or identification on the uniform items such as a 

shirt, jumper, jersey and/or jacket 

• include suitable and safe footwear for the duties to be performed. 
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Guidelines for property security guards 

 

Introduction 

For the purposes of these guidelines, a property security guard is a guard assigned to a fixed location 

or premises for a period of time. Other terms are a static or site security guard. This role excludes 

guards that monitor security systems remotely and that provide mobile security patrol services. 

 

Property security guards include guards that perform security services in the following environments 

or roles: 

• retail stores (stores or malls) 

• commercial business premises 

• industrial premises 

• government premises 

• embassies or consulates 

• concierge or reception 

• warehousing premises 

• customer control room 

• corporate VIP  

• hotel 

• crime scene 

• ports  

• defence installations 

• personal protection 

• airports. 

 

Because service delivery for events (concerts and sports), hospitals and courts is specialised in nature, 

we will develop separate sections for each of these services to include in these guidelines at a later 

date. 

 

Licence to operate 

All individuals providing guard services must be approved to operate by the Private Security Personnel 

Licensing Authority (PSPLA) and issued the appropriate licence to operate. 

 

“guards that are assigned to a site to protect a customer’s 

people, property and assets” 
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The PSPLA is the government agency that looks after licences and certificates of approval (COA) for 

private security and investigation work. 

 

As a property security guard, you must ensure that your licence to operate is current at all times.  

 

People operating without a licence or certificate of approval will be the subject of a complaint to the 

PSPLA. The PSPLA may require the Police or Department of Internal Affairs to investigate or report on 

the matter, which can result in substantial fines. 

 

Replace lost badges, licences or certificates 

If you lose your badge, licence or certificate, you must apply to the PSPLA for a replacement.  

 

Update your details or classes of work 

You must let the PSPLA know if any of your personal details change, or if you want to change a class of 

security work you do. 

 

You must advise the PSPLA if: 

• your name changes 

• your home address changes 

• you are no longer eligible for your licence or certificate. 

 

Annual return 

If you have a licence, even if your details have not changed, each year you need to send an annual 

return to the PSPLA. 

 

Temporary licence to work while training 

You can start work before you have done the training you need as a crowd controller, property security 

guard or personal guard. To do this, you need to apply for a temporary licence. 

 

Training and skills 

When you apply for a private security licence or certificate, you need to prove you have the training or 

skills (competency) for the classes of work you will be doing. 

 

Powers of arrest  

Property security guards do not have Police powers. Under New Zealand law, they have the same 

powers as any member of the public.  

 

The law allows for certain kinds of ‘arrests’ by members of the public (which includes property security 

guards). For more information, see the New Zealand Qualifications Authority (NZQA) Unit Standard 

27364 – Demonstrate knowledge of the security industry in the pre-employment context. 
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Purpose of a property security guard 

The primary purpose of a property security guard is to detect, deter, observe and report. 

 

Like all workers in New Zealand, as a property security guard you are not expected or required to put 

yourself at risk of injury or death when you go to work every day. 

 

It is important that: 

• you understand that you need not put yourself at risk of injury or death and do not take 

unnecessary risks while at work 

• your security company and the customer provide an environment that ensures the safety of the 

guards while you are at work. 

 

The instruction to detect, deter observe and report is founded on the principle that property security 

guards are not Police, they are unarmed and they do not have any more law enforcement authority 

than any other member of the New Zealand public. 

 

Detect  

Detection and deterrence are two top priorities of a property security guard.  

 

Before you start your job on site as a property security guard, your security company conducts a site 

risk assessment to pinpoint any weak areas of a customer’s site. From this information, your security 

company creates a site security plan to ensure that these areas are properly secured.  

 

As a property security guard, you should be competent and trained to detect any potentially criminal 

or unsavoury acts or people before they become a problem.  

 

This detection work could include controlling access to a premise through a gatehouse or as a concierge 

officer, identifying suspicious activities and people, detecting emergencies and many other tasks. 

 

Deter  

The presence of a property security guard is usually enough to deter many potential criminals. For this 

reason, you wear a uniform and are clearly identifiable as a property security guard.  

 

The more visible a property security guard is, the less likely an offender will be to target a site while 

you are there.  

 

On the other hand, because a uniformed property security guard is so visible, a seasoned criminal may 

easily work out your schedules. So it is important that, if required by the customer, you maintain an 

irregular route schedule.  
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Observe  

As a property security guard, you should be well trained in the art of observation.  

 

The use of on-site CCTV and alarms can help with this task. It is also helpful to have good lighting and 

a clear and open sight line around the site. 

 

Sometimes part of a property security guard’s observation duty is to patrol the premises and check 

that everything is in order.  

 

Report  

Just performing the first three duties above is not enough to make a good property security guard.  

 

You need to take action as soon as an incident occurs. Escalate it by: 

• reporting it to the relevant authorities (such as the Police or an emergency service)  

• notifying your security company. 

 

However, the priority is to protect yourself and ensure your safety first.  

 

Risk management  

Providing property security guard services presents challenges in addressing specific workplace risks. 

For example, a guard could be working alone on a site and/or at a site that is large, isolated and poorly 

lit. 

 

As a property security guard, you must regularly conduct a risk assessment of your work environment 

when on duty. Part of this task is to assess likely scenarios, including how you will respond to them, 

and to identify the controls in place to help keep you safe. 

 

Controls 

Based on the results of your security company’s site risk assessment, your security company should 

apply security controls to the site to help manage the risks to you and its other workers.  

 

Remember your company should apply controls in the following order: 

1. eliminate the risk through controls. 

If risk remains: 

2. minimise the risk through substitution, isolation and engineering controls 

3. apply administrative controls  

4. use personal protective equipment (PPE). 

 

For more information, see ‘Control risks’ in the ‘Legal issues’ section. 
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Table 4 lists some security controls available to property security guards but it is not exhaustive. You 

should proactively work with your security company to look for better controls to improve the safety 

and security of workers. Such controls include the use of innovative technology and training. 

 
Table 4: Examples of security controls for property security guards that may be used for different levels of site risk 

Site risk level Minimum controls  Control type  

Low Be aware of: 

• site risk assessment 

• site safety plan 

• safe haven location and operation 

• emergency contact process 

• personal duress alarm 

• interpersonal communication techniques 

• the need to remain highly visible 

• the need to remain highly observant 

• the escalation process. 

 

 

Understand your risks (not a control) 

Administrative (process) 

Engineering (physical security) 

Administrative (process) 

Engineering (physical security) 

Administrative (process) 

Minimisation (preventing contact) 

Minimisation (preventing contact) 

Administrative (process) 

Medium All of the above plus: 

• use CCTV and electronic security to detect an 

intruder or suspicious behaviour 

• apply conflict management and de-escalation 

techniques 

• request additional security support 

• apply space and body positioning 

• introduce a barrier of delay   

• use tactical withdrawal. 

 

 

Engineering (physical security) 

 

Administrative (process) 

 

Administrative (process) 

Administrative (process) 

Engineering (physical security) 

Minimisation (preventing contact) 

 

High All of the above plus: 

• MOVE to safe haven 

• TELL – activate personal duress system 

• call POLICE on 111. 

 

 

Minimisation (preventing contact) 

Administrative (process) 

Administrative (process) 

 

 

Identifying hazards 

Identifying hazards in the workplace involves recognising risks and situations that could potentially 

cause harm to yourself or someone else. 

 

Hazards associated with property security guard activities can include: 

• burglaries, robberies and armed hold-ups 

• discovery of offender(s) on site committing crimes 

• aggressive customers 

• lone worker risks 

• worker fatigue and stress 



Page 55 

 

• manual tasks 

• exposure to temperature variations 

• slips, trips and falls. 

 

Your security company may identify potential hazards by: 

• inspecting the customer worksites and completing a site risk assessment 

• inspecting all equipment 

• observing the systems of work and work practices 

• talking to workers about any problems that they have noticed 

• reviewing incident, injury and dangerous occurrence reports 

• deciding on the levels of training, experience and competence needed for the tasks. 

 

For more information on identifying hazards, please visit WorkSafe’s website at 

www.worksafe.govt.nz  

 

Scenario planning 

As a property security guard, you could be confronted with various potentially hazardous situations at 

a moment’s notice while on a site.  

 

These situations include both predictable and unpredictable events. Some of these events could affect 

your health and safety so it is essential to be prepared for them as much as possible. 

 

When you undertake scenario planning, you focus on the future to help in identifying risks. With this 

method, you can form an idea of possible future scenarios and how these may affect your ability to do 

your job. However, given that making accurate predictions is very difficult, you should create a variety 

of possible future scenarios rather than assuming an event will happen in one particular way.  

 

Using these scenarios, you will be able to make better decisions when problems or changes occur.  

 

Take the time to consider likely scenarios that could take place on the site you are deployed to. Events 

you should consider include: 

• discovering an intruder on site 

• discovering a break-in on site without knowing where the offender is 

• offenders using a vehicle to gain forced entry to the site 

• offenders entrapping the guard into a situation with criminal intent 

• an alarm (single or multiple devices) activating on site. 

 

Assessing the risks 

Your security company must carry out a risk assessment for all sites before starting to provide property 

security guard services. For an urgent or one-off job, it must still conduct a risk assessment before 

accepting or undertaking the work.  

http://www.worksafe.govt.nz/
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The risk assessment must identify the level of risk involved and appropriate methods of eliminating 

and/or controlling the risks.  

 

Depending on the circumstances, it may or may not be necessary to visit a site to establish this 

information. A property security guard may undertake an initial risk assessment by completing a pro-

forma site risk assessment template to identify what to consider in terms of both response and risk. 

Where this initial risk assessment identifies unacceptable risks, a suitably qualified person approved by 

the security company should undertake a site risk assessment . This person could be a security company 

worker or an independent third-party contractor. 

 

Therefore, risk assessments must be: 

• conducted by a person suitably qualified and trained to provide and complete security risk 

assessments 

• conducted by a person experienced in providing property security guard services and appropriately 

licensed to provide those services 

• conducted again if the threat environment changes and reviewed to identify how effective the risk 

controls have been. 

 

You should complete the assessment using AS/NZS ISO 31000:2009 Risk Management – Principles and 

Guidelines. 

 

When to conduct a site risk assessment 

Your security company must perform a risk assessment of the site requiring your guard services when 

the customer is either: 

• a new customer or 

• an existing or former customer requiring guard services at one or more new sites. 

 

When conducting the site risk assessment, your security company must get details of any previous 

security incidents at the site. It must also communicate details of the risk assessment (including risk 

factors considered and any previous security incidents) to the guard staff it deploys to work at that site. 

 

When you receive this information on the site risk assessment, please review and understand it before 

you begin your duty on the site. 

 

Site hazards 

As a property security guard, you must have training to: 

• understand workplace hazards associated with the site you are deployed to  

• know what controls, including operational policies and/or personal protective equipment, are in 

place to protect you from such hazards.  
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Your security company should also inform you about procedures to follow if an emergency involving 

site hazards or hazardous materials occurs. 

 

Escalation  

As a property security guard, you should be aware of the escalation plan your security company 

provides. 

 

The escalation plan will provide you with the ability to escalate when: 

• an incident has occurred 

• the health and safety of yourself or someone else is at increased risk 

• a service delivery issue has arisen 

• a customer has complained. 

 

The escalation plan will also instruct you on: 

• when to escalate an issue 

• how to escalate an issue 

• who to escalate an issue to (e.g. Police, emergency services or management) 

• what will happen once the issue is escalated. 

 

As a property security guard, you are encouraged to understand and use the escalation plan to 

contribute to a safe and secure work environment. 

 

Offender on site 

If you believe one or more offenders have been or are still on site, follow these steps to keep safe. 

• ESCAPE immediately to a place of safety (such as your safe haven). 

• HIDE in your place of safety. 

• TELL by calling the Police and activating your duress alarm. 

• OBSERVE from a safe distance inside your safe haven if possible.  

• ASSIST the Police when they arrive by explaining the facts and giving them access to the building if 

required. 

 

Figure 6 presents the Escape, Hide and Tell response sign. You should display it prominently on site to 

remind staff of the best response during an emergency. 

 



Page 58 

 

 
Figure 4: Escape, Hold, Tell response sign 

 

Other ways you can help the Police are to: 

• take care not to contaminate the scene by removing or disrupting evidence 

• make a note of where you have walked 

• not touch areas the offender may have touched 

• not smoke in the area or spit on the ground (the Police may mistake it as evidence from the 

offenders and use specimens for DNA testing) 

• explain where the break-in has occurred  

• explain only the facts (e.g. if you saw an offender running away, tell the Police where you last saw 

him rather than where you think he went based on the direction of the noise) 

• accompany them into the building.  

 

Security controls 

Site induction 

Every worker deployed to a site as a property security guard must receive a site induction before they 

are deployed to the site to perform the services. Table 5 lists the minimum requirements for site 

induction. 

 

The requirement for site induction sits alongside requirements for ongoing training and upskilling. 

These processes should complement and be coordinated with each other. 

 
Table 5: Minimum requirements for site induction at different levels of site risk  

Site risk level Induction requirement  

Low Induction provided should be: 

• for new staff, a minimum of two hours on site accompanied by supervisor  

• for experienced staff with over 12 months’ experience, a minimum of one hour  on 

site accompanied by supervisor. 

 

Medium An experienced guard or supervisor should train inexperienced staff on site for: 
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• a minimum of five shifts or 

• a minimum of seven shifts where it is a more complicated site.  

 

After this training, staff should be working under close site supervision for one month. 

 

High Only experienced staff (with a minimum of 12 months’ experience) should be deployed to 

the site and they should: 

• have a minimum induction period of 14 shifts  

• have close on-site supervision for three months 

• not operate alone.  

 

 

Personal duress alarms 

Your security company should provide you with access to a monitored personal duress and safety alarm 

that will: 

• mitigate, as far as reasonably practicable, the risk of harm to you while you are carrying out your 

duties off site  

• make it possible to identify exactly where you are if you need help.  

 

The type of personal duress alarm provided: 

• may be a separate device or an app on a phone for use by guards carrying out business off site 

• needs to cater for guards travelling to or from off-site locations or between sites for mobile security 

patrols, using a range of underlying technology, such as mobile, GPS or radio 

• is to provide coverage at any geographical location in New Zealand.  

 

A 24/7 monitoring service is required to field alarm activations and take the necessary steps to initiate 

an emergency response. An option is for your security company to have the ability to self-monitor.  

 

Guards are required to undergo training on using the equipment. The training may be provided either 

to the guards as end users or on a ‘train the trainer’ basis.  

 

Your security company may choose more than one solution to meet its needs.  

 

Types of duress alarms available are:  

• mobile phone app  

• stand-alone devices  

• vehicle based  

• smart watch  

 

The devices operate on a mix of both cellular and satellite networks. They range from small, discreet, 

stand-alone devices through to hard-wired in-vehicle devices with small pendants that the user carries.  
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All of the above solutions must be monitored 24/7. 

 

Safe haven 

A safe haven is a place where someone can go in order to escape from possible danger or attack. 

 

Your security company must ensure where  reasonably practicable that all guards have access to a safe 

haven at the site they are assigned to. This safe haven will mitigate, as far as reasonably practicable, 

the risk of harm to you while you are carrying out your duties off site. When combined with a site 

duress alarm system, it will make it possible to identify exactly where you are if you need help. 

 

A safe haven should include delay against forced entry. It may be stand-alone or built into an existing 

structure. Whatever form it takes, it should provide refuge for you until it is safe to leave.  

 

Choosing an appropriate location for a safe haven is critical because you must be able to access it 

quickly during extreme events, which can occur within minutes of warnings. Its design also needs to 

include adequate routing, and maps and signs identifying it. 

 

Site safety plan 

To ensure the health and safety of guard staff assigned to any site, your security company must develop 

a site safety plan after completing a site risk assessment. The site safety plan should assess: 

• any existing health and safety rules and procedures of the site 

• hazards of the site 

• any specific safety training required for this site 

• equipment available at the site (including duress and emergency communications) 

• site shelter in place plan 

• site escape plan 

• welfare check process for this site  

• escalation process. 

 

Site duress and emergency communication 

All guards must be able to communicate a request for help before, during or after an incident or 

emergency while on site. For this reason, a site duress or emergency communication system should be 

available and complement a personal mobile duress alarm system.  

 

Welfare checks 

Your security company must conduct welfare checks of all property security guards every hour. The 

welfare checks: 

• may involve either an automated or a manual process 

• The welfare checks can be either system initiated and managed or security company initiated and 

managed.  
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Where the property security guard is deployed to a high-risk situation or site, the operator will note 

the time and will make welfare calls to them at five-minute intervals or more frequently if the property 

security guard requests it. 

 

Personal protective equipment for property security guards 

Both the security company and the property security guard have a responsibility to ensure that safety 

is a priority in the workplace. To support the safety of a property security guard, the security company 

should provide personal protective equipment (PPE) that is appropriate to the guard’s duties. 

 

Your security company’s decisions about the type of PPE to provide depend on a variety of factors, such 

as what contracted duties, site requirements, customers and geographical locations are involved. As a 

minimum, your security company should provide: 

• a mobile communication device (radio/smart device or mobile phone) 

• a mobile duress device (which may be included in a smart phone or as a separate device) 

• a hand-held torch (minimum 250 lumens) 

• a high-visibility safety vest or jacket. 

 

Please remember that PPE provides the lowest level of protection and reliability as a control option in 

the hierarchy of controls, below administration, minimisation and elimination controls. For more 

information, see ‘Control risks’ in the ‘Legal issues’ section. 

 

Standard operating procedures for property security guard sites 

Your security company should develop standard operating procedures (SOPs) based on the site risk 

assessment and the operational requirements of the site. 

 

The SOPs for property security guard sites should include: 

• specific detail on the site induction process for the guard, which should include thorough briefing 

on site layout, safe haven location, intruder alarm systems, fire alarm systems, hazards on the site 

and other relevant matters 

• guard sign-on and sign-off duty process 

• how and when your security company will carry out welfare checks on the guard (e.g. by supervisor 

on the phone, RT call from the operations centre, electronically using smart-phone software such 

as GDS). Note: For low- or medium-risk activities, hourly welfare checks are usually enough 

• escalation process for high-risk activities (e.g. if a guard advises that a shoplifter is getting verbally 

aggressive, then an escalation process should be in place) (see ‘Escalation’ above for more 

information) 

• site access control management and who is responsible for this function 

• who is permitted on site 

• if access policy is breached, who is authorised to deal with it and how 



Page 62 

 

• other policies the guard is required to enforce on site (e.g. in a shopping mall, the guard may be 

required to issue trespass notices to shoplifters) 

• whether the guard has written authority from the owner to issue trespass notices 

• whether the guard has the required knowledge of their legal authority 

• the chain of command at the site – who the guard reports to and how 

• what reporting is to be carried out on the site and how 

• details of specific duties at the site (e.g. perimeter or carpark foot patrols every 90 minutes; sign 

staff in and out of the site; check vehicles as they are leaving site for unauthorised property). 

 

Training  

To get their security licence, all property security guards must complete these mandatory training 

standards: 

• NZQA Unit Standard 27360 – Demonstrate knowledge of managing conflict situations in a security 

context 

• NZQA Unit Standard 27361 – Manage conflict situations in a security context 

• NZQA Unit Standard 27364 – Demonstrate knowledge of the security industry in the pre-

employment context. 

 

Where guards are working under a temporary licence and have yet to complete this training, we 

recommend that they: 

• are not deployed on their own  

• are closely supervised. 

 

For more information, see the ‘Guidelines for training’ section. 

 

Deployment of property security guards 

Before any property security guard assigned to a site begins their duty, your security company has a 

responsibility to: 

• complete a site risk assessment and communicate the results to the guard(s) 

• complete a site safety plan and communicate it to the guard(s) 

• select guard(s) appropriately and specifically train them for the role they are required to perform 

at the site 

• provide the guard(s) with a pre-deployment induction to the site 

• provide the guard(s) with the correct equipment to perform the function, including access to a 

personal duress alarm and, if available, a site duress system 

• conduct regular welfare checks on the guard(s).   

 

Your security company must establish and maintain systems to record its compliance with these 

responsibilities. 
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Working alone 

Your security company should not deploy a property security guard to work on their own until they 

have: 

• successfully completed NZQA Unit Standards 27360, 27361 and 27364 

• obtained their full certificate of approval from the PSPLA. 

 

Worker engagement, participation and representation 

As a property security guard, you can contribute to a safe workplace more effectively when everyone 

involved in the work:  

• communicates with each other to identify hazards and risks 

• talks about any health and safety concerns  

• works together to find solutions.  

 

We recommend ALL property security guards: 

• engage with your employer and management on health and safety matters that affect or are likely 

to affect yourself or your co-workers 

• promote representation and participate in your security company’s practices, which give all 

workers reasonable opportunities to participate effectively in making ongoing improvements to 

health and safety in your workplace.  

 

Remember:  

Communication about health and safety is a two-way ‘conversation’ about health and safety. It should 

be part of business as usual for a security company and its workers, including property security guards. 

 

Everyone in the security company must be able to contribute and have their opinion considered when 

decisions are made so property security guards are expected to engage and support participation.  

 

For more information on worker engagement, participation and representation, see WorkSafe’s good 

practice guidelines Worker Engagement, Participation and Representation at www.worksafe.govt.nz   

http://www.worksafe.govt.nz/
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Guidelines for mobile security patrol guards 

 
 

 

Introduction 

A mobile security patrol is a security service provided by security guards travelling to multiple sites that 

are physically distant from one another, within a defined period of time. Mobile security patrol guards 

include guards that perform mobile security patrol services in the following environments or roles: 

• alarm response 

• noise control 

• community patrols 

• security escorts 

• parking enforcement 

• public transport 

• lock-ups or unlocks 

• bed-downs 

• internal or external checks 

• issuing trespass notices 

• animal control 

• business park patrols 

• freedom campers 

• council parks 

• smoky fires. 

 

Licence to operate 

All individuals providing mobile security patrol services must be approved to operate by the Private 

Security Personnel Licensing Authority (PSPLA) and issued the appropriate licence to operate. 

 

The PSPLA is the government agency that looks after licences and certificates of approval (COA) for 

private security and investigation work. 

 

As a mobile security patrol guard, you must ensure that your licence to operate is current at all times.  

 

People operating without a licence or certificate of approval will be the subject of a complaint to the 

PSPLA. The PSPLA may require the Police or Department of Internal Affairs to investigate or report on 

the matter, which can result in substantial fines. 

 

 

“a security service provided by security guards travelling to 

multiple sites that are physically distant from one another, 

within a defined period of time” 
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Replace lost badges, licences or certificates 

If you lose your badge, licence or certificate, you must apply to the PSPLA for a replacement.  

 

Update your details or classes of work 

You must let the PSPLA know if any of your personal details change, or if you want to change a class of 

security work you do. 

You must advise the PSPLA if: 

• your name changes 

• your home address changes 

• you are no longer eligible for your licence or certificate. 

 

Annual return 

If you have a licence, even if your details have not changed, each year you need to send an annual 

return to the PSPLA. 

 

Temporary licence to work while training 

You can start work before you have done the training you need as a crowd controller, property security 

guard or personal guard. To do this you need to apply for a temporary licence. 

 

Training and skills 

When you apply for a private security licence or certificate, you need to prove you have the training or 

skills (competency) for the classes of work you will be doing. 

 

Powers of arrest  

Mobile security patrol guards do not have Police powers. Under New Zealand law they have the same 

powers as any member of the public.  

 

The law allows for certain kinds of ‘arrests’ by members of the public (which includes mobile security 

patrol guards). For more information, see the New Zealand Qualifications Authority (NZQA) Unit 

Standard 27364 – Demonstrate knowledge of the security industry in the pre-employment context. 

 

Purpose of a mobile security patrol 

The primary purpose of a mobile security patrol is to detect, deter, observe and report. 

 

Like all workers in New Zealand, as a mobile security patrol guard you are not expected or required to 

put yourself at risk of injury or death when you go to work every day. 

 

It is important that: 
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• you understand that you need not put yourself at risk of injury or death and do not take 

unnecessary risks while at work  

• your security company and customer provide an environment that ensures the safety of the guards 

while you are at work. 

 

The instruction to observe and report is founded on the principle that security guards are not Police, 

they are unarmed and they do not have any more law enforcement authority than any other member 

of the New Zealand public. 

 

Detect   

Detection and deterrence are two top priorities of a mobile security patrol.  

 

Before it deploys a mobile security patrol to a site, your security company conducts a site risk 

assessment to pinpoint any weak areas of a customer’s site. From this information, your security 

company creates a site security plan to ensure that these areas are properly secured.  

 

As a mobile security patrol guard, you should be competent and trained to detect any potentially 

criminal or unsavoury acts or people before they become a problem.  

 

This detection work could include identifying suspicious activities and people, detecting emergencies 

and many other tasks. 

 

Deter  

The arrival and presence of a mobile security patrol is usually enough to deter many potential criminals.  

 

For this reason, mobile security patrol guards wear a uniform, drive a clearly marked patrol vehicle and 

are clearly identifiable as belonging to a mobile security patrol.  

 

The more visible a mobile security patrol and its vehicle is, the less likely an offender will be to target a 

site while you are there.  

 

On the other hand, because a mobile security patrol is so visible, a seasoned criminal may easily work 

out its schedules. So it is important that, if required by the customer, your mobile security patrol 

maintains an irregular route schedule during bed-downs, lock-ups, unlocks and alarm activation 

response.  

 

Observe  

As a mobile security patrol guard, you should be well trained in the art of observation.  

 

The use of on-site CCTV and alarms can help with this task. It is also helpful to have good lighting and 

a clear and open sight line around the site. 
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Sometimes part of a mobile security patrol’s observation duty is to patrol the premises and check that 

everything is in order.  

 

Report  

Just performing the first three duties above is not enough to make a good mobile security patrol guard.  

 

You need to take action as soon as an incident occurs. Escalate it by: 

• reporting it to the relevant authorities (such as the Police or an emergency service)  

• notifying your security company. 

 

However, the priority is to protect yourself and ensure your safety first.  

 

Risk management  

Providing mobile security patrol services presents challenges in addressing specific workplace risks. For 

example, mobile security patrol guards often work alone on a site and attend high-risk situations such 

as alarm response or noise control. 

 

As a mobile security patrol guard, you must regularly conduct a risk assessment of your work 

environment when on duty. Part of this task is to assess likely scenarios, including how you will respond, 

and to identify what controls are in place to help keep you safe. 

 

Controls 

Based on the results of your security company’s site risk assessment, your security company should 

apply security controls to the site to help manage the risks to you and its other workers.  

 

Remember, your security company should apply in the following order: 

1. eliminate the risk through controls. 

If risk remains: 

2. minimise risk through substitution, isolation and engineering controls 

3. apply administrative controls  

4. use personal protective equipment (PPE). 

 

For more information, see ‘Control risks’ in the ‘Legal issues’ section. 

 

Table 6 lists some security controls available to mobile security patrols, but it is not exhaustive. You 

should proactively work with your security company to look for better controls to improve the safety 

and security of workers. Such controls include the use of innovative technology and training. 

 
Table 6: Examples of security controls for mobile security patrols that may be used at different levels of site risk 
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Site risk level Minimum controls  
Control type 

Low Be aware of: 

• safe approach to, arrival at and 

entry to the site 

• communication with dispatch or 

control room 

• site risk assessment 

• site safety plan 

• safe haven location and operation 

(if applicable) 

• emergency contact process 

• personal duress alarm 

• vehicle duress alarm 

• interpersonal communication 

techniques 

• remaining highly visible 

• remaining highly observant 

• escalation process. 

 

 

Administrative (process) 

 

Administrative (process) 

 

Administrative (process) 

Administrative (process) 

Minimisation (preventing contact) 

 

Administrative (process) 

Engineering (physical security) 

Engineering (physical security) 

 

Administrative (process) 

Minimisation (preventing contact) 

Administrative (process) 

Administrative (process) 

 

Medium 

 

All of the above plus: 

• apply conflict management and 

de-escalation techniques 

• request additional security 

support 

• apply space and body positioning 

• use stab-resistant body armour 

• introduce a physical barrier of 

delay such as the patrol vehicle 

• use tactical withdrawal. 

 

 

 

Administrative (process) 

 

Administrative (process) 

 

Administrative (process) 

PPE 

Engineering (physical security) 

 

Minimisation (preventing contact) 

 

High 

All of the above plus: 

• MOVE to safe haven and HOLD 

• TELL – activate personal duress 

system 

• call POLICE on 111. 

 

 

Minimisation – (preventing contact) 

Administrative (process) 

 

Administrative (process) 

 

 

Welfare checks 

Your security company must conduct welfare checks on all mobile security patrol guards every hour. 

These welfare checks: 

• may involve an automated or manual process 

• must be initiated and managed by the security company 

• must occur at a frequency that is appropriate to the assessed risk level for the guard performing 

the duty required. 
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Where the mobile security patrol guard is attending a high-risk situation, the operator will note the 

time and will make welfare calls to the mobile security patrol officer at five-minute intervals or more 

frequently if the guard requests it. 

 

Identifying hazards 

Identifying hazards in the workplace involves recognising risks and situations that could potentially 

cause harm to yourself or someone else. 

 

Hazards associated with mobile security patrol activities can include: 

• robberies and armed hold-ups 

• aggressive customers 

• worker fatigue and stress 

• manual tasks 

• exposure to temperature variations 

• traffic hazards 

• slips, trips and falls. 

 

Your security company may identify potential hazards by: 

• inspecting the customer worksites and completing a site risk assessment for each one 

• inspecting vehicles and equipment 

• observing the systems of work and work practices 

• assessing the patrol routes taken to improve safety 

• talking to workers about any problems they have noticed 

• reviewing incident, injury and dangerous occurrence reports 

• deciding on the levels of training, experience and competence needed for the tasks. 

 

For more information on identifying hazards, go to WorkSafe’s website at www.worksafe.govt.nz 

 

Scenario planning 

As a mobile security patrol guard, you could be confronted with various potentially hazardous 

situations at a moment’s notice while on a site.  

 

These situations include predictable as well as unpredictable events. Some of these events could affect 

your health and safety so it is essential to be prepared for them as much as possible. 

 

When you undertake scenario planning, you focus on the future to help in identifying risks. With this 

method, you can form an idea of possible future scenarios and how these may affect your ability to do 

your job. However, given that making accurate predictions is very difficult, you should create a variety 

of possible future scenarios rather than assuming an event will happen in one particular way.  

 

Using these scenarios, you will be able to make better decisions when problems or changes occur.  

http://www.worksafe.govt.nz/
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Take the time to consider likely scenarios that could take place on the site you are deployed to. Events 

you should consider include: 

• discovering an intruder on site 

• discovering a break-in on site without knowing where the offender is 

• offenders using a vehicle to gain forced entry to a site 

• offenders confronting the guard in a situation with criminal intent 

• an alarm (single or multiple devices) activating on site. 

 

Assessing the risks 

Your security company must carry out a risk assessment before starting to provide mobile security 

patrol services. For an urgent or one-off job, it must still conduct a risk assessment before accepting or 

undertaking the work.  

 

The risk assessment must identify the level of risk involved and appropriate methods of eliminating 

and/or controlling the risks. 

 

Depending on the circumstances, it may or may not be necessary to visit the site to establish this 

information. A mobile security patrol guard may undertake an initial risk assessment by completing a 

pro-forma site risk assessment template to identify what to consider in terms of both response and 

risk. Where this initial risk assessment identifies unacceptable risks, a suitably qualified person 

approved by the security company should undertake a site risk assessment. This person could be a 

security company worker or an independent third-party contractor. 

 

Therefore, risk assessments must be: 

• conducted by a person suitably qualified and trained to provide and complete security risk 

assessments 

• conducted by a person experienced in providing mobile security patrol guard services and 

appropriately licensed to provide those services 

• conducted again if the threat environment changes and reviewed to identify how effective the risk 

controls have been. 

 

You should also complete each risk assessment following AS/NZS ISO 31000:2009 Risk Management – 

Principles and Guidelines. 

 

Site hazards 

As a mobile security patrol guard, you must have training to: 

• understand workplace hazards associated with the site you are deployed to  

• know what controls are in place, including operational policies and/or personal protective 

equipment, to protect you from such hazards.  
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Your security company should also inform you about procedures to follow if an emergency involving 

site hazards or hazardous materials occurs. 

 

Escalation  

As a mobile security patrol guard, you should be aware of the escalation plan your security company 

provides. 

 

The escalation plan will provide you with the ability to escalate when: 

• an incident has occurred 

• the health and safety of yourself or someone else is at increased risk 

• a service delivery issue has arisen 

• a customer has complained. 

 

The escalation plan will also instruct you on: 

• when to escalate an issue 

• how to escalate an issue 

• who to escalate an issue to 

• what will happen once the issue is escalated. 

 

As a mobile security guard, you are encouraged to understand and use the escalation plan to ensure a 

safe and secure work environment. 

 

Risk levels for mobile security patrol duties 

Generally, mobile security patrol operations are classed as a high-risk duty because: 

• the mobile security patrol guard is usually working alone so is classified as a ‘lone worker’ 

• they are usually working at night 

• as part of their shift, they attend a number of sites that are usually in isolated or large industrial or 

commercial environments 

• they often attend high-risk situations such as burglar, fire and panic alarm response, or noise 

control or other council enforcement duties 

• response from additional security support is some time away 

• sites could contain hazardous and/or flammable materials. 

 

Standard operating procedures for mobile security patrols 

While it is impractical to have a standard operating procedure (SOP) document for every site that a 

mobile security patrol guard attends, your security company should have a risk assessment document 

for every site. See ‘Site risk assessment’ in the ‘Guidelines for security companies’ section and 

‘Assessing the risk’ in the ‘Guidelines for property security guards’ section. 
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Only experienced staff, with a minimum six months’ experience, should operate alone on patrol duties. 

They should have a sound understanding of the principles of situational awareness and a proven ability 

to manage critical incidents.  

 

Before operating on their own, staff with limited experience should undergo a minimum of either: 

• two weeks of supervised induction into patrol duties or  

• four weeks of supervised induction for complex or challenging patrol runs.  

 

Your security company should have a document training record proving that each staff member has 

the training and skill set required for the specific work they are doing.   

 

While each company will have its own set of SOPs, the following sections set out basic skills that are a 

minimum standard, consistent with the essential health and safety principles  for alarm response and 

noise control duties. 

 

When carrying out any of these mobile security patrol duties, staff should be in a constant state of 

relaxed situational awareness in line with their critical incident training. 

 

Alarm response 

Here we cover the minimum standard for a mobile security patrol guard carrying out an alarm 

response. Procedures cover the steps of approaching the site, arriving at the site, leaving the vehicle, 

conducting external and internal checks, dealing with an offender on site and taking follow-up action. 

 

Approaching the site  

When going to the site, you should be aware of vehicles and people present at or leaving the site.  

 

As you get within a block of the scene and when it is safe to do so, turn off your headlights, wind down 

your windows and slow down. This approach: 

• enables you to listen for and observe any possible offenders leaving the area 

• is a more covert way of approaching the scene, giving anyone still on site less warning that you are 

coming.  

 

Note: Only adopt this approach where it is safe to do so and no other traffic is on the road. 

 

Skilled alarm response techniques make the difference between catching offenders, either on site or 

later, and missing offenders and contaminating scenes. Although most alarm activations are false 

alarms, you should treat every activation as live until you are certain it is not. 
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There is always the possibility that a mobile security patrol may arrive and disturb an offender who is 

still on site. If this happens to you, you must ensure your own safety first but also immediately escalate 

the situation and remain in a safe position where you can safely observe and monitor the offender(s) 

and site until the Police arrive.  

 

Arriving at the site  

When you are arriving on site, it is important to conduct an immediate assessment and identify a safe 

assembly point (SAP). 

 

An SAP is a specific location you have identified as part of your risk assessment. It is a place where you 

can park your vehicle close to the building or site in activation, yet it will also provide you with an 

immediate exit from the location and/or will be a place of safety if you need it.  

 

It is important to point your patrol vehicle in a direction of immediate escape to give yourself a safe 

method of exiting. 

 

Your patrol vehicle can help protect you so, when you arrive, we recommend you park at the SAP and 

remain in your vehicle until you feel it is safe to leave it. 

 

When you arrive at the site, you should: 

• advise your operations centre that you have arrived 

• observe and look for evidence that offenders have been or are still on site (use a spotlight to help 

you). 

 

Note: If you observe any evidence that an offender has been or is still on site, MOVE to a safe 

observation point and escalate to the Police while continuing to observe the site. 

 

If the situation escalates before the Police arrive, remove yourself from the area to a place of safety 

and inform the Police. 

 

Leaving the vehicle  

Once you have completed observations from the safety of your patrol vehicle and when it is safe to do 

so, carry out observations around the area close to where you have parked.  

 

You must carry the equipment you need when you leave the patrol vehicle. This equipment includes: 

• personal duress device or system 

• communications equipment 

• torch or light (minimum 250 lumens) 

• keys, tags or codes. 
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Make a special effort to closely scrutinise any area known to be a hazard or where security breaches 

may occur. 

 

Note: If you observe any evidence that an offender has been or is still on site, MOVE to a safe 

observation point and escalate to the Police while continuing to observe the site. 

 

External check  

When you are ready to start an external (perimeter) check of the premises, do not unset the site alarm. 

If the alarm is still set, your operations centre will be able to notify you of activation sites inside the 

building if an offender is still on site while you are there. You only unset the alarm after you have 

completed this external check. 

 

Physically check all doors and windows as offenders have been known to close doors or windows 

behind them after entering a site. Stay as close to the building as possible to minimise scene 

contamination.  

 

It is good practice to tag all doors during this check as it will help you identify exit points if an offender 

is still inside.  

 

Remember to use the STOP, LOOK, LISTEN method for both internal and external checks.  

 

Note: If you observe any evidence that an offender has been or is still on site, MOVE to a safe 

observation point and follow your company escalation response procedures. 

 

Your external check should include the following. 

• Perimeter fence: Check the perimeter fence for signs of damage, intrusion, or need of repair. 

• Gates: Check gates for condition and locking devices such as chains and padlocks. 

• Buildings: Check buildings for signs of damage or illegal entry. Check windows and doors are closed 

and not broken. Turn off lights, heaters and water taps where possible.  

Note: During your external check of the building, if you reach a corner of the building and you 

cannot see what is around that corner, maintain a wide patrol. Keep the greatest safe distance you 

can as you are moving around the corner to minimise the risk of any potential threat in the area 

you cannot see. 

• Vehicles: Regularly check company and private vehicles that remain on site at a customer’s 

premises. 

 

Internal check  

After you have completed an external check, if you have found no evidence that an offender has been 

or is on site, and if you have the keys: 

• enter the premises 

• unset the alarm  
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• begin an internal check. 

 

When conducting an internal check, even if you have found no signs of external tampering it is 

important that you ensure your own personal safety. 

 

Remember to use the STOP, LOOK, LISTEN method for both internal and external checks.  

 

Before entering the site, it is important that you note the specific details  of the alarm activation or 

activations. This information may give you a clue of the activation or specific movement involved in the 

building when the alarm was activated.  

 

If the building is dark, turn the lights on so you gain the best view for your internal check. 

 

Offender on site  

If you believe one or more offenders have been or are still on site, follow these steps to keep safe. 

• ESCAPE immediately to a place of safety (such as your patrol vehicle). 

• HIDE in your place of safety. 

• TELL by calling the Police and activating your duress alarm.   

• OBSERVE from a safe distance inside your vehicle.  

• ASSIST the Police when they arrive by explaining the facts and giving them access to the building if 

required. 

 

Figure 6 presents the Escape, Hide and Tell response sign. Where it is practicable, you should display it 

prominently on site to remind staff of the best response during an emergency. 

 

 
Figure 5: Escape, Hide, Tell response sign 

 

Other ways to help the Police are to: 

• take care not to contaminate the scene by removing or disrupting evidence 

• make a note of where you have walked 

• not touch areas the offender may have touched. 
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• not smoke in the area or spit on the ground (the Police may mistake it for evidence from the 

offenders and use specimens for DNA testing) 

• explain where the break-in has occurred  

• explain only the facts (e.g. if you saw an offender running away tell Police how long ago and where 

you last saw him, rather than where you think he went based on the direction of the noise) 

• accompany them into the building.  

 

Follow-up action  

Once the Police have completed their work and the keyholder has taken control of the premises: 

• complete reports in line with your security company’s process  

• advise your operations centre when you have left the site. 

 

You can then leave the scene unless the keyholder wishes you to remain for their safety.  

 

Noise control 

Here we cover the minimum standard for a mobile security patrol guard carrying out noise control 

duties. Procedures cover the steps of arriving at the site, leaving the vehicle and duties on site. 

 

Arriving at the site  

When approaching the site, you should: 

• park at a safe distance from the site and in a manner that allows you to quickly and safely leave the 

area  

• advise the operations centre via RT that you have arrived at the site, confirm the exact location and 

record this communication 

• conduct a risk assessment of the site, considering the safety of yourself and occupants of the site 

and other properties nearby (using your situational awareness training)  

• take into account the type of event at the site, the nature and intoxication level of occupants, 

methods of entry and safe exit strategy from the site. 

 

Based on your assessment, decide whether it is safe to conduct your noise control duties alone, 

whether you need a second mobile security patrol guard so you can safely execute duties or if you need 

the Police to be present. 

 

The following are some risk factors to consider, which may lead you to escalate the situation to security 

company management and the Police and not enter the site. 

• Large groups of people are on site. 

• Several people on site appear to be highly intoxicated. 

• Groups of people are milling around on the street outside the site. 

• Groups of juveniles are on the site without adequate adult supervision. 

• Patched gang members are on site. 
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• During previous visits, the occupants have been uncooperative. 

• Individuals on the site appear to be aggressive or making threats towards other individuals on the 

site (not towards the mobile security patrol guard). 

 

Leaving the vehicle  

After you have conducted a risk assessment and believe that you can carry out your duties safely, assess 

the noise levels in line with your security company’s SOPs and local council policy and within legal 

parameters of the Resource Management Act 1991. 

 

Before you enter the property, you must advise your operations centre of the results of your risk 

assessment and that you are about to enter the property.  

 

The operator will note the time and will contact you to make welfare checks at five-minute intervals 

or more frequently if you request it. 

 

Duties on site 

Once you have completed the risk assessment and are on site, consider the following. 

• If there is noise on the property but it is not excessive, you should approach the occupants and 

identify yourself as a “noise control officer”.  

• Advise the occupants about the noise complaint and request that they keep the noise levels at a 

minimum as a preventive measure to make later complaints less likely. 

• If the noise is excessive, and it is safe to do so, issue the occupants with an Excessive Noise Direction 

(END) notice, in line with the procedures in your security company’s SOPs and local council policy, 

and leave the site.  

• Once you are safely clear of the site, advise your operations centre via RT that you are clear and 

provide all details of the result so that the operator can complete the entry into the required 

database.  

• If the noise does not reduce or another justified complaint occurs, then seizure or rendering 

inoperable action will be undertaken in line with the Resource Management Act 1991. Taking this 

action requires Police to attend to facilitate it. Even with Police on site, you should still follow all 

procedures concerned with situational awareness and personal safety as outlined above. 

• Complete required paperwork and deliver any seized equipment to a storage facility according to 

your security company’s SOPs. 

 

Note: At any time, if you feel unsafe or at risk, you should tactically withdraw to a place of safety and 

escalate the situation. 

 

Types of patrol runs 

As a mobile security patrol guard, you may need to conduct routine patrols or scheduled patrols. 
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Routine patrols 

Routine patrol duties are performed at random or on a non-fixed time bases and generally consist of 

duties related to the following: 

• Bed-down patrols: Make a full external check of every building (and sometimes every vehicle) on 

the site, checking each door and window on the perimeter of the site. You may need to sign a log 

book on the site, and possibly conduct internal checks such as ensuring equipment has been turned 

off. 

 

• Random patrols: Make random checks on the site. You do not need to check every exterior door 

or entry point physically but generally at a minimum you should spotlight-check most of them on 

each random visit. 

 

 

Scheduled patrols 

 

Scheduled patrols are performed at specified times and generally consist of duties related to the 

following: 

• Staff escorts: Meet staff at a specified time and escort them from the building to their vehicle 

or a designated destination such as the local bus stop. 

• Lock-up patrols: Attend the site at a designated time to lock a gate, building or similar. 

• Open-up patrols: Attend the site at a designated time to unlock a gate, building or similar. 

 

Where you are performing a scheduled patrol, you should notify your operations centre or your 

supervisor if the patrol guard deviates from that scheduled patrol and give the reasons for the 

deviation. 

 

Many sites will have specific additional duties that you will learn as part of your training on the patrol 

runs. 

 

Mobile patrol vehicles and equipment 

Patrol vehicles 

Mobile patrol vehicles must meet legislative requirements for the operation of a registered roadworthy 

vehicle. As a minimum, a security patrol vehicle must have: 

• signs that identify the vehicle as a vehicle associated with a security service. At the least, we 

recommend displaying the word “security” on both sides of the vehicle in a way that is clearly visible 

during both day and night 

• your security company’s name and logo displayed on the vehicle 

• a GPS location tracking device fitted to enable real-time tracking 

• a fixed duress alarm installed and monitored (to complement a personal duress alarm) 

• a central locking and alarm system to secure the vehicle 
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• a secure key storage compartment. The portable box, bag or other system must be capable of being 

secured in a lockable compartment or by a lockable strapping system. 

 

While it is not mandatory, we also recommend a patrol vehicle has a mounted or portable spotlight. 

 

Personal protective equipment  

Both the security company and the mobile security patrol have a responsibility to ensure that safety is 

a priority in the workplace. To support the safety of a mobile security patrol guard, the security 

company should provide personal protective equipment (PPE) that is appropriate to the guard’s duties. 

 

Your security company’s decisions about the type of PPE to provide depend on a variety of factors, such 

as what contracted duties, site requirements, customers and geographical locations are involved. As a 

minimum, your security company should provide: 

• a mobile communication device (radio/smart device or mobile phone) 

• a mobile duress device (which may be included in a smart phone or as a separate device) 

• a hand-held torch 

• a high-visibility safety vest or jacket. 

 

Please remember that PPE provides the lowest level of protection and reliability as a control option in 

the hierarchy of controls, below administration, minimisation and elimination controls. For more 

information, see ‘Control risks’ in the ‘Legal issues’ section. 

 

Training  

Mandatory training 

To get their security licence, all mobile security patrol guards must complete these mandatory training 

standards: 

• NZQA Unit Standard 27360 – Demonstrate knowledge of managing conflict situations in a security 

context 

• NZQA Unit Standard 27361 – Manage conflict situations in a security context 

• NZQA Unit Standard 27364 – Demonstrate knowledge of the security industry in the pre-

employment context. 

 

Recommended practice 

Where guards are working under a temporary licence and have yet to complete this training, we 

recommend that they: 

• are not deployed on their own  

• are closely supervised. 

 

For more information, see the ‘Guidelines for training’ section. 
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Deployment of mobile security patrol guards 

Before a mobile security patrol begins duties at a site, your security company must meet the following 

responsibilities where: 

• the site is a new site or  

• the mobile security patrol guard is new to this site.  

 

In particular, for the mobile security patrol guard assigned to the site your security company must: 

• complete a site risk assessment and communicate the results to the mobile security patrol guard  

• complete a site safety plan and communicate it to the mobile security patrol guard 

• select the mobile security patrol guard appropriately and specifically train them for the role they 

are required to perform at the site 

• give the mobile security patrol guard a pre-deployment induction to the site 

• provide the mobile security patrol guard assigned to the site with the equipment, including access 

to a personal duress alarm and, if available, a site duress system, that they need to perform their 

function 

• conduct regular welfare checks on the mobile security patrol guard 

• train the mobile security patrol guard appropriately in the safe use of the motor vehicle.   

 

Your security company must establish and maintain systems to record its compliance with these 

requirements. 

 

Working alone 

A mobile security patrol guard should not be deployed to work on their own until they have: 

• successfully completed NZQA Unit Standards 27360, 27361 and 27364 

• obtained their full certificate of approval from the PSPLA. 

• a minimum of six months’ experience. 

 

Worker engagement, participation and representation 

As a mobile security patrol guard, you can contribute to a safe workplace more effectively when 

everyone involved in the work:  

• communicates with each other to identify hazards and risks 

• talks about any health and safety concerns  

• works together to find solutions.  

 

We recommend ALL mobile security patrol guards: 

• engage with your employer and management on health and safety matters that affect or are likely 

to affect yourself or your co-workers 
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• promote representation and participate in your security company’s practices, which give all 

workers reasonable opportunities to participate effectively in making ongoing improvements to the 

health and safety of your workplace.  

 

Remember: This communication is a two-way ‘conversation’ about health and safety. It should be part 

of business as usual for a security company and its workers, including mobile security patrol guards. 

 

Everyone in the security company must be able to contribute and have their opinion considered when 

decisions are made so mobile security patrol guards are expected to engage and support participation.  

 

For more information on worker engagement, participation and representation, see WorkSafe’s good 

practice guidelines Worker Engagement, Participation and Representation at www.worksafe.govt.nz   

  

Log books 

Completing log books correctly – giving attention to detail and signing on and off duty – is a must. You 

must log in all staff on site after hours and vehicles of interest at the time that you observe or find 

them.  

  

http://www.worksafe.govt.nz/
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Guidelines for crowd controllers 
 

“guards that screen entry, keep order in a place or remove a person 

from a place” 
 

Introduction 

As defined in the PSP&PI (Private Security Personnel and Private Investigators) Act 2010, Crowd Control 

employee means an individual who in-the-course of his or her employment, or engagement as a 

contractor, by a crowd controller or other person: 

Screens entry to a place (other than simply ensuring that admission has been paid or that those 

entering have appropriate invitations or passes) 

Keeps order in a place (more than merely being expected to draw the attention of others to the 

behaviour that is inappropriate or threatens to become inappropriate) 

Removes any person from a place 

A person is not a crowd controller if: 

He or she is not employed or engaged primarily to do work of a kind specified in a), b) and c) above but 

performs that work incidentally to the principal work he or she performs; or 

He or she does the work specified in section 18(b) of the Act, being guarding a specific person or 

persons and keeps order at any place where the person or persons may be, and no other work of a kind 

specified in a), b) and c) above. 

Crowd Control services are performed at venues or sites where attendees are required to enter and 

exit such as sporting and cultural events, concerts, exhibitions, attractions as well as hospitality venues 

such as bars and clubs. 

 

For the purpose of these guidelines, we have recognised security roles performed at venues and events 

as either being under the broad classifications of: 

 

Crowd Controller 

Provides services at venues and events that are defined as Crowd Control within the Act and where 

there is an expectation that force may be required to carry out those duties. Examples of roles that 

would normally be expected to be performed by a Crowd Controller are listed in the following section. 

 

Steward 

Provides services at venues and events that are excluded from the definition of Crowd Control within 

the Act and where there is no expectation that force may be required to carry out those duties. 

Stewards will not reasonably be expected to perform the following duties: 

 

Prevent theft, or perform actions such as searching a person, or their bags, for stolen goods 
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Physically intervene in a conflict situation 

Manage physical conflict 

Evict patrons 

 

Examples of roles that would normally be expected to be performed by a Steward are listed in the 

following section. 

 

Roles and Duties 

Crowd Control roles include but are not limited to the following: 

 

• Door Staff or Entry Staff (including profilers and behavioural analysts) 

• Bag Search Staff 

• Corporate Lounge/Hospitality Staff 

• Pitch/Field Protection Staff (Field Safety) 

• Player/Artist Staff or Tunnel Access Staff 

• Challenge accreditation and control access 

• Concert Barrier Staff 

• Response Staff 

• Roving Security 

• Team Leaders and Supervisors 

• Managers 

 

Roles performed may differ dependent on the requirements of the venue or event, or the operational 

procedures of the security provider, but should be specified within employee Position Descriptions and 

Site Operating Procedures. 

 

Steward duties may include but are not limited to the following: 

 

• Ticketing Sales and Collection Staff 

• Ushers and Information Staff 

• Lounge Access and Hosting Staff 

 

Roles performed may differ dependent on the requirements of the venue or event, or the operational 

procedures of the security provider, but should be specified within the employee Position Descriptions 

and Site Operating Procedures. 
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Licence to Operate 

 

Licensing Requirements 

All individuals providing crowd control services (including those roles identified as Crowd Control 

above) must be approved to operate by the Private Security Personnel Licensing Authority (PSPLA) and 

issued with the appropriate licence to operate. The PSPLA is the government agency that looks after 

licences and certificates of approval (COA) for private security and investigation work. 

All individuals providing steward services (including those roles identified as Steward above) are not 

required to be approved to operate by the Private Security Personnel Licensing Authority (PSPLA) or 

issued with the appropriate licence to operate. It is critical to note however that individuals performing 

steward services must not perform crowd control services and must be subject to the same vetting 

and background checks and standards as applied to licensed staff. 

All crowd control staff should ensure that they carry and visibly display their licence to operate whilst 

on duty and that it is current at all times. 

 

The Green COA is evidence that the holder has successfully completed the required training. A Blue 

COA is a temporary approval which allows the holder to operate for a period of three months whilst 

completing their training. Staff with a Blue COA should only perform supervised duties and should not 

work alone or on higher risk duties. 

 

People operating without a licence or certificate of approval will be the subject of a complaint to the 

PSPLA. The PSPLA may require the Police or Department of Internal Affairs to investigate or report on 

the matter, which may result in substantial fines. 

 

Replace lost badges, licences or certificates 

If you lose your badge, licence or certificate, you must apply to the PSPLA for a replacement. 

 

Update your details or classes of work 

You must let the PSPLA know if any of your personal details change, or if you want a change of class of security 

work you do. 

 

You must advise PSLA if: 

• Your name changes 

• Your home address changes 

• You are no longer eligible for your licence or certificate 

 

Annual Return 

If you have a company licence, even if your details have not changed, each year you need to send an 

annual return to the PSPLA. 
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Temporary Licence to work while training 

You can start working before you have done the training you need as a crowd controller, 

property security guard or personal guard. To do this, you need to apply for a temporary 

licence. 

 

Training and skills 

When you apply for a private security licence or certificate, you need to prove that you have the training 

or skills (competency) for the classes of work you will be doing. 

 

Powers of Arrest 

Persons providing crowd control services do not have Police powers. Under New Zealand law, they 

have the same powers as any member of the public. 

The law does however allow the public to make a Citizen’s Arrest in certain circumstances, being: 

• If the crime is committed at night 

• If the crime being committed is punishable by three years’ imprisonment or more 

• If a person is attempting to escape from someone trying to make an arrest (including police 

officers) 

 

As a general rule the offences for which a member of the public may make a citizen’s arrest will be of 

a more serious nature, including murder, serious assault, serious drug offences, sex offences, breaking 

and entering, fraud and theft. In most instances it is deemed unlikely that crowd controllers will 

encounter these types of offences in the course of their duties at events or venues. 

When making a citizen’s arrest, staff should inform the person that they are doing so for the particular 

crime in question, and that they are taking them to the nearest Police Officer or waiting for their 

attendance. Where witnesses are present, it is advisable to get their names, addresses and contact 

details. 

 

If force is required to make a citizen’s arrest, it is important that the level of force is reasonable and 

proportionate to the resistance being given; otherwise actions may be deemed to be assault. 

 

Note:  When conducting a citizen’s arrest, there are no legal rights to search or seize anything from the 

person, nor to question them. Even where there is the right to make a citizen’s arrest, there is no 

requirement by law to do so. Any decision to make a citizen’s arrest should be made after careful 

consideration of the circumstances and risk. 

Searches are permitted in some circumstances following an arrest, including for weapons and evidence 

of the crime arrested for. 

For more information, see the New Zealand Qualification Authority (NZQA) Unit Standard 27364 – 

Demonstrate knowledge of the security industry in the pre-employment context. 
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Powers of Trespass 

Clarification of legal powers 

The Trespass Act 1980 states that where someone has been warned to keep off a property by an 

occupier, and they either enter the property or will not leave, they have committed an offence and 

may be liable for a fine of up to $1,000 or a prison term of up to three months. 

The Act defines an occupier as any person in lawful occupation of that place or land; and includes any 

employee or other person acting under the authority of any person in lawful occupation of that place 

or land. Security staff acting on the instruction of the event or venue are working under a Trespass 

Authority of the occupier. 

 

Under the Trespass Act, trespass may apply after warning to leave, or after warning to staff off. 

 

Section 3: Trespass after warning to leave 

• An offence is committed where a person who trespasses on any place and, after being warned 

to leave that place by an occupier of that place, neglects or refuses to do so. 

 

Section 4: Trespass after warning to stay off 

• Where any person is trespassing or has trespassed on any place, an occupier of that place may, 

at any time of the trespass or within a reasonable time thereafter, warn him/her to stay off that 

place. 

• Where an occupier of any place has reasonable cause to suspect that any person is likely to 

trespass on that place, they may warn that person to stay off the place. 

• Where any person is convicted of an offence against the Trespass Act on or in respect of any 

place, the court may warn that person to stay off the place. 

• Subject to specified defences, evert person commits an offence against the Act, being a person 

who has been warned under this section to stay off any place, if they wilfully trespass on that 

place within 2 years after the giving of the warning.  

 

 

Power to Search 

Clarification of legal powers 

A search of an individual or their property can only be conducted where consent is provided however 

security staff have the ability to refuse entry to a premise or site (including event venues, bars and 

clubs) where a patron fails to provide consent. 

Note; Searches are permitted in some circumstances following an arrest, including for weapons or 

evidence of the crime arrested for. 

The requirements to search before patrons before they enter an event or venue should clearly 

displayed in the terms of conditions of entry, either sat the time of purchase or on the ticket to the 

event or venue. 
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Search Techniques 

Search techniques are those methods used by security guards to search people and their belongings in 

the course of performing their duties. 

 

Purpose 

Security Guards are regularly required to search people and their belongings or property for the 

following reasons: 

 

• To ensure that they are not bringing in prohibited items that could affect the safety or 

enjoyment of others e.g. alcohol, glass, weapons, offensive banners or airhorns. 

• To deter them from taking items that they have not purchased e.g. stolen items. 

 

Searches can only be conducted with permission/consent except after arrest and to search for weapons 

or evidence of the crime that they have been arrested for. 

 

Consent 

Consent can be obtained by: 

• Implied Consent: the search is a condition of entry and therefore attempting to enter is 

implying consent to search 

• Direct: the patron is asked for permission and has agreed 

Note: If a patron refuses consent then they are to be denied entry to the venue or site. 

 

Bag Search 

As part of performing their duties, security guards should follow the following process when conducting 

bag searches: 

• Ask permission and explain why the search is necessary 

• Ask the patron if they have any restricted or prohibited items 

• Ask the patron to move items around to assist with the search 

• Deal with any items found (follow site process for restricted or prohibited goods) 

• Once satisfied assist the patron to replace the items in the bag 

• Thank the patron 

 

Wanding 

As part of performing their duties, security guards should follow the following process when wanding 

patrons entering a venue or site: 

• Ask permission and explain why the search is necessary 

• Be aware that subject may attempt to distract you if they are concealing something 

• Make certain subject is standing in an area where you can approach them from all sides 

• Ask the patron if they have any metallic items and ask them to hold them in their hands 
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• Run the wand down the front of the body from chin to feet, then reach past the person and 

run the wand up the back of the person from feet to head height 

• Pay special attention to the belt line, ankles, pockets and underarm areas 

• Never attempt to scan between the legs of either men or women 

• Never place the wand in front of a subjects’ face 

• Deal with any items found (follow site process for restricted or prohibited goods) 

• Once satisfied, thank the patron for their cooperation 

• To avoid any embarrassment or drawing attention to the patron, if possible, wands should be 

used on silent or vibrate mode. 

 

Visual/Pocket Checks 

As part of performing their duties, security guards should follow the following process when conducting 

visual or pocket checks on patrons entering a venue or site: 

• Ask permission and explain why 

• Ask patrons if they have any items in their pockets or under clothing and to empty them onto 

the table 

• Run your eyes over the persons pockets and/or clothing and ask them to identify and remove 

any non-disclosed items 

• Search through the items and identify any of concern (follow site process for restricted or 

prohibited goods) 

• Once satisfied thank the patron for their cooperation 

 

Pat-down Checks 

As part of performing their duties, security guards should follow the following process when conducting 

pat-down checks on patrons entering a venue or site: 

• The search must be conducted by a person of the same sex as the patron 

• Ask permission of the patron to conduct the search and explain why 

• Ask the patron if they have any items in their pockets and to empty them onto the table 

• Run your eyes over the persons pockets and/or clothing and ask them to identify and remove 

any non-disclosed items you can identify 

• Ask the person “Can you please move your legs apart and raise your arms” 

• Stand in front of the person and conduct the search by: 

i) Start at the shoulder – do not grab but put light pressure on the body 

ii) Move along the top of the arm to the hand and back alongside the underside of 

the arm to the armpit 

iii) Along the side of body, down leg to foot 

iv) Up inside of leg 

v) Repeat process across the back of the person 

Hazards 

The following are hazards that may occur when searching: 
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• Aggressive patron: Maintain a safe space away from aggressive patrons and have support 

available 

• Sharp items in bags: Ask patron to search their own bags whilst under observation of security 

guard 

Support 

Searching can be uncomfortable for some patrons and staff. If not performed correctly it can cause a 

poor experience for the patron and create a bad impression of the site, event or venue. If security 

officers are in doubt with regards to processes or any situation, they should seek support from their 

Team Leader or Supervisor. 

 

Purpose of a Crowd Controller 

The primary purpose of a crowd controller is to detect, deter, observe and report. 

 

Like all workers in New Zealand, as a Crowd Controller you are not expected or required to put yourself 

at risk of injury or death when you go to work. 

 

It is important that: 

• You understand that you need not put yourself at risk of injury or death and do not take 

unnecessary risks whilst at work 

• Your security company and customer provide an environment that ensures the safety of the 

staff while you are at work. 

The instruction to deter, detect, observe and report is founded on the principle that crowd controllers 

are not the police, they are unarmed and that they do not have any more law enforcement authority 

than any other member of the New Zealand public. 

The venue or event for whom you are providing crowd control duties has a duty of care and must take 

all reasonable and practicable steps to ensure the safety of those attending the venue or event, 

including all patrons, performers and other workers at the venue or event. In meeting their obligations, 

they must consider the risks that may apply and to prepare a Risk Management Plan that details the 

appropriate methods of eliminating and/or controlling the risks. By acting to detect, deter, observe 

and report, crowd controllers provide a critical component of the elimination and controlling methods 

or strategies. 

 

 

Risk Management  

 

Managing Risk 

With regards to the security of events and venues, the best way to manage the hazards and risks is to 

start by understanding and identifying the threats, vulnerabilities and potential or resulting impact. 

This will help you to decide: 
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• What protective security improvements you need to make 

• What type of security and contingency plans you need to develop 

 

For some crowded places simple good practice, coupled with staff vigilance and well exercised 

contingency arrangements may be all that is needed. If however, you assess that you are vulnerable to 

attack, you should apply appropriate protective security measures to reduce the risk to as low as 

reasonably practical. The Protecting our Crowded Places from Attack: Self-Assessment Tool (refer to 

Guidelines for events, venues and other crowded places) will assist in identifying appropriate protective 

security measures. 

 

 

Escalation Planning 

 

As a Crowd Controller, you should be aware of the security plan your security company (or event 

organiser or venue manager) provides. 

The escalation plan will provide you with the ability to escalate when: 

• An incident has occurred 

• The health and safety of yourself or someone else is at increased risk 

• A service delivery issue has arisen 

• A customer or patron has complained 

 

The escalation plan will also instruct you on: 

• When to escalate an issue 

• How to escalate an issue 

• Who to escalate an issue to 

• What will happen once the issue is escalated 

 

As a crowd controller, you are encouraged to understand and use the escalation plan to ensure a safe 

and secure work environment. 

 

 

Standard Operating Procedures (SOP’s) 

Your security company (or event organiser or venue manager) should develop standard operating 

procedures (SOP’s) based on the site risk assessment and the operational requirements for the event, 

venue or site. 

The SOP’s for events or venues should include: 

• Specific detail on the site induction process for the crowd controller, which should include 

thorough briefing on site layout, security systems, fire alarm systems, hazards on the site and 

other relevant matters. 
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• Sign-in and sign-out process 

• How and when welfare checks will be performed 

• Descalation process for high-risk activities 

• Site access control management and who is responsible for this function 

• Who is permitted on site and when 

• If access policy is breached, who is authorised to deal with it and how 

• Other policies that need to be enforced on-site 

• Whether security staff have written authority from the owner to issue or enforce trespass 

notices 

• The chain of command for the site and who to report to and how 

• What reporting is to be carried out on the site and how 

• Details of specific duties at the site 

 

 

Emergency Management 

 

Contacting Emergency Services 

When contacting the emergency services you will need to provide them with specific, clear information 

to enable emergency services to provide the correct response and to ensure they can access the 

incident quickly and effectively. 

• Who are you (name and function)? 

• Where are you (exact location)? 

• What is happening (type of incident)? 

• What type of assistance is required? 

• What is best access route to the incident? 

• Any hazards that may exist or be present? 

• How you can be contacted again if needed? 

 

Supporting wardens and Emergency Services 

Security staff and Crowd Controllers without specific duties in an emergency are expected to follow 

site instructions for evacuation along with public or other staff. They may also be required to assist 

Building Wardens or Emergency Services with tasks such as: 

• Guiding patrons to the nearest exit 

• Make sure exit routes do not get overcrowded 

• Keep people moving though the exit and to the assembly points 

• Reassure people and help them to stay calm 

• Make sure the alarm is activated, and any fire doors are closed 

• Work with fire wardens to assist with the evacuation 

• Assist emergency services 
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Equipment 

 

Wands/Detectors 

It is common for crowd controllers to utilise wands (also known as metal detectors or detectors) as a 

screening tool for those entering events or venues. 

The wands use electromagnetic fields to detect the presence of metallic objects. A hand-held wand has 

two primary components, a transmitter coil that creates the electromagnetic field and a receiver coil 

that detects electromagnetism. An electromagnetic field is generated around the transmitter coil which 

extends to 20cm around the security wand. When the wand is passed over a subjects’ body, if a metal 

object falls into the generated electromagnetic field a further electromagnetic field is induced around 

the hidden metal object. This new electromagnetic field is detected by the receiver coil which will 

trigger an alert to the operator. Alerts may be via visual LED’s, selectable audible alarm or vibration. 

When using a hand-held wand, it is important to understand that they are motion detectors, which 

means they will not activate or raise an alarm if held stationary. The operator must be moving the wand 

over the metal object for it to be detected. It is also important to remember that wanding people for 

hidden weapons or similar requires no body contact. The operator does not need to touch the subject 

in any way as the wand is passed over the outside of the subjects clothing, close to their body, but not 

touching them. 

 

Communication Devices and/or Tools 

Security staff at events or venues may be required to use a variety of communication devices and/or 

tools either provided by their employer, such as radio telephones and smart phones, or by the event 

or venue host, such as the Blerter App. 

Staff should be trained on specific communication devices and/or tools applicable to their employer, 

event or venue and be confident in their knowledge of how to use the communication device and/or 

tool and its capabilities. 

 

 

Training 

To get their security licence, all crowd controllers must complete these mandatory training standards: 

• NZQA Unit Standard 27360 – Demonstrate knowledge of managing conflict situations in a 

security context 

• NZQA Unit Standard 27361 – Manage conflict situations in a security context 

• NZQA Unit Standard 27364 – Demonstrate knowledge of the security industry in the pre-

employment context 

Where crowd controllers are working under a temporary licence and have yet to complete this training, 

we recommend that they: 

• Are not deployed on their own 

• Are closely supervised 
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Crowd controller staff performing “at risk” duties such as Pitch/Field Response Staff should receive 

additional in-house or specialist training on matters such as control and restraint. 

 

 

Deployment 

Before any crowd controller assigned to an event, venue or site begins their duty, your security 

company (or event organiser or venue manager) has a responsibility to: 

• Complete a site risk assessment and communicate the results to the security staff 

• Complete a site safety plan and communicate it to the security staff 

• Select security staff appropriately and specifically train them for the role they are required to 

perform at the site 

• Provide the security staff with a pre-deployment induction to the site 

• Provide the security staff with the correct equipment and clothing to perform the function 

• Provide staff with a clear briefing – all staff should understand where they are to be located, 

what is required of them, how they are to escalate any concerns and what to do in an 

emergency. They should also know what reporting or communication is required of them. 

• Conduct regular welfare checks on the security staff 

 

 

Working Alone 

Your security company (or event organiser or venue manager) should not deploy a crowd controller to 

work on their own until they have: 

• Successfully completed Unit Standards 27360, 27361 and 27364 

• Obtained their full certificate of approval from the PSPLA 

 

 

Worker Engagement, Participation and Representation 

As a crowd controller, you can contribute to a safe workplace more effectively when everyone involved 

in the work: 

• Communicates with each other to identify hazards and risks 

• Talks about any health and safety concerns 

• Works together to find solutions 

We recommend ALL crowd controllers: 

• Engage with your employer and management on health and safety matters that affect or are 

likely to affect yourself or your co-workers 

• Promote representation and participate in your security company’s practices, which give all 

workers reasonable opportunities to participate effectively in making ongoing improvements 

to health and safety in the workplace. 
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Remember: 

Communication about health and safety is a two-way “conversation” about health and safety. It should 

be part of business as usual for a security company and its workers, including crowd control staff. 

Everyone in the security company must be able to contribute and have their opinion considered when 

decisions are made so crowd control staff are expected to engage and support participation. 

For more information on worker engagement, participation and representation, see WorkSafe’s good 

practice guidelines Worker Engagement, Participation and Representation at www.worksafe.govt.nz 

  

http://www.worksafe.govt.nz/


Page 95 

 

Guidelines for events, venues and other 

crowded places 
 

Introduction  

The nature of venues, events and other crowded places means they post extra risks to people, as they 

can be a target for attacks. Everyone has a role to play in keeping these places safe, whether they are 

government officials, owners, operators or managers, community and voluntary organisers or 

members of the public. 

 

The New Zealand Government has developed a strategy and resources to help owners, operators and 

managers of events, venues and crowded places protect the lives of people working in, using and 

visiting their place. 

 

The Guidelines following are intended to provide additional information and guidance for owners, 

operators and managers of events, venues and other crowded places and provide links to the various 

resource materials available as part of the Protecting our Crowded Places from Attack: New Zealand’s 

Strategy. 

 

Understanding the Threats and Vulnerabilities 

To understand the threats and vulnerabilities, event organisers and venue managers should consider: 

• Is there anything about the location of the premise, its visitors, sponsors, contractors, 

occupiers and staff, your activities, or within the wider community that may attract a terrorist 

attack or aggressive behaviour? 

• Is there an association with high profile individuals or organisations which might attract 

terrorist or aggressive behaviour? 

• Are there any aspects of your business or activities, or those of your staff and/or volunteers 

that terrorists might wish to exploit to aid an attack, such as building floor plans, publicly 

available documents, technical expertise or poor security culture. 

 

The Protecting our Crowded Places from Attack: Self-Assessment Tool 

(https://www.police.govt.nz/advice-services/protecting-crowded-places-attack) provided later in this 

section is designed to assist event organisers and venue managers in understanding possible threats 

and vulnerabilities, and in determining good practice measures commensurate to the risks.  

 

https://www.police.govt.nz/advice-services/protecting-crowded-places-attack
https://www.police.govt.nz/advice-services/protecting-crowded-places-attack
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Implementing Good Practice 

Once event organisers and venue managers have an understanding of their risks and vulnerabilities, 

appropriate measures can be planned and implemented.  

Each event and venue must be assessed individually however to provide some broad guidelines for 

organisers and managers: 

a) Low Risk (as identified when completing the Self-Assessment Tool) 

Description: No identified risk or vulnerability and no expectation of need to manage conflict 

situations 

Vehicle Access: Managed with vehicle separation and speed limiting measures as required 

External Crowd Monitoring: Not required 

Entry Screening: Not required 

Internal Crowd Monitoring: Visual crowd observations  

Security Resource: Use of volunteers to act as Stewards (preference for a licensed security 

volunteer to manage or give guidance on plans) 

Training for Security Staff: It is recommended that a licensed security professional provide 

guidance and instruction to volunteers operating as Stewards. The licensed security 

professional may provide their time on a voluntary basis. 

 

b) Normal Risk  

Description: Minimal or low-level risks but potential that security resource may need to manage 

conflict situations or evict patrons 

Vehicle Access: Managed vehicle access and separation, speed limiting measures 

External Crowd Monitoring: Not required 

Entry Screening: No wanding, passive bag checks if necessary 

Internal Crowd Screening: Routine crowd observations 

Security Resource: Licensed security staff 

Training for Security Staff: All security staff must hold a Certificate of Approval (having 

completed the Mandatory Training) or where on a Temporary Licence, have received induction 

training and operate under close supervision. Staff should have completed in-house training on 

searching and managing conflict situations where specific to their duties. 

 

c) Heightened Risk 

Description: Identified threats or vulnerabilities  

Vehicle Access: Safe vehicle separation and immediate road closures 

External Crowd Monitoring: Crowd monitoring beyond gates and entry points 

Entry Screening: Targeted wanding, reduced bag sizes and 100% bag checks 

Internal Crowd Monitoring: Visible security presence and targeted assessment and intervention 

of suspicious behaviour 

Security Resource: Licensed security staff and management 

Training for Security Staff: All security staff must hold a Certificate of Approval (having 

completed the Mandatory Training) or where on a Temporary Licence, have received induction 
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training and operate under close supervision. Staff providing crowd monitoring, screening, 

searching or managing conflict situations are to have received role specific in-house training. 

 

d) Critical Risk 

Description: Maximum protective security to meet specific threats and to minimise vulnerability 

and risk 

Vehicle Access: Precinct road closure 

External Crowd Monitoring: High visibility patrols and crowd monitoring well in advance of 

venue 

Entry Screening: 100% wanding, no bags allowed or clear bags (contents visible) 

Internal Crowd Monitoring: High visibility security presence. Targeted assessment and 

intervention of suspicious behaviour 

Security Resource: Licensed security staff and management. 

Training for Security Staff: All security staff must hold a Certificate of Approval (having 

completed the Mandatory Training) or where on a Temporary Licence, have received induction 

training and operate under close supervision. Staff providing crowd monitoring, screening, 

searching or managing conflict situations are to have received role specific training. 

Management staff are to be experienced and have a good understanding of protective security 

and managing security threats. 

All staff must be conscious and alert for acts of extreme violence or terrorism targeting the 

crowd as well as individuals of violence or intimidation. 

 

 

Plans and Processes 

The following considerations apply to all events and venues: 

• Do you have a current Risk Management Plan? 

• Do you have an Emergency Response Plan? 

• Do your plans consider the entire site or route of the event? 

• Do you adopt and promote a challenge culture of staff/volunteer vigilance? 

• Do you encourage your customers to report concerning or suspicious activity? 

• Do your plans contain simple steps to follow in the event of a critical incident? 

• Do you have nominated safety, evacuation or lockdown officials? 

• Are you and your communications staff trained to manage telephone reports or threats? 

• Are staff aware of and trained in reporting and response tactics? 

• Do you have reliable, tested communication systems? 

• Can you quickly alert patrons to an imminent threat? 

• Do you have first aid trained staff and equipment readily available? 

• Do you limit access to key information regarding site layout and security measures? 
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Physical Security Measures 

The following are good practice measures that may be appropriate to increase the perception of 

security at your event or venue: 

• Do you have visible and well-advertised searching and patron screening? 

• Do you have easily identifiable safety and security personnel? 

• Do you screen attendees well in advance of entry to the event and are these screeners able to 

quickly escalate concerns? 

• Do you have appropriate, overt, control for pedestrian access to the site or venue? 

• Do you have effective screening of all visitors, bags and packages entering your site, appropriate 

to the threat? 

• Do you conduct random and overt searches of people as a visual deterrent? 

• Do you have prominent signs warning of surveillance in place? 

• Do you discourage, and plan to avoid, large groups congregating outside of your entry points? 

• Do you carry out systematic searches or inspections of your site as part of housekeeping and 

prior to public occupation? 

 

Vehicle Safety and Security 

The following considerations may increase the safety and security from vehicles at your event. 

• Does your event appear to be difficult to access by vehicle? 

• Can you physically limit the speed of vehicles approaching your site? 

• Could a vehicle deliberately or accidently access areas congested by crowds? 

• Do you have appropriate, overt, control for vehicle access to the site? 

• Do you conduct random and overt searches of vehicles as a visual deterrent? 

 

Good Practice – Selecting a Security Supplier 

Event organisers and venue managers should ensure that any security provider contracted to assist 

with their event or functions is suitably qualified, experienced and skilled to provide services to 

required standards. Whilst price will always be a factor, the following requirements should take 

precedence: 

• Provider must hold a Security Licence (ask for copy or check on PSPLA website – Public Register) 

• Provider should be a member of NZSA (verify on www.security.org.nz) 

• Provider should be able to provide references for similar type events or functions 

• Provider should be billing to give guidance on security requirements and involvement of 

support or volunteer resources 

 

 

http://www.security.org.nz/
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Good Practice Messaging – Encouraging Public Self-Management 

 

a) Plan ahead and check local authorities’ alerts. Sign up for any travel or news alerts provided 

or recommended by the event organisers to receive updates on traffic or news of any 

potential disturbances for the day. 

b)  If you are going to a crowded event alone, let someone know. Make sure your friends or 

family know where you are going, when you plan to arrive and when you are expected to 

return. 

c) Travel light. There is no need to take everything you own to an event or festival. Leave the 

valuables at home and travel light, with just the essentials if possible. 

d) As soon as you get to the event, survey your surroundings. Make sure you know where the 

exits are and agree on a meeting place with your friends in case you get separated. Know 

where stewards, security and information points are so you can speak to someone if 

necessary. 

e) Be vigilant for suspicious activity at the event. Don’t be afraid to report something you think 

is unusual, such as unattended baggage or people behaving in a suspicious or threatening 

way. 

f) Keep your phone charged in case of emergencies. If possible, take a battery charger pack 

with you and ensure your phone is always available when you need it. 

g) In an emergency, stay calm and move to the edges of crowds. Try to leave the area quickly 

and calmly. If you need to, get away from the incident quickly, hide yourself if needed, call 

111 when you can, and then let your friends or family know you are safe. 

 

 

Protecting our Crowded Places from Attack: New Zealand’s 
Strategy – Resources (https://www.police.govt.nz/advice-
services/protecting-crowded-places-attack) 

• New Zealand’s Strategy 

• Self-Assessment Tool 

• Assessing your Protective Security  

• Security Audit 

• Detecting and Responding to Hostile Reconnaissance 

 

 

 

 

https://www.police.govt.nz/advice-services/protecting-crowded-places-attack
https://www.police.govt.nz/advice-services/protecting-crowded-places-attack
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Guidelines for training 
 

Introduction 

All staff employed in the security industry must be licensed in accordance with the requirements of the 

Private Security Personnel and Private Investigators Act 2010.  

 

Employers in the security industry should encourage their staff to improve their knowledge and skills 

through both in-house training and the New Zealand Qualifications Authority (NZQA) qualifications 

framework. 

 

During the recruitment process, as an employer you should carry out a series of checks on the good 

character of prospective workers. These checks should include: 

• where possible, three reference checks with previous employers  

• a credit check.  

 

You should also consider the mental resilience of potential candidates and whether they have the 

physical fitness to meet the requirements of the job.  

 

All frontline security staff should hold a current first aid certificate. 

 

You should not permit any staff to begin any duties until they have completed the basic induction and 

minimum training standards required for that role. 

 

Company induction training 

Your security company must ensure that all new property and mobile security patrol guards undergo 

an induction process that at a minimum covers: 

• company communication codes and RT procedures 

• phonetic alphabet and 24-hour time clock  

• incident reporting and statement (taking and making) processes  

• incident management skills  

• detect, deter, observe, report training 

• conflict management beyond what NZQA Unit Standards 227360, 27361 and 27364 cover 

• situational awareness training  

• risk assessment training 

• site safety plan training 

• Move, Hold and Tell response training 

• fatigue management on shift work  

• legal rights and powers that guards can use in a security function 
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• health and safety policies and procedures 

• administrative requirements and company rules and policies. 

 

Your security company should have a system of recording on the personnel file of each property 

security guard and mobile security patrol guard when they have completed the induction process and 

any further training.  

 

Pre-deployment training 

To get their security licence, all property and mobile security patrol guards must complete these 

mandatory training standards: 

• NZQA Unit Standard 27360 – Describe conflict management in a security context 

• NZQA Unit Standard 27361 – Manage conflict situations in a security context 

• NZQA Unit Standard 27364 – Demonstrate knowledge of the security industry in the pre-

employment context. 

 

Where guards are working under a temporary licence and have yet to complete this training, we 

recommend that they: 

• are not deployed on their own  

• are closely supervised. 

 

Detect, deter, observe and report 

The primary purpose of property and mobile security patrol guards is to detect, deter, observe and 

report. 

 

Like all workers in New Zealand, property and mobile security patrol guards are not expected or 

required to put themselves at risk of injury or death when they go to work every day. 

 

It is important that: 

• all property and mobile security patrol guards are adequately trained in the detect, deter, observe, 

report method and do not take unnecessary risks while at work and  

• your security company and the customer provide an environment that ensures the safety of the 

guards while they are at work. 

 

Situational awareness 

Situational awareness is the ability to identify, process and comprehend information about how to 

survive in an emergency. More simply, it is knowing what is going on around you. Situational awareness 

is dynamic, hard to maintain and easy to lose. 
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Knowing what is going on all the time is very difficult to achieve for any one person, especially during 

a high-stress survival situation. Therefore, it is important that property and mobile security patrol 

guards know what behaviour helps to maintain situational awareness. 

 

Here are some ways you can improve your situational awareness today before you need it as a property 

or mobile security patrol guard in a survival situation. 

 

1. Learn to predict events 

The most effective aspect of situational awareness is being able to predict how elements around you 

are likely to affect future actions and events. 

 

After you have been able to identify elements in your site environment and understand the situation, 

it is time to take your situational awareness one step further. Use this information to think ahead and 

work out how it will affect future actions and events in the environment. 

 

2. Identify elements around you 

The first step in achieving situational awareness is to become aware of the important elements in the 

environment on your site. It is designed to help you expand and improve your perception of what is 

happening around you. 

 

Start by noticing the threats that surround you and then expand your awareness to other non-

threatening elements. 

 

This is the most basic level of situational awareness where you begin to monitor, detect and recognise 

many different elements in your situation. These include objects, events, people and environmental 

factors.  

 

Basic situational awareness also requires you to notice the locations, conditions and actions of the 

elements around you. For a property or mobile security patrol guard, these are skills you already use 

on a daily basis.  

 

3. Trust your feelings 

Disorder within your work environment or a gut feeling that things are not right can cause you to lose 

proper situational awareness.  

 

This clue is one of the most reliable indications that something is wrong because the body is able to 

detect stimuli in the environment long before we have consciously put all the information together. 

 

4. Limit situational overload 

Overload causes distraction, increased errors and high stress.  
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During times of overload, you can help yourself survive by: 

• prioritising and delegating tasks  

• minimising surrounding distractions. 

 

5. Avoid complacency 

Assuming everything is under control will make you less vigilant. You have to actively keep yourself in 

the right mindset. 

 

When things are slow or tasks are routine, we usually become complacent. The worst part is that 

complacency slowly creeps up on us, so we hardly ever notice it except in hindsight. To stop yourself 

from becoming complacent: 

• continue to challenge yourself and those around you to be prepared for contingencies 

• do a mental check every now and then. 

 

6. Be aware of time 

Time is an important factor in mastering situational awareness.  

 

The actions of individuals, task characteristics and outside elements are constantly changing the pace 

of your environment. When unplanned events begin to arise, make the necessary changes to your 

schedule and goals to help you survive. 

 

7. Begin to evaluate and understand situations 

The next step involves understanding multiple elements in your environment through recognising, 

interpreting and evaluating patterns.  

 

Use this information to work out how these elements will affect your goal – which, in this case, is to 

survive. This information will help you build a comprehensive picture of your immediate surroundings 

and stronger situational awareness. 

 

8. Actively prevent fatigue 

Fatigue makes it harder for you to watch for possible danger or difficulties. Active steps you can take 

to prevent fatigue are to: 

• try adjusting your work routine and following a disciplined sleep routine to prevent wake cycles 

longer than 18 hours 

• get a sound sleep of at least five, preferably eight, hours every day to minimise sleep deprivation. 

 

9. Continually assess the situation 

When you are in a survival situation, always be prepared for changes around you. Continually assess 

and reassess the situation to work out if you are giving yourself the best possible chance of survival.  
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Learn what nature, the land and new tasks are telling you, before you find yourself in a difficult 

situation. 

 

10. Monitor the performance of others 

Be alert for changes in the performance of people around you, which may be due to work overload, 

stress or mistakes.  

 

When you observe changes in performance, take action by speaking up and helping out. A weak link in 

your team could be the difference between success and failure. 

 

High-risk sites 

Staff working at high-risk sites should have an increased level of refresher training on managing critical 

incidents. 

 

We recommend providing refresher training every six months for staff deployed to a high-risk site. 

 

Site hazards 

All property and mobile security patrol guards must have training to: 

• understand workplace hazards in the site they are deployed to  

• know what controls, including operational policies and/or personal protective equipment, are in 

place to protect them from such hazards.  

 

Your security company should also inform its security guards about procedures to follow if an 

emergency involving site hazards or hazardous materials occurs. 

 

Escalation  

All property and mobile security patrol guards should be trained in your security company’s escalation 

plan. Your security company should also provide them with a copy of that plan. 

 

The escalation plan should set out the process to escalate when: 

• an incident has occurred 

• the risk to the health and safety of the guard or someone else has increased 

• a service delivery issue has arisen 

• a customer has complained. 

 

The escalation plan will also provide instructions on: 

• when to escalate an issue 

• how to escalate an issue 
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• who to escalate to an issue to 

• what will happen once the issue is escalated. 

 

All property and mobile security patrol guards are encouraged to understand and use the escalation 

plan to ensure a safe and secure work environment. 

 

Legal knowledge required 

Property and mobile security patrol guards should have a basic understanding of the following laws. 

 

Crimes Act 1961 

• Section 42. Preventing breach of the peace 

• Section 48. Self-defence and defence of another 

• Section 56. Defence of land or building 

• Powers of arrest for serious offences such as murder, rape and robbery 

 

Summary Offences Act 1981 

• Section 9. Common assault 

• Section 11. Wilful damage 

• Powers of arrest under authority from lawful owner or occupier 
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Protective Security Requirements (PSR) 

 
 

Introduction 

The Protective Security Requirements (the PSR) outline the New Zealand Government’s expectations 

for security governance and for personnel, information and physical security. 

 

Both public and private sector organisations are targeted by people and groups intent on doing harm. 

These are real threats that need to be managed. Security incidents erode the trust and confidence New 

Zealanders have in both public and private sector organisations.  

 

Protecting your people, information and assets helps your organisation to meet its strategic and 

operational objectives. 

 

Protective security is the responsibility of all people working for your organisation, including workers, 

contractors and service providers.  

 

To successfully manage security risks, you must make security part of your organisation’s culture, 

practices and operational plans. In this way, your organisation will be able to function effectively and 

better manage business risks. 

 

The PSR: a policy framework for security 

The PSR sets out what your organisation must do to manage security effectively. It also contains the 

following best-practice guidance that you should consider.  

 

As no two organisations are the same, the PSR follows a risk-based approach designed for flexible 

implementation. Implementing the PSR will help your organisation to protect its people, information 

and assets.  

 

By implementing the PSR, you will ensure:  

• your people know they are safe when doing their jobs 

• your customers feel safe when visiting your sites  

• government is assured your people, information and assets are protected  

• you have confidence that the people you employ are trustworthy  

• you better manage business risks  

• continuity of service delivery is assured. 

 

“protection of our people, information and assets” 
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Improving your protective security 

Protective Security Requirements and Good Practice 

The Protective Security Requirements provide high-level policy on security governance in organisations 

however they also link closely with Good Practice and Workplace Health and Safety. We strongly recommend 

you visit the Protective Security Requirement website www.protectivesecurity.govt.nz and are familiar with 

the requirements and how they can strengthen Good Practice and Workplace Health and Safety. 

  

http://www.protectivesecurity.govt.nz/
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Glossary 
alarm response – a mobile security patrol response to a customer’s premises to investigate the cause 

of an alarm activation. 

 

competent– being suitably trained and qualified by knowledge and practical experience, and provided 

with the necessary instruction to enable the required task(s) to be carried out correctly and safely.  

 

customer – individual or organisation that retains a security company to carry out agreed services and 

is responsible for remunerating the security company in line with an agreed contract. 

 

customer services specifications – a document setting out the proposed services to be supplied under 

the contract. 

 

key – instrument, equipment or data allowing authorised access to a customer’s property. 

 

keyholder – a security company that provides a service of holding keys (which may include electronic 

access, access control cards, tags or fobs or other credentials) to a customer’s premises or equipment. 

 

mobile security patrol – a security service provided by security guards travelling to multiple sites that 

are physically distant from each another within a defined period. 

 

mobile security patrol guard – an appropriately licensed person who performs duties of a mobile 

security patrol.  

 

officer – under the Health and Safety at Work Act 2015, a person who occupies a specified position or 

who occupies a position that allows them to exercise significant influence over the management of the 

business or undertaking. This includes, for example, company directors and chief executives. 

 

operations centre – a communication centre where property security guarding and mobile security 

patrol procedures are monitored and/or managed. It may fulfil the definition of a patrol depot. 

 

operator – person designated to monitor property security guards and mobile security patrols, 

operations and communications.  

 

PCBU – under the Health and Safety at Work Act 2015, a “person conducting a business or 

undertaking”. A PCBU may be an individual person or an organisation. This does not include workers 

or officers of PCBUs, volunteer associations or home occupiers that employ or engage a tradesperson 

to carry out residential work. 
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proof of service – evidence that the property security guard or mobile security patrol services have 

been provided to the customer. 

 

property security guard – a security guard assigned to a fixed location or premises for a period of time. 

Also referred to as a static or site security guard but excludes guards that monitor security systems 

remotely.  

 

Protective Security Requirements – the PSR outline the New Zealand Government’s expectations for 

security governance and provide a policy framework for personnel, information and physical security. 

 

risk assessment – a widely used model to evaluate health hazards and conditions of human exposure 

to it in order both to identify the likelihood that exposed humans will be adversely affected and to 

describe the nature of the effects they may experience. 

 

safe haven – a secure place of safety that provides protection from an aggressive or violent offender. 

 

secure facility – a suitable constructed dedicated room or secure lockable cabinet for holding keys. 

 

security company – the sole or main security provider of property security guard and/or mobile 

security patrol services to another individual or company. Also referred to as a security service provider, 

security firm or security business. A security company is required to hold the appropriate licence to 

carry out its business. Subcontractors providing these services are also required to hold the appropriate 

licence to operate. 

 

security service provider – see security company. 

 

subcontracting – where a security company subcontracts another business (including a related entity) 

to carry out security services including property security guarding and mobile security patrol work. 

 

 

welfare checks – routine and regular electronic or IT-based communications to verify the location and 

safety status of a property or mobile security patrol guard on an assignment. 

 

 

worker – under the Health and Safety at Work Act 2015, an individual who carries out work in any 

capacity for a PCBU. A worker may be an employee, a contractor or subcontractor, an employee of a 

contractor or subcontractor, an employee of a labour hire company, an outworker (including a 

homeworker), an apprentice or a trainee, a person gaining work experience or on a work trial, or a 

volunteer worker. Workers can be at any level; for example, managers are workers too. 
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List of abbreviations 
COA certificate of approval 

HSWA Health and Safety at Work Act 2015 

NZCTU New Zealand Council of Trade Unions 

NZQA New Zealand Qualifications Authority 

NZSA New Zealand Security Association 

PCBU person conducting a business or undertaking 

PPE personal protective equipment 

PSPLA Private Security Personnel Licensing Authority 

PSR Protective Security Requirements 

RTs radio-transmitter communications 

SAP safe assembly point 

SOP standard operating procedure 

WorkSafe WorkSafe New Zealand 
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Purpose
This publication is designed to assist employers as they complete the Employment 
Standards Self-assessment Checklist (Checklist). It includes information on employment 
standards from the Ministry of Business, Innovation and Employment (MBIE) and other 
government agencies. 

Disclaimer
The information in this publication has no statutory or regulatory effect and is of a guidance 
nature only. Guidance cannot override the law and is not legally binding. 

Users of this guidance should not substitute this for legal advice. 

The information should not be relied upon as a substitute for the wording of The Holidays 
Act 2003. Note: further references are standardised in this document to either “the Act” or “the 
Holidays Act” 

While every effort has been made to ensure the information in this publication is accurate, 
MBIE does not accept any responsibility or liability for error of fact, omission, interpretation 
or opinion that may be present, nor for the consequences of any decisions based on this 
information. Some provisions in the Holidays Act which currently allow more than one 
interpretation have not had the matter tested and decided by the Courts. Where MBIE has 
a view on the interpretation of a particular provision, it will express how it interprets that 
provision, but this should not be considered a substitute for legal advice.

Using this Guide
For each section of the Checklist this booklet provides a corresponding section that includes 
the following types of information:

Section Title

Information General information on the relevant employment standards

Legislation reference Legislation references. Note: All New Zealand legislation  
can be found on the New Zealand Legislation website at 
www.legislation.govt.nz

More detail References to more detailed material. Often these are 
references to tools, publications or further reading, which 
is available through the Employment New Zealand website 
www.employment.govt.nz
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Section 1: Employment and 
employment agreements
1.1 Individual and collective employment agreements

Employment agreements
Good employment relationships begin with a good recruitment process that ensures 
everyone has clear expectations about the role, working conditions and employment 
rights and responsibilities. A well written employment agreement reduces the risk of 
misunderstandings.

Every employee must have a written employment agreement. This can be either an 
individual agreement or a collective agreement. Collective employment agreements are 
negotiated in good faith between an employer and a registered union on behalf of their 
members. Employers must not unduly influence employees to join or not join a union.

Employers are required to retain a signed copy of the employment agreement or the 
current signed terms and conditions of employment. The employer must retain all 
employment agreements including any ‘intended agreement’ (or draft agreement) 
even if the employee has not signed it. Employees are entitled to a copy on request.

There are some provisions that must be included in employment agreements by law, and 
there are also a number of minimum conditions that must be met regardless of whether 
they are included in agreements, or even if the agreement says something different.

Individual employment agreements
If there is no relevant collective agreement, the employer and employee negotiate an 
individual employment agreement, which sets out the employee’s terms and conditions 
of employment

The agreement must be in writing and contain at least the required terms and conditions 
of employment. 

The agreement must not have anything in it which is less than what is required by the 
legislation, or is inconsistent with the law. The parties may also negotiate to agree and 
include additional terms and conditions as relevant to their workplace. 

Offering an individual employment agreement
An employer must, when offering a person employment:

 ȩ give the person a copy of the intended individual employment agreement

 ȩ advise the person he or she is entitled to seek independent advice about the intended 
agreement

 ȩ give the person a reasonable opportunity to get that advice

 ȩ consider any issues that the employee raises and respond to them

 ȩ retain a copy of the intended agreement.
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What must be in an individual employment agreement

An individual employment agreement must include: 
 ȩ the names of the employer and the employee (to make clear who the parties to the 

agreement are)

 ȩ a description of the work to be performed 

 ȩ an indication of the place of work

 ȩ any agreed hours of work (including the number of guaranteed hours of work, the days 
of the week the work is to be performed, the start and finish times of work, and any 
flexibility in these), or where there are no agreed hours of work an indication of the 
times the employee is to work

 ȩ the wage rate or salary payable

 ȩ a provision confirming the right to at least time-and-a-half payment for working on a 
public holiday

 ȩ for most employees, an employment protection provision that will apply even if the 
employer’s business is sold or transferred, or if the employee’s work is contracted out 

 ȩ a plain explanation of services available to help resolve employment relationship 
problems

 ȩ a reference to the fact that a personal grievance/s must be lodged within 90 days of any 
incident/s occurring

 ȩ information about the employee’s entitlements under the Holidays Act 2003, and where 
to obtain information about Holidays Act entitlements

 ȩ any other matters agreed upon, such as trial periods or probationary arrangements.

What must be in a collective employment agreement
Collective employment agreements must be in writing, signed by employers and unions 
that are parties to the agreement and include:

 ȩ a coverage clause stating the work that the agreement covers

 ȩ a plain language explanation of how to sort out any employment relationship problems, 
including the 90-day period for bringing a personal grievance

 ȩ a clause stating how the agreement can be changed

 ȩ an expiry date or state an event that will mean when the agreement expires

 ȩ a provision that complies with the Holidays Act 2003 requirement for employees to be 
paid at least time-and-a-half for work on public holidays

 ȩ in most cases, include a provision stating how employees will be protected if the 
business is sold, transferred or contracted out.

Other than the above requirements, the parties decide what’s in the collective employment 
agreement (unless the Employment Relations Authority is asked and agrees to fix the 
terms of agreement), as long as it is not unlawful.

The employer and the union need to keep a signed copy of the collective employment 
agreement and provide a copy to employees when they request it. The employer must give 
it to new employees who are not union members and whose work is covered by the 
coverage clause.
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Related union information
Effective from 6 May 2019, the Employment Relations Amendment Act 2018 requires that:

 ȩ employers must provide new employees with an approved ‘active choice form’ within 
the first ten days of employment, and return it to the applicable union unless the 
employee objects. 

 ȩ the 30-day rule has been restored, so that for the first 30 days new employees 
must be employed under terms consistent with the applicable collective agreement. 
The employer and employee may agree additional more favourable terms than the 
collective agreement.

Individual agreements and bargaining – Part 6 of the Employment Relations Act 2000

Go to www.legislation.govt.nz and enter keywords “Employment Relations Act 2000”.

Further information is available on employment agreements and related matters:
 ȩ the Employment Agreement Builder tool which employers can use to create their 

own individual employment agreement. It shows which clauses are compulsory and 
also includes optional clauses which enable an employer to tailor an agreement to suit 
their business. Go to: www.employment.govt.nz and enter keywords “Employment 
agreement builder”.

 ȩ The employment agreements web page covers areas including: general information, 
offering and negotiating employment agreements and unfair bargaining. Go to 
www.employment.govt.nz and enter keywords “Employment agreements”.

 ȩ The Employment Relations Amendment Act 2018 webpage has a standard template 
‘Intention to join a union’ form. Go to: www.employment.govt.nz/erraa

1.2 Rest and meal breaks

Introduction
Rest breaks benefit workplaces by helping employees work safely and productively.

Effective from 6 May 2019 employees are entitled to set rest and meal breaks. The number 
of each type they get depends on the hours they work. An eight-hour work day must 
include two paid 10-minute rest breaks and one unpaid 30-minute meal break. A four-hour 
work day must include one 10-minute paid rest break and one 30-minute unpaid meal 
break.

Employers must pay for minimum rest breaks but don’t have to pay for minimum meal 
breaks.

Employers and employees can agree when to take their breaks, as needed for the 
workplace. If they cannot agree, the law specifies when the breaks must be taken, 
where this is reasonable and practicable. See the rest-meal-break-table for more 
information.

Some limited exemptions may apply for employers in specified essential services 
or national security services.

Employers must provide appropriate breaks and facilities for employees with babies 
who wish to breastfeed or express breast milk, where this is reasonable and practicable. 
These are unpaid breaks unless the employer agrees otherwise.
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Rest and meal breaks – Part 6D of the Employment Relations Act 2000 and amendments 
to Part 6D in the Employment Relations Amendment Act 2018

Breastfeeding facilities and breaks – Part 6C of the Employment Relations Act 2000

Go to www.legislation.govt.nz and enter keywords “Employment Relations Act 2000”.

Detailed information on rest and meal breaks includes the rest and meal breaks table.

Go to www.employment.govt.nz and enter keywords “Rest and meal breaks”.

Breastfeeding in the Workplace: A guide for Employers

Go to www.employment.govt.nz and enter keywords “Breastfeeding in the Workplace”.

1.3 Employment status

Introduction
The employment standards, such as the minimum wage, apply only to employees. 
Employment standards must be provided to all employees, being any person of any age 
employed to do any work for hire or reward who is not in business on their own account. 
(Note, though, that minimum wage requirements apply only to employees aged 16 years 
and older).

Sometimes people performing work are doing so, not as employees, but rather as 
self-employed contractors or unpaid volunteers. 

Who is an employee?
An employee is anyone who has agreed to be employed, under a contract of service 
(commonly called an employment agreement), to work for some form of payment.  
This can include wages, salary, commission and piece rates. This includes: 

 ȩ homeworkers

 ȩ people who have been offered and have accepted a job 

 ȩ fixed-term employees 

 ȩ seasonal employees 

 ȩ casual and part-time employees

 ȩ probationary and trial employees

 ȩ workers paid by commission or piece-rates. 

An employee is not: 

 ȩ a self-employed or independent contractor 

 ȩ a sharemilker

 ȩ a real estate agent whose agreement says they are an independent contractor

 ȩ a volunteer who does not receive a reward for working

 ȩ in some cases, a person who is engaged in film production.

The definition of ‘employee’ in the Employment Relations Act 2000 directs that when 
deciding if a person is an employee, or not, it is the ‘real nature’ of the relationship that 
must be determined. 

If there are people working in the business who are not employees, but who are 
independent contractors or volunteers, it is good practice to ensure that they sign an 
independent contractor agreement, or a volunteer agreement, setting out how they agree 
to work and their status, to help avoid any disputes or misunderstandings at a later date.
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What is the difference between a self-employed contractor and 
an employee
Sometimes it is not clear if a worker is engaged as an employee or a contractor. Over time 
disputes through the courts have developed commonly applied tests. While each case is 
different, factors such as the following are often considered:

 ȩ the intention of the parties 

 ȩ the degree of control involved

 ȩ how integrated the worker is into the business 

 ȩ whether, or not, the person is really in business for themselves.

The table below lists some indications of a contractor arrangement vs employment 
relationship. 

Indications of a contractor  
arrangement:

Indications of an employment 
relationship:

Advertises their expert services and skills Have a common understanding (intention) 
with the employer that they are an employee

Intends to be self-employed and structures 
their earnings through a business

Have a ‘boss’ who directs when, where and 
how they do your work

Controls what jobs they do, when and how 
they do them; does not have to report for 
work, can set their own hours, and negotiate 
work and deadlines

Apply for jobs advertised rather than 
advertise their own services

Takes responsibility for paying their own tax 
and ACC levies

The employer deducts PAYE tax and pays the 
net amount to the employee

Takes responsibility for their own health and 
safety in the workplace

Have an employer taking responsibility for 
their health and safety in a workplace. Have 
their tools and safety gear provided

Takes responsibility for the health and safety 
of others in the workplaces 

Do not have to provide their own transport 
to the job

Owns, maintains, repairs and replaces 
their own tools, equipment, vehicles and 
safety gear

Face discipline if they are late for work or do 
not carry out work required

Structures their earnings through a company Have limited control of their hours of work 
or income. Can’t increase their income by 
changing the work they do. Often work for 
an hourly or other set rate

Employs staff or sub-contracts jobs to 
other people

Can’t subcontract their job to others, must do 
the job personally

Can increase their income by changing the 
jobs they do

Have paid annual holiday, sick leave, 
bereavement leave and domestic violence 
leave entitlements

Have a contract for service with a principal, 
rather than an employment agreement

Have a written employment agreement.

Do not receive paid annual holidays, sick 
leave, bereavement leave, and domestic 
violence leave entitlements.
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Meaning of employee – section 6 of the Employment Relations Act 2000

Go to www.legislation.govt.nz and enter keywords “Employment Relations Act 2000”.

For further information about employment status and general employment  
queries contact Employment New Zealand: visit www.employment.govt.nz  
or phone 0800 20 90 20.

1.4 Eligibility to work in New Zealand

Introduction
People entitled to work in New Zealand are those who: 

 ȩ are New Zealand or Australian citizens (including people born in the Cook Islands, 
Niue and Tokelau), or 

 ȩ have a New Zealand residence visa, or 

 ȩ have a New Zealand work visa or a condition on their New Zealand temporary visa 
showing they are allowed to work here. 

Work visa conditions should be checked. Some visas allow only certain types of work, or 
work for specified employers. An employee is not entitled to work here just because they 
have a tax number. Use the VisaView tool discussed on page 9 below to find out about 
whether a person is entitled to work. 

Ensuring eligibility
Under the Immigration Act 2009, an employer must not employ a foreign national  
who is not entitled to work in New Zealand or is not entitled to work for that employer.  
This applies whether or not the employer knew that the foreign national was not entitled 
to work. 

An employer must show that they took reasonable precautions and exercised due diligence 
to check whether the foreign national was entitled to work for the employer in 
New Zealand.

Penalties (fines) can be imposed for offences by employers (and up to seven years in prison 
for exploitation of a foreign national whom the employer allowed to work when they knew 
the person was not entitled to work).
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What is a good process to follow?
Employers are encouraged to have robust systems for checking entitlement to work and 
keep good records of this. The following are suggestions to help get started or to improve 
existing processes:

 ȩ ensure all job advertisements advise that evidence of entitlement to work in 
New Zealand will need to be provided if requested

 ȩ ensure all job application forms advise that evidence of entitlement to work in 
New Zealand will be required from both New Zealand citizens and non-New Zealanders 
during the recruitment stage

 ȩ use the VisaView service and/or documents at the interview or pre-employment stage 
to check work entitlement. (The free online service VisaView lets an employer check a 
prospective employee’s entitlement to work in New Zealand for that employer).

 ȩ undertake identity checks with photo identification at the interview or pre-employment 
stage

 ȩ ensure copies of documentation are retained on an employee’s record or file

 ȩ retain good records of work eligibility and identification checks, and keep good records 
of visa expiry dates.

Offences by employers – Section 350 of the Immigration Act 2009

Go to www.legislation.govt.nz and enter keywords “Immigration Act 2000”

The Immigration New Zealand website (www.immigration.govt.nz) holds more detailed 
information on employee eligibility including the VisaView tool which assists employers 
to check eligibility.

Go to www.immigration.govt.nz and enter keyword “Visaview”.
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Section 2: Records
Introduction
Employers are required to maintain wage and time records, and holiday and leave records.

Employee records must be made available to employees, their unions and Labour 
Inspectors if they ask for them and they must be kept for not less than six years.  
(Note: you may need to keep some information longer for tax purposes.)

Wage and time records
Wage and time records must include:

 ȩ the employee’s name

 ȩ the employee’s age, if under 20 years

 ȩ the employee’s postal address

 ȩ the type of work the employee undertakes

 ȩ the type of employment agreement – individual or collective

 ȩ the title, expiry date and employee classification in any applicable collective agreement

 ȩ the number of hours worked each day in a pay period and the pay for those hours

 ȩ the wages paid each pay period and the method of calculation

 ȩ the details of any employment relations education leave.

If an employee’s number of hours worked each day in a pay period and the pay for those 
hours are agreed and the employee works those hours (the usual hours), it is sufficient 
compliance with subsection (1)(g) if those usual hours and pay are stated in:

(a) the wage and time record; or

(b) the employment agreement; or

(c) a roster or any other document or record used in the normal course of the employee’s 
employment.

Note that if you are relying on these other documents, they must clearly and accurately 
state the hours worked each day, and the rate of pay, and must also be kept for not less 
than six years. This will not be applicable for employees who work truly variable days 
and hours. 
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Holiday and leave records
As well as the wage and time records there are also record keeping requirements in relation 
to holidays and leave. These requirements include keeping a holiday and leave record of:

 ȩ the name of the employee (if not held elsewhere) so it is clear who the records relate to: 
the date the employee commenced

 ȩ the number of hours worked each day in a pay period and the pay for those hours

 ȩ the date the employee last became entitled to annual holidays

 ȩ the employee’s current entitlement to annual holidays

 ȩ the employee’s current entitlement to sick leave and domestic violence leave

 ȩ the dates any annual holiday, sick, bereavement or domestic violence leave was taken

 ȩ the amount of payment for annual holidays, sick leave, bereavement leave and domestic 
violence leave taken

 ȩ the portion of any annual holidays that have been paid out in each entitlement year

 ȩ the date and amount of payment, in each entitlement year, for any annual holidays 
paid out

 ȩ the dates and payment for any public holiday worked

 ȩ the number of hours worked on any public holiday

 ȩ the day or part of any public holiday agreed to be transferred and the calendar day or 
24 hours to which it has been transferred

 ȩ the date on which the employee became entitled to any alternative holiday for any 
public holiday worked

 ȩ the dates and payment of any public holiday or alternative holiday on which the 
employee did not work, but for which the employee had an entitlement to payment

 ȩ the cash value of board and lodgings provided

 ȩ the date of termination of employment

 ȩ the amount of pay for holidays (including all types of leave paid out) on termination.

Wage and time records – section 130 of the Employment Relations Act 2000

Holiday and leave records – Section 81 of the Holidays Act 2003

The Employment New Zealand website includes a template wage and time record,  
and a template holiday and leave record. More information can be found at: 
www.employment.govt.nz/hours-and-wages/keeping-accurate-records/

Go to www.employment.govt.nz and enter keywords “wage and time template” 
or “holiday and leave” template.
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Section 3: Wages
3.1 Minimum wage

Introduction
Employers cannot pay employees less than the applicable minimum wage rate.

Employers and employees may agree to any wage rate as long as it is not less than the 
applicable minimum wage rate. All employees must receive at least the current minimum 
wage for all hours actually worked. This applies to both employees who are paid on an 
hourly basis, and also to employees who are paid a salary, or in any other way eg by 
commission or piece-rates. Where a salary is paid, the salary must be at least equivalent 
to the current minimum wage for all hours actually worked by that employee. 

There are three minimum wage rates:

 ȩ The minimum adult rate applies to all employees aged 16 or over unless they are 
starting-out workers, trainees, or involved in supervising or training other employees. 

 ȩ The minimum starting-out rate applies to starting-out workers.

 ȩ The minimum training rate applies to employees aged 20 years or over who are 
doing recognised industry training involving at least 60 credits a year as part of their 
employment agreement, in order to become qualified for the occupation to which their 
employment agreement relates.

Remember that in order to accurately calculate whether an employee’s entitlement to 
minimum wages has been met, accurate time records of hours actually worked will be 
needed. Note that employees who are paid salaries, or are paid on a “flat rate”, also need to 
receive at least the equivalent of the minimum wage for each hour worked. Be aware that if 
these employees work long hours, their payments might fall below the minimum wage rate 
for periods of time, and will need to be topped up. Keeping records of hours worked will 
allow you to double-check that all such employees are getting paid their legal minimums. 

Starting-out workers
Starting-out workers are:

 ȩ 16- to 17-year-old employees who have not yet completed six months of continuous 
employment with their current employer.

 ȩ 18- to 19-year-old employees who have been paid a specified social security benefit 
for six months or more, and who have not yet completed six months' continuous 
employment with any employer since they started being paid a benefit. Once they have 
completed six months' continuous employment with a single employer, they will no 
longer be a starting-out worker, and must be paid at least the adult minimum wage rate. 

 ȩ 16- to 19-year-old employees who are required by their employment agreement to 
undertake industry training for at least 40 credits a year in order to become qualified.
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Employees aged under 16
There is no minimum wage for employees aged under 16, but all other employment rights 
and entitlements still apply. 

When looking at whether an employee who is 16 years or older is a starting-out worker, 
any time spent employed by an employer before the employee turned 16 must be included 
when calculating the time that employee has been continuously employed.

Who gets the minimum wage?
Employees should get at least the minimum wage if they are 16 years and over, whether 
they are a full-time, part-time or casual, a home-worker or paid wholly or partly by 
commission or piece rates.

Minimum wage exemptions
The Minimum Wage Act provides that Labour Inspectors from MBIE may issue minimum 
wage exemption permits to workers who are limited by a disability in carrying out the 
requirements of their work. This means a lower minimum wage rate is set for a particular 
person in a particular job for the period in the permit.

Current minimum wage rates
The minimum wage rates are reviewed every year. Current rates can be  
found at the Employment New Zealand site under minimum wage or go to 
www.employment.govt.nz and enter keywords “current minimum wage”.

Payment of Minimum Wages – Minimum Wage Act 1983

The Employment New Zealand website also holds historical minimum wage rates or  
go to www.employment.govt.nz and enter keywords “previous minimum wage rates”.

3.2 Payment for trials and probation periods

Introduction
Information on 90-day trial periods and probation periods follows. Employees must receive 
at least the minimum wage if they are 16 years and over. This includes employees on trial 
periods and probation periods and those learning the job. 
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90-day trial periods 
Effective from 6 May 2019, the Employment Relations Act restricts the use of 90-day trial 
periods to employers with less than 20 employees. These employers can make an offer of 
employment to a prospective employee that includes a trial period of up to 90 days. 

Trial periods are voluntary, and must be negotiated in good faith and agreed in writing and 
as part of the employment agreement. If a 90-day trial period is not included in a written 
employment agreement, or if the employee starts work before they have signed the 
employment agreement, the 90-day trial period will not be valid.

A trial period can’t be offered to (or imposed on) an employee who has been previously 
employed by that employer. 

Employers cannot use a 90-day trial period to get work done without paying for it. At least 
the minimum wage must always be paid including when an employee is on a trial period.

An employee who is dismissed before the end of a valid trial period can’t raise a personal 
grievance on the grounds of unjustified dismissal. They can raise a personal grievance on 
any other grounds, such as discrimination, harassment or unjustified action by the 
employer.

If any employment relationship problem arises, access to mediation is available at 
any point. 

Employees on trial periods are entitled to all other minimum employment rights, 
for example in relation to health and safety, employment agreements, minimum pay, 
annual holidays, public holidays, leave and equal pay.

Probation periods
Businesses of all sizes can use probationary periods.

If the first part of the employment relationship is a probation period this must be 
negotiated in good faith, agreed and recorded in writing in the employment agreement 
including its duration. 

If the probation period is not part of a written employment agreement, or if the employee 
starts work without signing the employment agreement, the probation period will not 
be valid. 

A probation period allows the new employee to demonstrate their skills. Such 
arrangements may be permissible where the duration and tasks are limited and designed 
to give the employer a fair opportunity to assess the skills. 

Employers may not use a probation period to get work done without paying for it. Also 
an employer cannot under pay or not pay an employee to train how to do the job when 
they first start work. Minimum wage must always be paid including when an employee 
is on a probation or training period. A probation period does not limit the legal rights and 
obligations of the employer or the employee, and both parties must deal with each other 
in good faith.

Probationary arrangements – section 67 of the Employment Relations Act 2000

90-day trial periods – sections 67A and 67B of the Employment Relations Act 2000 plus 
see Section 36 and the Employment Relations Amendment Act 2018

Go to: www.legislation.govt.nz and enter keywords “Employment Relations Act 2000”.
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3.3 Deductions from pay

Introduction
Deductions that are unlawful and/or unreasonable are prohibited.

Employers generally cannot make deductions (take money) from employees’ wages. 

Employers can only make deductions where:

 ȩ the employee has given their written consent to deductions from wages being made; 

 ȩ the employee has made a written request that deductions from wages be made; 

 ȩ an employee has agreed in a collective employment agreement for money to be 
deducted (for example, for union fees to be paid in a collective agreement);

 ȩ an employer wishes to recover overpayments in very limited circumstances being where 
the employee has been: absent from work without the employer’s authority; on strike; 
locked out or suspended. The employer may only recover such overpayments where it 
was not reasonably practicable to avoid making the overpayment. The employer must 
tell the employee of their intention to recover the overpayment before deducting any 
money and then make that deduction within two months of telling them;

 ȩ a bargaining fee arrangement applies to the employee;

 ȩ an employer is required by law (for example, income tax, child support payments, 
court directed payments or other statutory purposes) to make deductions.

Where an employer has obtained the employee’s written consent or written request for 
deductions to be made from wages, note that: 

 ȩ the employee can vary or withdraw this consent by giving notice in writing at any time, 
and the employer must then vary or stop the deductions within two weeks of receiving 
the notice or as soon as practicable; 

 ȩ where the written consent to deductions is part of a general deductions clause in the 
employee’s employment agreement, the employer must first consult with the employee 
before making any specific deductions from wages. 

Consultation and specific written consent for deductions
For written consent to a deduction to be genuine it must be specific. This should include: 
what the deduction is for; the amount or how the amount would be determined and when 
the deduction would be made. 

If a deduction is made relying on a general deductions clause in the employee’s 
employment agreement, an employer must not make a deduction from wages without first 
consulting the worker. 

The employee can vary or withdraw their consent to a deduction by giving written notice. 
Employees should be made aware of this ability when their written consent or request is 
entered into.
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Deductions for bonds or premiums
An employer must not charge an employee for obtaining or securing their job or receive any 
payment from any other person for the employment of any person. Such a charge is known 
as a premium. Sometimes bonding arrangements with deductions clauses can amount to 
the seeking of a premium. 

Agreements that on-the-job training costs or costs relating to recruitment will be deducted 
from wages if the employee leaves within a certain period, can be viewed as the seeking of 
a premium. As noted above, any such costs should be discussed and agreed with the 
employee in advance, and must refer back to the actual costs eg by providing the third 
party invoices incurred.

Penalty clauses as deductions
Deductions from wages should be for a specific identifiable cost or a genuine estimate 
of cost.

If a deduction arrangement is: unreasonable, not a genuine estimation of cost, or 
significantly in excess of actual costs incurred by the employer: then it can be viewed as 
a way to ensure on-going performance by introducing a penalty for non-performance. 

Deductions made on the basis of such an unreasonable arrangement can be considered 
unlawful.

Deductions for Personal Protective Equipment (PPE)
Where a worksite has significant hazards that could result in harm to an employee, the 
employer must provide suitable PPE and/or suitable personal protective clothing at no cost 
to the employee.

Deductions – Wages Protection Act 1983

Go to www.legislation.govt.nz and enter keywords “Wages Protection Act 1983”.

Further information on payment and deductions can be found on the Employment 
New Zealand website www.employment.govt.nz on the Deductions page or enter 
keyword “Deductions”. 

More information relating to PPE can be found on the WorkSafe website at 
www.worksafe.govt.nz on the PPE page or enter keyword “PPE”. 
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3.4 Premiums and direction on spending wages

Premiums
An employer must not charge an employee for obtaining or securing their job or receive any 
payment from any other person for the employment of any person. Such payments are 
called premiums. Penalties can be sought against employers who seek premiums from 
employees or receive premiums from third parties. 

Some deduction or bonding arrangements where employees have agreed to have amounts 
deducted from their wages for on-the-job training or recruitment costs if they end their 
employment within a certain time, have been considered premiums in the past. 

Direction on spending wages
An employer must not require an employee to spend their wages in a specific place or 
manner. Employers should take care to ensure that employment agreements or 
arrangements do not amount to such direction.

An example could be where an employment agreement specified an employee must dress 
a certain way for work and they must purchase that clothing from a specific supplier. 
This would likely be unlawful whereas a basic dress code expectation (where the employee 
can chose who they can purchase from) is acceptable. 

Premiums – section 12A of the Wages Protection Act 1983

Direction on Spending Wages – section 12 of the Wages Protection Act 1983

Go to www.legislation.govt.nz and enter keywords “Wages Protection Act 1983”.

3.5 Equal pay and pay equity

Equal pay
The Equal Pay Act 1972 prohibits discrimination in the pay rate of employees, based on the 
sex of the employee. 

Equal pay is generally understood to mean a rate of remuneration for work in which there is 
no element of differentiation between male and female employees based on sex – where 
the work of male and female employees is substantially similar and calls for the same or 
substantially similar degrees of skill, effort and responsibility and is done under similar 
conditions. 

Pay equity
Employers must also consider pay equity. The Equal Pay Amendment Bill aims to introduce 
a simple and accessible process to address systemic sex-based pay discrimination across 
female-dominated industries. 

Pay equity means gender doesn’t affect what people are paid. Women receive  
the same pay as men for doing the same work and also for doing work that is different but 
of equal value. The value of work is assessed in terms of skills, knowledge, responsibility, 
and effort and working conditions. Other considerations in setting remuneration can 
include market factors, productivity and performance. It means people have the same 
opportunities to participate fully in employment regardless of their gender. More 
information can be found on the “Pay and employment equity” page on the Employment 
New Zealand site or visit: www.employment.govt.nz and enter “pay equity”.
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Discrimination
The Human Rights Act and the Employment Relations Act prohibit sex discrimination 
in employment.

Equal Pay – Equal Pay Act 1972

Equal Pay – Equal Pay Amendment Bill

Discrimination – sections 104 of the Employment Relations Act 2000

Discrimination – Human Rights Act 1993

Go to www.legislation.govt.nz and search for the specific Act

The Employment New Zealand website www.employment.govt.nz information on equal 
pay and personal grievances for discrimination. 
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Section 4: Holidays
4.1 Definitions and formulae

Introduction

New Zealand law on holidays and leave has been based on three key concepts:
 ȩ Employees are entitled to paid annual holidays or equivalent holiday pay to provide the 

opportunity for rest and recreation. 

 ȩ Public holidays are for the observance of days of national, religious, or cultural 
significance which all employees should be entitled to take as paid leave, where possible. 
Where it is necessary for an employee to work on a public holiday that work should be 
specially rewarded.

 ȩ The employment relationship is important to the employee and employer in both 
financial and human aspects. Therefore, after a period of employment, employers must 
provide employees with sick leave, bereavement leave and domestic violence leave (as 
detailed in the Holidays Act 2003) when required.

Note: Key terms are explained further in this section and include: Ordinary Weekly Pay, 
Average Weekly Earnings, Total Gross Earnings, Relevant Daily Pay, Average Daily Pay 
and Otherwise Working Day. Pay-As-You-Go (PAYG) Holiday Pay is explained in 
Section 4.5.

Annual holiday entitlements
All employees are entitled to at least four weeks’ paid annual holidays a year. Most 
employees will become entitled to take paid annual holidays on their first and subsequent 
anniversaries after starting work. In limited circumstances, some employees may receive 
payment for holidays in their usual pay packets, if they are being paid on a Pay-As-You-Go 
(PAYG) basis. 

Employers may agree to provide entitlements to paid holidays and leave over and above 
the minimum entitlements provided in the Holidays Act.

Annual holidays can be taken at any time agreed between the employer and the employee. 
Employers must give employees at least fourteen days’ notice if they need their employees 
to take annual holidays at a certain time. Employees must be given the opportunity to take 
at least two of the four weeks’ holidays continuously, if they wish to do so.
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Establishing annual holiday entitlements
Employees will usually become entitled to their annual holiday entitlements on their 
anniversary of starting work. There are two circumstances where the date on which the 
employee’s entitlement accrues may be adjusted:

When the business has an annual closedown period and an employee is not yet entitled to 
annual holidays.

When an employee takes unpaid leave of more than a week during the year. 

An employer and employee may agree on what ‘four weeks’ annual holiday means in their 
circumstances. Any agreement should ideally be recorded at the start of the employment 
relationship, even where it is clear what ‘four weeks’ means. Such an agreement will be in 
relation to the time away from work that ‘four weeks’ represents and does not affect the 
payment that will be due for those weeks when they are taken.

The agreement must be a genuine reflection of the employee’s actual working week, 
some different scenarios are explained next.

Where employees are permanently employed on a consistent work pattern, 
establishing their entitlement is easy. On each anniversary of the date of commencing 
employment, the employee is entitled to four weeks of paid annual holidays.

Where an employee is employed on a work pattern that changes during the year, the 
employer and the employee should reach agreement on what ‘four weeks’ will be in terms 
of time away from work. Ideally this agreement should be made when the work pattern 
changes and recorded in writing. If this does not occur, it should be updated at the time 
leave is taken.

Where an employee is employed on a fixed-term agreement of less than 12 months, the 
employee and employer may agree to pay annual holiday pay with their wages. When this is 
agreed, annual holiday pay must be separately identified in the employee’s employment 
agreement and wage and time records and shown as a separate item on any payslip (ie on a 
PAYG basis). This reflects the fact that these employees are not expected to still be 
employed on the date on which they would qualify for annual holidays. This is covered in 
more detail in Section 4.5. 

Employees employed on a fixed-term agreement of less than 12 months do not have to 
receive annual holiday pay with their wages. If these employees do not receive PAYG 
payments, they will receive an annual holiday payment at the end of their employment in 
the normal way (less payment for any annual holidays they have not taken in advance). 
Both the employment agreement and the payslips should be clear and consistent about 
what will happen to holiday pay when an employee is on a fixed-term agreement.
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Where an employee has an irregular or changing work pattern over the entire 12 month 
period, so there is no pattern to the hours worked and the hours and days of work are 
entirely irregular, the principles of four weeks’ annual holidays and reaching agreement on 
what will constitute ‘four weeks’ in terms of time away from work, still apply.

One method for determining annual holiday entitlements and payments when employees 
do not have a 'normal and predictable number of days and hours' worked each week 
follows.
1. Determine what a week is for each employee each time holidays are taken based on 

what genuinely constitutes a working week. An employer and employee may agree on 
how an employee’s entitlement to four weeks’ annual holidays is to be met based on 
what genuinely constitutes a working week for the employee (in accordance with 
section 17 of the Holidays Act 2003). This should be based on the employee’s actual 
roster for the week in question. If this is not clear, it could involve a system of averaging 
where the working week is unpredictable and variable. 

2. Determine what portion of a week an employee is taking each time holidays are taken.

3. Multiply the portion by the greater of Average Weekly Earnings (AWE) or Ordinary 
Weekly Pay (OWP) to calculate the payment for the holidays

4. Deduct the portion of the entitlement taken from the leave balance. For example, if the 
leave balance before the leave was 4 weeks and the portion being taken was 1.2 weeks, 
the leave balance following the leave would be 2.8 weeks.

Many types of employees are described as ‘casual employees’. The range of uses of this 
term means it is not possible to include a single definition of casual employee, and there is 
no definition of this term in the Holidays Act. However, where an employee’s employment 
pattern is so intermittent or irregular that it is not possible or practicable to attempt to 
provide four weeks’ paid holidays, then as an alternative to the solution in the paragraph 
above, the employee and employer can agree that they be paid annual holiday pay with 
their regular pay (ie on a PAYG basis). This will be rare. This should be set out in the 
employment agreement and shown as a separate calculation on any pay slips. This is 
covered in more detail in section 4.5 of this Guide.

Payment for Annual Holidays 
Payment for annual holidays is at the greater of either the Ordinary Weekly Pay (OWP) at 
the time the holiday is taken or the employee’s Average Weekly Earnings (AWE) over the 
12-month period ending at the end of the last pay period before the annual holiday is taken. 

When an employee is to take annual holidays, the first step is to determine what 
proportion of the entitlement is being taken, taking into account what a week means for 
that employee. This proportion may be a period of weeks, or a period of less than a week.

For example, if an employee who works three days per week has agreed with their employer 
that their 4-week holiday entitlement will be 12 days, then takes a day off work this will be 
one-third of a week of annual holidays.

In this case, payment would be a proportion of OWP or AWE based on the period of leave 
taken, namely, one-third of the greater of those weekly earnings.
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Ordinary Weekly Pay (OWP)
OWP represents everything an employee is normally paid weekly, including:

 ȩ regular allowances, such as a shift allowance 

 ȩ regular productivity or incentive-based payments (including commission or piece rates)

 ȩ the cash value of board or lodgings

 ȩ regular overtime.

Intermittent or one-off payments as well as discretionary payments are not included 
in OWP. 

For many people, OWP is quite clear because they are paid the same amount each week.

When it is not possible to determine OWP, the Holidays Act provides a formula for working 
it out, being:

 ȩ taking the employee’s gross earnings for either: 

 – the four calendar weeks before the end of the pay period immediately before the 
calculation is made, or 

 – if the employee’s pay period is longer than four weeks, that pay period immediately 
before the calculation is made; 

 ȩ deducting from the gross earnings any payments that are irregular or that the employer 
is not bound to pay; and 

 ȩ dividing the answer by four.

Sometimes an employment agreement may specify a special rate for OWP. If this is the 
case, the figure in the employment agreement should be compared with the actual OWP 
(as described above), and the greater of the two should be used as the OWP.

Average Weekly Earnings (AWE)
AWE is determined by calculating gross earnings over the 12 months prior to the end of the 
last pay period before the annual holiday is taken, and dividing that figure by 52.

Total Gross Earnings
The following payments make up gross earnings and should be included in the calculation:

 ȩ salary and wages

 ȩ allowances (but not reimbursing allowances)

 ȩ all overtime

 ȩ piece work

 ȩ at-risk, productivity or performance payments

 ȩ all commission, bonus, or incentive scheme payments

 ȩ payment for annual holidays, public holidays and alternative holidays (including cashed-
up alternative holidays) payment for sick, bereavement and domestic violence leave

 ȩ the cash value of board and lodgings supplied

 ȩ amounts compulsorily paid by the employer under ACC (ie the first week of 
compensation)

 ȩ any other payments that are required to be made under the terms of the employment 
agreement.

Unless the employment agreement says otherwise, reimbursement payments and 
discretionary or ex-gratia payments (eg genuinely discretionary bonuses) are not included 
in these calculations; nor are payments made by ACC, or when an employee is on voluntary 
military service, or payments for cashed-up annual holidays.
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When to use Relevant Daily Pay (RDP) and Average Daily Pay (ADP)
For public holidays, alternative holidays, sick leave, bereavement leave and domestic 
violence leave an employee is entitled to be paid either their RDP or ADP. 

RDP is the amount the employee would otherwise have earned on the day if they 
had worked. 

ADP is a daily average of the employee’s gross earnings over the past 52 calendar weeks 
before the end of the pay period immediately before the calculation is made. 

More detailed explanations of RDP and ADP follow in the next sub sections.

An employer may only use ADP instead of RDP in two circumstances being:

 ȩ where it is not possible or practicable to determine the employee’s RDP, or

 ȩ the employee’s daily pay varies within the pay period when the holiday or leave falls.

Relevant Daily Pay (RDP)
RDP is the amount the employee would otherwise have earned on the day if they had 
worked, and includes:

 ȩ productivity or incentive payments, including commission or piece rates, if those 
payments would have been received had the employee worked

 ȩ overtime payments

 ȩ the cash value of board and lodgings provided.

However, it excludes payment of any employer contribution to a superannuation scheme 
for the benefit of the employee.

An employment agreement may specify a special rate of RDP for the purpose of calculating 
payment for a public holiday, an alternative holiday, sick leave, bereavement leave, or 
domestic violence leave as long as the rate is equal to, or greater than, the rate that would 
otherwise be calculated using the method above.

Average Daily Pay (ADP)
ADP may be used where it is not possible or practicable to determine the employee’s 
Relevant Daily Pay (RDP), or if the employee’s daily pay varies within the pay period when 
the holiday or leave falls. 

ADP is a daily average of the employee’s gross earnings over the past 52 calendar weeks 
before the end of the pay period immediately before the calculation is made. That is, 
the employee’s gross earnings divided by the number of whole or part days the employee 
either worked or was on paid leave or holiday during that period.
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Otherwise Working Day (OWD)
Thinking about whether a day would be an ‘Otherwise Working Day’ (OWD) is key to 
determining an employee’s entitlement regarding public holidays, alternative holidays, 
sick leave, bereavement leave and domestic violence leave. 

In most cases, whether a day would be an OWD is clear because the working week or roster 
is constant and both the employer and employee can understand and agree about whether 
the employee would otherwise work on the day. 

Where the employer and the employee cannot agree whether a day should be an OWD, 
they should consider the following issues: 

 ȩ the employee’s usual work patterns 

 ȩ the employer’s rosters or other similar systems

 ȩ the reasonable expectations of the employer and employee as to whether the employee 
would work on the day concerned 

 ȩ whether the employee works for the employer only when work is available 

 ȩ whether, but for the day being a public holiday, an alternative holiday, or a day on 
which the employee was on sick leave, bereavement leave or domestic violence leave, 
the employee would have worked on the day concerned

 ȩ what the employment agreement says

 ȩ whether it is during a customary closedown period.

Annual holiday entitlement – section 16 and 17 of the Holidays Act 2003

Ordinary Weekly Pay – section 8 of the Holidays Act 2003

Average Weekly Earnings – section 5 of the Holidays Act 2003

Total Gross Earnings – section 14 of the Holidays Act 2003

Relevant Daily Pay – section 9 of the Holidays Act 2003

Average Daily Pay – section 9A of the Holidays Act 2003

Otherwise Working Day – section 12 of the Holidays Act 2003

Go to www.legislation.govt.nz and enter keywords “Holidays Act 2003”.

Further information and tools in relation to holiday entitlements can be found on the 
Employment New Zealand website www.employment.govt.nz, including:

 ȩ the publication Holidays and Leave Guide

 ȩ the fact sheet on calculating Relevant Daily Pay and Average Daily Pay

 ȩ the Relevant Daily Pay and Average Daily Pay Calculator
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4.2 Annual holidays – payment for holidays taken

Annual holidays after completion of 12 months’ service
For an employee after completion of 12 months’ service, the calculation of annual holiday 
pay requires the comparison between Ordinary Weekly Pay (OWP) and Average Weekly 
Earnings (AWE). The greater amount should be paid to the employee. This calculation needs 
to occur immediately before the employee takes the holiday. 

These calculations apply to all employees, including those whose pay has varied over the 
year or whose work pattern has changed during the year. 

If this is being done for an employee who has worked the same hours for the same rate 
of pay throughout the year, and hasn’t received any bonus or additional payments, the 
answer is likely to be their OWP. It is important to check that the employee hasn’t had a 
period of overtime earlier in the year or received any other payments that could affect 
the average.

Annual holidays in advance
Employees can ask to take paid annual holidays in advance where they do not have an 
entitlement – either because they have not completed 12 months of service, or because 
they have used all of their entitlement. In these circumstances, approval is at the discretion 
of the employer, unless a right to take annual holidays in advance is included in the relevant 
employment agreement.

The payment for holidays taken in advance is still based on the greater of the employee’s 
Ordinary Weekly Pay or Average Weekly Earnings. To calculate the Average Weekly Earnings 
where the employee has less than 12 months of service, the gross earnings from starting 
work until the last pay period before the holiday are divided by the number of weeks 
worked.

To calculate the Average Weekly Earnings where the employee has been employed for more 
than 12 months but is taking annual holidays in advance of entitlement, the calculation 
covers the 12 months prior to the end of the last pay period before the holiday.

Calculation of annual holiday pay – section 21 of the Holidays Act 2003

Calculation for annual holidays in advance – section 22 of the Holidays Act 2003

Go to www.legislation.govt.nz and enter keywords “Holidays Act 2003”.

4.3 Annual holidays – pay at termination

Introduction
The Holidays Act provides two ways to calculate payment for annual holidays on the ending 
or termination of employment. These are where: 

 ȩ an employee’s employment ends before they have completed their first 12 months of 
service (that is, before the employee is entitled to annual holidays), or

 ȩ the employment ends after 12 months (that is where an entitlement to take annual 
holidays has arisen for the first and any subsequent years of employment).
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Less than 12 months' service
Where an employee’s employment ends before they have completed their first 12 months 
of service, they are entitled to a payment for annual holidays of no less than 8% of gross 
earnings during the employment. This entitlement is reduced by any payment for annual 
holidays taken in advance during the employment or by any payment for annual holidays 
that has been legitimately paid on a Pay-As-You-Go (PAYG) basis.

The gross earnings figure, that the 8% calculation is applied to, includes the value of any 
alternative days or public holidays paid out at termination.

More than 12 months' service
Where an employee’s employment ends after becoming entitled annual holidays, the first 
amount to be calculated is the greater of Ordinary Weekly Pay or Average Weekly Earnings 
for the annual holidays to which the employee is entitled under the Holidays Act up to their 
most recent anniversary date, as if the holidays were being taken at the end of the 
employment.

The second amount to be calculated is annual holiday pay for the part-year since the 
employee last became entitled to holidays, which is calculated at 8% of gross earnings 
since the entitlement last arose. Payment for any annual holidays taken in advance is 
deducted from the final amount, as is any amount paid on a PAYG basis.

The gross earnings figure, that the 8% calculation is applied to, includes the value of the 
untaken annual holiday entitlement and any alternative days or public holidays paid out 
at termination.

Alternative holidays at termination
If an employee has untaken alternative holidays when their employment ends, these days 
are paid at the same rate as their Relevant Daily Pay or Average Daily Pay for the last day 
of the employee’s work, regardless of the rate of pay at the time they accrued the 
alternative day. 

Accrued alternative holidays do not extend the period of employment for the calculation 
of annual holiday pay but are included in the gross earnings for the part-year calculation 
where 8% is paid.
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Example: calculation of final pay 
Ted has been employed for one year and one month. He leaves his employment on 
4 February, and the last date he became entitled to annual holidays was 4 January.  
Ted has already used one week of annual holiday so has three weeks remaining at the  
end of his employment. Ted also has two alternative holidays from working on public 
holidays that are left untaken at the end of his employment. Ted is entitled to: 

 ȩ payment for Waitangi Day on 6 February 

 ȩ payment for the two alternative holidays 

 ȩ payment for the three weeks of annual holidays remaining of his four week entitlement 
from 4 January at the greater of Average Weekly Earnings or Ordinary Weekly Pay 

 ȩ payment at 8% of gross earnings for the one month period between 4 January and 
4 February. The gross earnings for the 8% calculation also include the holiday pay paid 
to Ted for his three weeks of unused holiday and the value of the Waitangi Day payment 
and payment for the two alternative holidays.

Unless agreed otherwise, the employer must pay outstanding holiday pay on the payday 
that relates to the employee’s final period of employment. This is normally what would 
have been the next scheduled payday had the employment not ended.

Calculation of holiday pay if:
 ȩ under a year at employment end – section 23 of the Holidays Act 2003

 ȩ if entitlement to leave has arisen at termination – section 24 of the Holidays Act 2003

 ȩ employment ends before further entitlement has arisen – section 25 of the Holidays 
Act 2003

Payments are cumulative – section 26 of the Holidays Act 2003

Relationship between annual holidays and public holidays – section 40 of the Holidays 
Act 2003

Payment for alternative holidays – section 60 of the Holidays Act 2003

Go to www.legislation.govt.nz and enter keywords “Holidays Act 2003”.

27

http://www.legislation.govt.nz/act/public/2003/0129/latest/DLM236387.html?src=qs
http://www.legislation.govt.nz/act/public/2003/0129/latest/DLM236387.html?src=qs
http://www.legislation.govt.nz/act/public/2003/0129/latest/DLM236387.html?src=qs
http://www.legislation.govt.nz/act/public/2003/0129/latest/DLM236387.html?src=qs
http://www.legislation.govt.nz/act/public/2003/0129/latest/DLM236387.html?src=qs
http://www.legislation.govt.nz/act/public/2003/0129/latest/DLM236387.html?src=qs
http://www.legislation.govt.nz/act/public/2003/0129/latest/DLM236387.html?src=qs
http://www.legislation.govt.nz/act/public/2003/0129/latest/DLM236387.html?src=qs
http://www.legislation.govt.nz


Employment New Zealand 
Employment Standards 

Employer Self-assessment Guide

4.4 Annual holidays – closedowns

Regular annual closedowns
The method of calculating the annual holiday entitlement is different where the employer 
chooses to have a regular or customary annual closedown. This closedown can occur either: 

 ȩ across the entire workplace (for example, where a company closes over the Christmas/
New Year period), or 

 ȩ for part of an enterprise (for example, where the factory closes for maintenance while 
the office, dispatch and sales departments remain open).

The employer may implement such a closure only once a year and require employees 
to take annual holidays during the period of the closedown, even where this requires 
employees to take time off for which they are not fully reimbursed (eg unpaid leave). 
The employer is required to provide employees with at least 14 days’ advance notice of 
the closedown.

For employees with no entitlement to annual holidays the employer must pay 8% of gross 
earnings since the last anniversary or since they commenced employment. The employer 
and employee can also agree that annual holidays can be taken in advance for the 
closedown period. 

For employees who have worked less than a year the anniversary is reset to the beginning 
of the closedown or a date nominated by the employer close to the closedown. 
For employees whose work is subject to a regular annual closedown, the employer 
can nominate a date that will be treated as the date that the closedown begins, and on 
which the employees become entitled to annual holidays. This date must be reasonably 
connected to the timing of the regular annual closedown. For example, where there is a 
Christmas closedown, the date could be set at 15 December to ensure that it always comes 
before the annual closedown commences.

Entitlement to public holidays during a closedown period 
If a business has a closedown period that includes public holidays (as can happen over the 
Christmas and New Year period) then the employee is entitled to paid public holidays if they 
would be ‘otherwise working days’ for them. 

Closedowns – Sections 29 to 35 of the Holidays Act 2003
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4.5 Pay-As-You-Go (PAYG) holiday pay

Introduction
Pay-As-You-Go (PAYG) holiday pay refers to an arrangement where 8% of the employee’s 
gross earnings are paid as annual holiday pay, in addition to their regular pay. The 8% 
payment is instead of the employee receiving an entitlement to take paid annual holidays 
at a later date. 

There are only two circumstances where an employee and employer can do this:

 ȩ the employment is a genuine fixed-term agreement of less than one year, or

 ȩ the work is so intermittent or irregular that the concept of four weeks away from work 
is simply not possible or practicable to apply.

In addition, this must be agreed to in the employee’s employment agreement, and it must 
be paid in addition to the employee’s regular pay, and must be identified as a separate 
component of the employees regular pay (eg it cannot be incorporated into an hourly rate 
or salary, but must be paid on top of the usual hourly rate or salary payments). 

It is important for employers to monitor employee work patterns to ensure they are still 
eligible to receive 8% PAYG. For example, an employee whose work pattern became regular 
and predictable would become entitled to 4 weeks' paid annual holiday 12 months later 
(in addition to any 8% PAYG they had already received).

Genuine fixed-term agreements of less than one year
The Employment Relations Act allows for fixed-term employment agreements if, 
on appointment, there is a genuine reason for the fixed-term. The employer must have 
genuine reasons based on reasonable grounds for specifying that the employment of the 
employee is to end in that way, and the employer must also advise the employee of when 
or how his or her employment will end and the reasons for his or her employment ending 
in that way. 

The employer must make sure that the employment agreement states in writing the way 
in which the employment will end, and the reasons for it. 

Examples of genuine reasons:

 ȩ The job is to prune trees in the West Block, and your job will cease when all of the trees 
are pruned. I estimate that this pruning job will take you and your co-workers two 
months from the start date.

 ȩ This appointment is for a fixed-term to cover for an employee who is taking four 
months’ leave. 

Where an employee is employed on a fixed-term agreement of less than 12 months, the 
employee and employer may agree to pay annual holiday pay with their wages, meaning 
that 8% of the employee’s gross earnings will be added to their pay. This additional sum 
will be paid to the employee every pay cycle, and they will not receive paid annual holidays.

Any such arrangement must be included in the employment agreement and the 8% must 
appear as a separate and identifiable amount in the records and on the employee’s payslip. 
On the completion of the fixed-term, the employee will have received all pay for annual 
holidays. No further payment will be outstanding and no annual holidays are available.

If the employee is later employed on one, or more, further fixed-term agreement/s of less 
than 12 months with the same employer, the same arrangement can be made, provided 
it is genuine and the two parties agree and document the arrangement. Each fixed-term 
agreement must have its own genuine reason, and must set this out. Be aware that if you 
employ someone on a fixed-term, and keep extending that term, it is likely that they will 
become a permanent staff member.
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If the employer has incorrectly paid annual holiday pay on a PAYG basis, after 12 months’ 
continuous employment, the employee will become entitled to paid annual holidays, and 
any amount paid on a PAYG basis may not be deducted from the employee’s annual pay. 
Examples of incorrectly applying PAYG holiday pay for fixed-term agreements of less than 
one year include:

 ȩ where the fixed-term was not genuine

 ȩ where the fixed-term agreement was for a period of greater than 12 months.

Note that if PAYG holiday pay is paid, but the fixed-term exceeds 12 months, there is a risk 
to the employer that the employee will also become entitled to paid annual holidays 
despite (that is, in addition to) the 8% payments. Therefore PAYG arrangements are not 
recommended where it is possible that the employment will last longer than 12 months.

Intermittent or irregular work
Many employees who are described as ‘casual’ are part-time employees whose future 
employment is actually clear – for example, supermarket or hospitality employees whose 
work pattern is established on a fortnightly (or other) roster. Employees with a pattern 
of work, even where that pattern of work shows they work infrequently but with some 
predictability, are entitled to four weeks’ holiday calculated as described earlier in this 
guide. In each case, the employer should take time to reassess the employee’s actual 
pattern of work that often develops and changes over time. Carrying out an assessment 
at regular intervals will often help answer questions about an employee’s entitlements. 
For a minority of employees, however, this is not the case. Employees whose work pattern 
can be described as so irregular or intermittent that the concept of four weeks away from 
work is difficult to apply. In such cases, an arrangement can be agreed to add 8% of the 
employees gross earnings as annual holiday pay to their pay.

For these employees, the arrangement to pay holiday pay at the rate of 8% in addition 
to the usual pay instead of providing an entitlement to paid holidays, must be by genuine 
agreement and be included in the employment agreement. The 8% annual holiday pay 
should appear as a separate and identifiable amount in records and on the employee’s 
payslip. The 8% holiday pay must be paid in addition to the employee’s salary or wages. 

On the termination of the employment relationship, no additional pay for annual holidays 
is due. 

Should an employer have incorrectly applied annual holiday pay on a PAYG basis then 
the employee will become entitled to their annual holidays as per normal and will be due 
payment for these regardless of the amounts already paid on the PAYG arrangement. 
Therefore it is recommended that employers be very careful about using this process 
and that the employees in question are genuinely irregular and intermittent in their work 
pattern to the point that it is impossible or impractical to calculate holiday pay in the 
usual manner.

If an employee agrees to enter into such an arrangement (which must be recorded in 
writing in the employment agreement), the employer would be wise to keep it under review 
to see whether a regular cycle of work has developed. If this occurs, the employer and 
employee should enter into a new employment agreement that provides for the employee 
to take annual holidays and that removes the 8% payment.

Here are three examples of intermittent or irregular employment for the purposes of the 
Holidays Act:

 ȩ a retired employee who is called back in emergencies to cover for sickness.

 ȩ a specialist tradesperson who works only when a particular process (such as a repairing 
machine) is required

 ȩ a person who is employed to cover for a regular employee who has taken a short 
amount of leave.
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PAYG holiday pay – section 28 of the Holidays Act 2003

Fixed-term employment – section 66 of the Holidays Act 2003

4.6 Cashing-up annual holidays

Employees are able to ask their employer to be paid out, in cash, up to one week of their 
entitlement to annual holidays per year.

An entitlement year is defined as beginning on the anniversary of the employee’s 
employment. An employee who becomes entitled to annual holidays on their anniversary 
date is able to request a cash-up of up to one week of their annual holidays during the 
12 month period of their entitlement year that runs from that point.

Cashing-up annual holidays can only be at the employee’s request and the request must be 
made in writing. Employees may request to cash-up less than a week at a time. More than 
one request may be made until a maximum of one week of the employee’s annual holiday is 
paid out in each entitlement year. This means that the employer will need to keep a record 
of any annual holidays that have been cashed up, including the date they were cashed up, 
and how much of the employee’s entitlement was cashed up. Remember that a maximum 
of 1 week of annual holidays can be cashed up in any 12 months. Note that if the employee 
has used all of their annual holiday entitlement, there will be no leave to be cashed up. 

The cashing-up provisions only applies to an employees’ minimum holidays entitlement. 
Employers and employees may agree above the minimum entitlement for holidays 
provided. 

Any request must be considered within a reasonable time and may be declined. 
The employer may have a policy that does not allow cashing-up (see discussion below). 
The employee must be advised of the decision in writing and the employer is not required 
to provide a reason for their decision. 

If an employer agrees to pay out a portion of the employee’s annual holidays, the payment 
should be made as soon as practicable, which will usually be the next pay day. The value of 
the payment must be at least the same as if the employee had taken the holidays. 

An employer cannot pressure an employee into cashing-up holidays. Cashing-up cannot be 
raised in wage or salary negotiations or be a condition of employment. Requests to cash up 
cannot be included in an employment agreement. However, an employment agreement 
may outline the process for making such a request. The process must meet the minimum 
requirements set out in the legislation, that is, 28A to 28F of the Holidays Act 2003.

Employers may have a workplace policy that they will not consider any requests to cash-up 
annual holidays. This can apply to the whole or only some parts of the business. The policy 
can only be on whether the employer will consider any requests. It cannot be about the 
amount of annual holidays an employee can cash-up or the number of requests an 
employee may make. An employer should consult with employees on the development 
of such a policy, and advise new employees of the policy when they make an offer of 
employment, as part of their 'good faith' obligations. 

If an employer does not have a workplace policy on cashing-up that applies to the 
employee, they must consider any request to cash-up annual holidays in good faith. 

If an employer is found to have incorrectly paid out a portion of the employee’s annual 
holidays where the employee did not request it, the employee is still entitled to take the 
portion of paid annual holidays concerned and to keep the money. The employer may also 
face a penalty.
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Portion of annual holidays may be paid out – sections 28A to 28F of the Holidays Act 2003

There are other details that employers and employees considering cashing-up holidays will 
need to know. For example, how it affects KiwiSaver payments, Working for Families, child 
support and income tax and what happens when there is parental leave. 

When holidays are cashed up, the payment to the employee will likely be 'income', meaning 
that the usual deductions (eg income tax, Kiwisaver, child support, etc.) may need to be 
taken, and for payments the employee receives which are subject to income thresholds 
(for example, Working for Families, parental leave), any potential impacts of an increase 
in income may need to be considered and discussed.

Information about Kiwisaver can be found here: www.kiwisaver.govt.nz

Information about Working for Families can be found here:  
www.workingforfamilies.govt.nz

Employment New Zealand can assist with information about parental leave – call us free 
on 0800 20 90 20.

For tax related matters Inland Revenue can be contacted on 0800 227 774 or go to  
www.ird.govt.nz

Information about child support can be found here:  
www.ird.govt.nz/childsupport/payments/payments-index.html

4.7 Public holidays

Introduction
The following chart shows the 11 public holidays observed in New Zealand. Some of the 
public holidays are observed on different dates each year. The holidays in the coloured 
boxes transfer to other days if they fall on weekend days (sometimes called 'Mondayising'). 

Public holiday dates for the current, previous and future years can be found on the 
Employment New Zealand website:

New Zealand public holidays

New Year's Day 1 Jan 

Day after New Year's Day 2 Jan

Waitangi Day 6 Feb

Good Friday
date varies according to church calendar

Easter Monday

ANZAC Day 25 Apr

Queen's Birthday first Mon in Jun

Labour Day fourth Mon in Oct

Christmas Day 25 Dec

Boxing Day 26 Dec

Provincial Anniversary varies depending on province (never a weekend)
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Payment when the employee does not work on a public holiday
Where the public holiday falls on an employee’s otherwise working day then they are 
entitled to have that day off work on pay. The pay for that day would be their Relevant Daily 
Pay (RDP) or Average Daily Pay (ADP). See section 4.1.

An employee who does not normally work on the day in question and who does not work, 
is not entitled to payment for the day. For example, a part-time employee who never works 
on Friday has no entitlement to payment for Good Friday.

Requiring an employee to work on a public holiday
An employer may require an employee to work on a public holiday when: 

 ȩ the public holiday falls on a day the employee would otherwise have worked, and 

 ȩ the employee’s employment agreement specifies that the employee will be (or can be) 
required to work on the holiday.

Payment for work performed on a public holiday
If an employee works on any public holiday, that work is paid at a minimum payment of 
time-and-a-half for the time they actually work on the day. Payment must be for all work 
actually done on the day – if the employee works for a part day, or works longer than 
normal; they get paid for the time they actually worked, plus half that amount again.

If the employee gets paid penal rates (rates higher than the minimum legislation rates that 
employers and employees agree to for working additional days like weekends or overtime) 
then the following should apply:

This should be calculated as the greater of either: 

 ȩ the portion of the employee’s Relevant Daily Pay (RDP) or Average Daily Pay (ADP) – 
if applicable – that relates to the time actually worked on the day, less any penal rates, 
plus half that amount again (time and a half), or

 ȩ the portion of the employee’s RDP that relates to the time actually worked on the day 
including any penal rates.

The only time an employer may choose to use ADP to calculate an employee’s pay for 
working on a public holiday, will be when that employee’s daily pay varies in the pay period 
in question and it is ‘not possible or practicable’ to determine RDP.

If the daily pay varies in the pay period and the employer chooses to use ADP to determine 
the employee’s pay for working on a public holiday, they must work out the portion of the 
employee’s ADP that relates to the time actually worked on the day (minus any penal rates) 
and then multiply by one and a half.

Some employment agreements contain a special or penal rate for payment on a public 
holiday. In this situation, the figure (RDP or ADP, multiplied by one and a half) must be 
compared to the employees’ Relevant Daily Pay (including any penal rates) and the 
employer must pay the greater amount. 
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Alternative holidays for working public holidays
If an employee works on a public holiday, they are entitled to be paid at least time and a 
half for the hours they actually work and if it is an otherwise working day for the employee 
they are also entitled to another full day off on pay. 

This paid alternative holiday recognises that the employee has missed out on having a day 
off work on a day of national significance and enables them to take a paid day off at 
another time.

Entitlements to an alternative holiday do not apply where the employee only works for the 
employer on public holidays.

When taking an alternative holiday employees get the full day off paid on their Relevant 
Daily Pay (RDP) or Average Daily Pay (ADP) for the day taken, even if they only worked for 
a small part of the public holiday day. 

The alternative holiday can be taken at any time mutually agreeable to the employer 
and employee, and is paid at the employee’s RDP or ADP (where applicable) for the day 
taken off. 

If an employer and employee cannot agree when an alternative holiday is to be taken, 
the employer may determine the date, on a reasonable basis. The employer must give 
the employee at least 14 days’ notice of the requirement to take the alternative holiday. 
Alternative holidays can also be cashed out after 12 months at the employee’s request.

If any alternative holidays are outstanding at the end of employment, these are paid out 
at the rate of pay for the employee’s last day of work, ie the RDP or ADP for that day. 
Alternative holidays can also be cashed up after 12 months.
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Employees on call on public holidays – but not called out
On-call employees – no call out – paid holiday but no alternative holiday

If the employee is on call and not called out, but the day would otherwise be a working day 
for them, they would be entitled to their Relevant Daily Pay (RDP) or Average Daily Pay 
(ADP). 

Depending on the nature of their call out duties, some employees may also be entitled to 
a paid alternative holiday.

On-call employees with restricted activities (must accept call out) – no call out – paid 
holiday and alternative holiday

If you require ‘on-call’ employees to restrict activities on the day that would otherwise  
have been a working day for them, to the extent that they have not enjoyed a full holiday 
(eg if you require the employee to stay at home all day, or restrict their ability to travel  
or socialise because they have to be able to respond to a callout or attend a worksite if 
needed) but the employee is not called out then the employee is entitled to be paid their 
RDP or ADP, plus a full day’s paid alternative holiday. 

On-call employees without restricted activities (can decline call out) – no call out – paid 
holiday but no alternative holiday

If the employee is on call, but is not required to restrict activities – for example, if the 
employee can choose not to accept the call-out – entitlement to an alternative holiday 
would arise only if the employee accepts a call-out and the day would otherwise have been 
a working day for the employee. If the day would have otherwise been a working day, and 
the employee does not receive or does not accept a call out, then they are entitled to be 
paid their RDP or ADP. 

Entitlements to an alternative holiday do not apply where the person called out only works 
for the employer on public holidays.

Employees on call on a public holiday – called out
Employees on call on public holidays have different entitlements depending on the nature 
of the call-out arrangement.

On-call employees who are called out on a public holiday and it is a working day for them

If the employee is called out, they are entitled to at least time and a half for the time 
worked, plus a full day’s paid alternative holiday if the day would be an otherwise working 
day for them.

On-call employees who are called out on a public holiday and it is not a working day 
for them

If the employee is called out on a public holiday, but the day is not otherwise a working day 
for them, then they will be entitled to be paid at the rate of time-and-a-half for all work 
actually done on the public holiday, but will not be entitled to a paid alternative holiday. 

Entitlements to an alternative holiday do not apply where the person called out only works 
for the employer on public holidays. Further information may be found in the document: 
Holidays Act 2003: Guidance on holidays and leave which has a table of entitlements at 
page 60, or visit the Employment New Zealand site www.employment.govt.nz and enter 
keywords “guidance on holidays and leave”.
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Public holidays that fall during annual holidays 
If a public holiday falls during a period of annual holidays, the employee is entitled to be 
paid the day as a public holiday if it is otherwise a working day for them and the day is not 
to be treated as part of their annual holidays. This means the public holiday must not be 
deducted from their annual holiday balance, or counted towards annual holiday taken, even 
though the employee had a paid day off. 

Payment where an employee is sick, bereaved or affected by domestic 
violence on a public holiday
Where the employee would have been working on a public holiday but is sick or bereaved or 
affected by domestic violence, the day would be treated as a paid, unworked public holiday. 
Therefore, the employee would be paid for the day at their Relevant Daily Pay (or Average 
Daily Pay) but they would not be due time-and-a-half or an alternative holiday.

Mondayisation
Special rules of transfer apply when some public holidays fall on weekends.

Christmas Day, Boxing Day, New Year’s Day and Day after  
New Year’s Day
If any of these public holidays fall on a Saturday or Sunday and that day would not 
otherwise be a working day for the employee, the holiday is transferred to the following 
Monday or Tuesday so that the employee still gets a paid day off if the employee would 
usually work on these days. 

If the holiday falls on a Saturday or Sunday and that day would otherwise be a working day 
for the employee, the holiday remains at the traditional day and the employee is entitled to 
that day off on pay.

An employee cannot be entitled to more than four public holidays over the Christmas and 
New Year period, regardless of their work pattern.

Waitangi Day and Anzac Day
If the holiday falls on a Saturday or Sunday and that day would not otherwise be a working 
day for the employee, the holiday is transferred to the following Monday so that the 
employee still gets a paid day off if the employee would usually work on these days. 

If the holiday falls on a Saturday or Sunday and that day would otherwise be a working day 
for the employee, the holiday remains at the traditional day and the employee is entitled to 
that day off on full pay. 

Public holidays – sections 43 to 61A of the Holidays Act 2003

Further information on public holidays can be found on the Employment New Zealand 
website: 

visit www.employment.govt.nz and enter keywords “public holidays”.
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4.8 Other leave

Entitlement to sick leave 
There is a minimum provision of five days’ paid sick leave a year after the first six months 
of continuous employment and an additional five days’ sick leave after each subsequent 
12-month period. (Note the subsequent 12-month period is counted from the employee’s 
6-month anniversary, so the sick leave anniversary will be different from the employee’s 
annual holiday’s anniversary.) 

Sick leave can be used when an employee is sick or injured, or when the employee’s spouse 
or partner or a person who depends on the employee for care (such as a child or elderly 
parent) is sick or injured. 

At any time when the employee does not have a sick leave entitlement (including during 
the first six months of employment), the employer and employee can agree to the 
employee anticipating the sick leave entitlement. In this case, any sick leave taken can be 
deducted from the next entitlement that arises. 

Employers and employees can also agree on unpaid sick leave. This is sometimes done 
where the employee has no entitlement to paid sick leave yet, or has used up their 
entitlement. In such cases, care should be taken to document the agreement and 
accurately record the leave. 

Unused sick leave is automatically carried over. For example, if someone uses only one 
day’s sick leave from the five-day entitlement in a 12-month period, they may carry over 
the other four days, so in the next 12-month period, the total entitlement is nine days’ sick 
leave. The maximum under the minimum requirements accumulation is 20 days’ leave, 
although employment agreements can provide more generous sick leave and/or 
accumulation. 

Accumulated sick leave cannot be exchanged for cash, or form part of any final payment 
to the employee on resignation or termination, unless the employer and employee agree 
to this. 

Sick leave entitlements are not pro-rated in any way. For example, even if a part-time 
employee works three days a week, they become entitled to five days’ sick leave a year 
after being in employment for six months. 
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Entitlement to bereavement leave
There are two separate entitlements to bereavement leave after six-months’ employment: 

 ȩ On the death of an immediate family member, the Holidays Act provides for up to three 
days’ paid leave. This can be taken at any time and for any purpose genuinely relating 
to the death. Immediate family members are the employee’s spouse or partner, parent, 
child, sibling, grandparent, grandchild or the spouse’s parent. Where there is more than 
one bereavement, the employee is entitled to three days’ bereavement leave in respect 
of each death. 

 ȩ In the event of a death outside the immediate family that causes a person to suffer 
bereavement, up to one day’s paid leave may be taken if the employer accepts that 
the employee has suffered bereavement. In considering whether a bereavement has 
occurred, the employer should take into consideration: 

 – how close the association was between the employee and the other person 

 – whether the employee is responsible for any aspects of the ceremonies around 
the death

 – whether the employee has any cultural responsibilities they need to fulfil in respect 
of the death. 

Any application for bereavement leave should be treated by the employer in good faith. 

Entitlement to domestic violence leave 
There is a minimum provision of ten days’ paid domestic violence leave a year after the first 
six months of continuous employment and an additional ten days’ sick leave after each 
subsequent 12-month period. (Note, the subsequent 12-month period is counted from the 
employee’s 6-month anniversary, so the domestic violence leave anniversary will be 
different from the employee’s annual holiday anniversary.)

Unlike sick leave, unused domestic violence leave does not accrue. An employee cannot 
carry forward any domestic violence leave not taken in a 12-month period.

Domestic violence leave can be used when an employee is affected by domestic violence, 
or when a child living with them (including periodically) is affected by domestic violence.

Domestic violence is defined in the Domestic Violence Act 1995 and includes: physical 
abuse, sexual abuse, and psychological abuse (such as intimidation, harassment, damage 
to property, threats of abuse, and financial or economic abuse).

Domestic violence leave can be taken regardless of how long ago the domestic violence 
occurred, including if it occurred prior to the law commencing, or prior to the employee 
becoming employed.

At any time when the employee isn’t entitled to domestic violence leave (including during 
the first six months of employment), the employer and employee can agree to the 
employee taking domestic violence leave in advance and that any domestic violence leave 
taken in advance can be deducted from their entitlement. Any such agreement should be 
recorded in writing.

Employers and employees can also agree on unpaid domestic violence leave. For example, 
the employee might have no entitlement to paid domestic violence leave yet, or has used 
up their entitlement. In such cases, care should be taken to document the agreement and 
accurately record the leave. 

Unused domestic violence leave is not paid out during or at the end of employment, unless 
this is agreed as part of the employment agreement.
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Domestic violence leave entitlements are not pro-rated. For example, if a part-time 
employee works three days a week, they still become entitled to ten days’ domestic 
violence leave a year after being in employment for six months continuously with the same 
employer.

Employees who are affected by domestic violence also have the right to request short-term 
(up to two months) flexible working arrangements. The requirements for this are set out in 
the Employment Relations Act 2000.

Payment for sick, bereavement and domestic violence leave
Payment for sick leave, bereavement leave and domestic violence leave should be at the 
rate the employee would ordinarily be paid on the day leave is taken (Relevant Daily Pay 
(RDP) or Average Daily Pay (ADP) where applicable). 

Where the employee would have been working on a public holiday but is sick or suffered 
bereavement or affected by domestic violence, the day would be treated as a paid, 
unworked public holiday. 

Where the employee works continuously but to an irregular pattern, sick leave or 
bereavement leave would be payable if the employee was rostered to work on the 
particular day leave is taken, or could have expected to be rostered. The sick leave or 
bereavement leave would be paid at the employee’s Relevant Daily Pay (RDP) or Average 
Daily Pay (ADP).

Parental leave
Under the Parental Leave and Employment Protection Act 1987, both male and female 
employees may become entitled to parental leave, if they have worked for the employer for 
the required length of time, and if they and their spouse/partner are going to have a child 
or become permanent primary caregivers of a child under 6 years old. 

Care of a child
Parental leave is for: 

 ȩ a biological mother who is pregnant or has given birth to a child

 ȩ the spouse or partner of a biological mother

 ȩ a person who takes permanent primary responsibility for the care, development, 
and upbringing of a child under six years old (such as by adoption). 

Remember that 'spouse' and 'partner' includes a husband and wife, a civil union partner, 
a de facto partner, or a same-sex partner. 

How long the employee needs to have been employed for
An employee may have an entitlement to parental leave if they meet either the 6-month 
employment test, or the 12-month employment test. 

The 6-month employment test is: 

 ȩ where the employee has been employed by the same employer 

 ȩ for at least an average of 10 hours a week 

 ȩ in the six months immediately preceding either: 

 – the expected date of delivery of the child, or 

 – the assumption of responsibility for the care of the child.
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The 12-month employment test is: 

 ȩ where the employee has been employed by the same employer 

 ȩ for at least an average of 10 hours a week

 ȩ in the 12 months immediately preceding either: 

 – the expected date of delivery of the child, or 

 – the assumption of responsibility for the care of the child. 

If your employee is expecting to have a baby or assume care of a child, and your employee 
meets either the 6-month employment test, or the 12-month employment test, your 
employee will be entitled to leave from your employment and in most circumstances 
employment protection while they are on leave. Your employee will have to notify you of 
their intention to take parental leave, and you will have to respond. 

You can find out more at: 

www.employment.govt.nz/leave-and-holidays/parental-leave/eligibility/

While your employee’s leave from work will be unpaid, they may qualify for up to 22 weeks 
of parental leave payments. This is administered through IRD, and you and your employee 
will need to complete a form (IR880). 

Note parental leave payments are scheduled to increase from 22 weeks to 26 weeks from 
1 July 2020.

You can find out more at: 

www.ird.govt.nz/yoursituation-ind/parents/parents-paid-parental-leave.html

You and your employee can also agree on keeping in touch days, where your employee can 
return to paid work during their parental leave, for up to 52 hours. You can find out more at: 
www.employment.govt.nz/leave-and-holidays/parental-leave/types-of-parental-
leave/keeping-in-touch-days/

If the employee becomes entitled to annual holidays during parental leave or in the 
following year, that holiday pay can be paid at the rate of their Average Weekly Earnings 
over the year before the annual holidays. Payments to the employee such as for 'keeping 
in touch' hours, need to be included in these calculations. Note that if the employee has 
previous entitlements they hadn’t used, then the normal pay provisions in the Holidays Act 
still apply to that leave.
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Sick leave and domestic violence leave relationship to ACC 
entitlements 
The following rules apply in relation to the ACC scheme:

 ȩ When the employee is taking leave for the first week of a non-work accident, sick leave 
or domestic violence leave may be used. 

 ȩ If an employee has a work-related accident, the employer has to pay 'first week 
compensation' and cannot require the employee to take that time off as sick leave or 
domestic violence leave. 

 ȩ If an employee is receiving 'first week compensation' for a work-related accident, 
an employer and employee can agree that the employer will top up the 'first week 
compensation' payment from 80% to 100% by reducing the employee’s sick leave or 
domestic violence leave entitlement by one day for each five days’ taken. 

 ȩ If an employee has a work-related or non-work-related accident and remains on weekly 
compensation, the employer cannot require the employee to take time off as sick leave 
or domestic violence leave. 

 ȩ If an employee is receiving weekly compensation from ACC, the employer has no 
obligation to pay the employee. 

Where the period of leave on ACC is in excess of five days (for either workplace or non-work 
accidents), the employer and employee can agree that the employer will top up the ACC 
payment from 80% to 100% by reducing the employee’s sick leave or domestic violence 
leave entitlement by one day for each five days’ leave taken.

Sick leave, bereavement leave and domestic violence leave – sections 63 to 72 of the 
Holidays Act 2003

For information about ACC entitlements see www.acc.co.nz

For further information about sick, bereavement, domestic violence and parental leave visit 
the Employment New Zealand website www.employment.govt.nz
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Purpose
The Employment Standards Employer Self-assessment Checklist 
(Checklist) helps you as an employer measure your compliance with 
minimum employment standards in your workplace, by undertaking 
your own self-assessment. 

Failing to meet minimum employment standards is a breach of the law and is serious. It can 
disadvantage and demotivate your employees, damage your reputation and undermine fair 
competition between employers. It can lead to you and/or your organisation being liable for 
penalties (fines) as well as corrective action. 

Using the Checklist is a practical step that can help you identify any areas of non-compliance 
with minimum employment standards. 

Note: To help you complete the Checklist you should refer to the Employment Standards 
Employer Self-assessment Guide (Guide) that provides detailed information in relation to 
each area of your self-assessment. 

Disclaimer
The information in this publication has no statutory or regulatory 
effect and is of a guidance nature only. Guidance cannot override the 
law and is not legally binding. 

Users of this guidance should not substitute this for legal advice. 

The information should not be relied upon as a substitute for the wording of the Holidays Act 
2003. Note: further references are standardised in this document to either “the Act” 
or “the Holidays Act”.

While every effort has been made to ensure the information in this publication is accurate, 
the Ministry of Business, Innovation and Employment (MBIE) does not accept any responsibility 
or liability for error of fact, omission, interpretation or opinion that may be present, nor for the 
consequences of any decisions based on this information. Some provisions in the Holidays Act 
which currently allow more than one interpretation have not had the matter tested and decided 
by the Courts. Where MBIE has a view on the interpretation of a particular provision, it will 
express how it interprets that provision, but this should not be considered a substitute for 
legal advice.
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How to use the Checklist
The Checklist is very detailed, so prepare for it to take some time 
to complete and to refer to the Guide for more information. 

For general questions in relation to employment standards, contact Employment New Zealand: 
visit www.employment.govt.nz or phone 0800 20 90 20 toll-free.

The Checklist uses your employment records, wages and time records, holidays and leave 
records, and employment agreements. It is important to note that the wages and records 
need to be sufficiently detailed. For example, to check some public holiday entitlements you 
will also need to know what pattern of hours and days were worked ahead of the public holiday. 
Summary reports of amounts paid are insufficient and cannot be used to complete the 
Checklist properly.

Please complete the Checklist in full and keep it with the employment records and employment 
agreements that were audited in your self-assessment. This way if an employee asks, or a 
Labour Inspector visits, you will be able to clearly demonstrate your calculations and reasoning 
for your conclusions.

If your self-assessment reveals you have not met an employment standard, you should 
take action to correct errors for all affected employees and not just those in the audit list 
in Template 2. This includes payment of any arrears for the previous six years at least. 
Keep a record of any corrective action you have taken, with the completed Checklist.

The Checklist is divided into these parts:

Getting started:

Employer details

Scope of the self-assessment

Completing the audit

Section 1: Employment and Individual Employment Agreements (IEAs)

Section 2: Records

Section 3: Wages

Section 4: Holidays

Summary and declaration

Summary of the self-assessment results

Completion checklist
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Getting started:  
organisation details
Legal name of the employer:

Trading name of organisation:

Physical address of organisation:

Postal address of organisation (if different from physical):

Number of employees:

Name and position of person carrying out the self-assessment:1

NAME

POSITION

Mobile of person carrying out the audit:

DDI of person carrying out the self-assessment:

Email:

Name of payroll provider and type/version of electronic payroll system (if used):

The name and contact details of the person who runs and/or administers your payroll system:

Date audit was completed:

D D  
 /  M M M  

 /  Y Y Y Y

1  This person must either be the employer, chief executive, or a director of the company that is the employer, or be an 
authorised representative of the employer so that everything they complete is with the legal employer’s consent and 
authority.
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Getting started:  
scope of your self-assessment
Generally it is not practical to audit every single record for every employee and so it is usual to 
select a representative group of employees and audit their records. The exception to this rule is 
workplaces with a small number of staff.

It is important that a diverse group of employees is selected to get a good cross-section of the 
different types of employees found in your business operation. For example, think about 
including employees across different roles, different work sites, different methods of payment 
(eg salary vs wages) and those who have different arrangements for hours of work.

Making good decisions will give you a much fuller picture of how well you are complying with 
the employment standards and result in you completing a stronger self-assessment.

1. Create a full employee list

Use Template 1 (which follows) to create a list of all current employees and any others 
whose employment ended in the last six years. 

2. Create an audit employee list

Use Template 2 (follows Template 1) to record your audit employee list of the employees 
that you select to use as the representative group for your self-assessment. 

It will depend on the size and type of your organisation as to how many employee records 
you should include in your audit employee list. To review a proper range of individual 
employees some different types of employees must be included in your audit employee list. 

For an example of that, some holiday calculations can only be checked using employees who 
have taken holidays after 12 months of employment. You can only check if holiday pay at 
termination is calculated correctly if the audit list has employees whose employment has 
ended. Holiday entitlements can become more complicated when the working hours and/or 
days are variable.

Therefore, ensure that your audit employee list includes at least the following employee 
types: 

 ȩ employees that have worked for more than a year and under a year

 ȩ employees that are currently employed and those whose employment has ended 
(including some that have worked more than a year at termination and have “untaken 
annual holidays” (annual holidays that the employee is entitled to but hasn’t yet used) 
at the end of their employment)

 ȩ if you have employees on varying arrangements for their hours and terms of work then 
include a mix of these in the audit employee list including:

 – employees who work standard hours and days and receive annual holidays

 – employees who work varying hours and days and receive annual holidays 

 – employees who have their holiday pay included in their pay – meaning those 

• who are on a fixed-term of less than 12 months, or

• whose work is so intermittent or irregular that it is impracticable to provide four 
weeks' holiday.
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Template 1: Full employee list
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Full name Last known address Date of birth  
(if under 18yrs)

Start date Finish date 
(if applicable)

Y/N Y/N Y/N Y/N Y/N

DD/MMM/YYYY DD/MMM/YYYY DD/MMM/YYYY
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Template 2: Audit employee list
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Full name Last known address Date of birth  
(if under 18yrs)

Start date Finish date 
(if applicable)

Y/N Y/N Y/N Y/N Y/N

DD/MMM/YYYY DD/MMM/YYYY DD/MMM/YYYY
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Section 1: Employment and 
individual employment 
agreements
1.1 Individual Employment Agreements (IEAs)

Every employee must have a written employment agreement and for Individual Employment 
Agreements (IEAs) there are mandatory elements that must be included in them. 

This section also contains minimum employment standards about employing new employees, 
effective from 6 May 2019 which relate to the 30-day rule and “active choice form” as noted in 
the Guide and below.

Read the ‘Individual Employment Agreements’ section (1.1) of the Guide. Refer to your full 
employee list and complete the following:

1.1.1 Does every employee who is not on a union collective agreement 
have an IEA in writing?

Yes  No 

For employees on union collective agreements go straight to section 1.2.

1.1.2 For every employee on your full employee list who are on IEAs, 
have you completed all of the below: 

Yes  No 

 ȩ kept signed copies of their IEA or the current terms and 
conditions of employment, and

Yes  No 

 ȩ copies of any intended IEA, and Yes  No 

 ȩ given each a copy if requested? Yes  No 

1.1.3 Do all IEAs for employees audited contain the mandatory clauses? 
Consider the following:

Yes  No 

 ȩ the names of the employer and the employee Yes  No 

 ȩ a description of the work to be performed Yes  No 

 ȩ an indication of the place of work Yes  No 

 ȩ any agreed hours of work (including the number of guaranteed 
hours, the days of the week the work is to be performed, the 
start and finish times of work, and any flexibility in these), or 
where there are no agreed hours of work or an indication of the 
hours of work

Yes  No 

 ȩ the wage rate or salary payable Yes  No 

 ȩ a plain explanation of services available to help resolve 
employment relationship problems

Yes  No 

 ȩ a reference to the fact that personal grievances must be lodged 
within 90 days of any incidents occurring

Yes  No 
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 ȩ the right to at least time-and-a-half payment for working on a 
public holiday

Yes  No 

 ȩ for most employees, an employment protection provision that 
will apply if the employer’s business is sold or transferred, or if 
the employee’s work is contracted out

Yes  No 

 ȩ information about the employee’s entitlements under the 
Holidays Act 2003, and where to get information about Holidays 
Act entitlements

Yes  No 

 ȩ a provision that complies with the Holidays Act 2003 requirement 
for employees to be paid at least time-and-a-half for work on 
public holidays

Yes  No 

 ȩ any other matters agreed upon, such as trial periods or 
probationary arrangements

Yes  No 

 ȩ if any person/s was newly employed from 6 May 2019, did you 
provide this employee/s with an approved ‘active choice form’ 
within the first ten days of employment, and return it to the 
applicable union unless the employee objected

Yes  No 

 ȩ if any person was employed after 6 May 2019, were they 
employed under terms consistent with the applicable collective 
agreement? The employer and employee may agree more 
favourable terms than the collective agreement.

Yes  No 

If YES to all three questions above, attach copies of each employee’s IEA to this  
self-assessment form and go to Question 1.2.

1.1.4 If you answered NO to ANY of the above questions and you have 
now made corrections attach evidence to this Checklist showing the 
corrections made.

Evidence attached

1.1.5 If you have not taken corrective action, please explain why not:
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1.2 Rest breaks and meal breaks

All employers are required to provide employees with set rest and meal breaks.

Read the ‘Rest Breaks and Meal Breaks’ section (1.2) of the Guide. Complete the following: 

1.2.1 Do you understand your employer obligations under section 69ZD 
of the Employment Relations Act 2000 with amendments from 
Section 43 of the Employment Relations Amendment Act 2018 about 
rest and meal breaks for your employees?

Yes  No 

1.2.2 Are you confident that all your employees either take the legislated 
breaks at times you have agreed or at the times in the legislation?

Yes  No 

If YES to the above two questions go to Question 1.3

1.2.3 If NO to EITHER of the above questions have you now made sure 
that you:

 ȩ understand your obligations, and

 ȩ have corrected the provision of rest and meal breaks for your 
employees?

Yes  No 

1.2.4  ȩ If you have taken corrective actions please provide evidence of 
this, for example correspondence and memos with employees.

Evidence attached

1.2.5 If you have not made necessary corrections, please explain why not:
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1.3 Employment status

Minimum employment standards only apply only to workers who are employees. They do not 
apply to either self-employed people such as contractors or genuine volunteers. If you have any 
workers who are contractors or volunteers it is important to be sure that you have recognised 
their employment status correctly.

Read the ‘Employment Status’ section (1.3) of the Guide and complete the following:

1.3.1 Do you have workers who are not on the employee list because they 
are classified as self-employed or volunteers?

Do you have relevant contracts or correspondence showing they 
agree with this assessment (eg independent contractor agreement, 
agreement to be a volunteer)?

Do you have systems in place to check if these arrangements have 
changed over time, for example after three and six months?

Yes  No 

Yes  No 

Yes  No 

If NO go to Question 1.4

If YES continue.

1.3.2 If YES, explain the reason these workers are defined as ‘self-
employed’ or ‘volunteers’:
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1.4 Employee eligibility to work in New Zealand

Under the Immigration Act 2009 employers must not employ foreign nationals who are not 
entitled to work in New Zealand or not entitled to work for that employer.

Read the ‘Employee Eligibility to Work in New Zealand’ section (1.4) in the Guide, refer to your 
full employee list and complete the following:

1.4.1 Do you have a process in place to check whether a prospective 
employee is entitled to work in New Zealand?

Yes  No 

1.4.2 If NO, have you now registered as an employer to use the 
Immigration New Zealand VisaView service at www.immigration.
govt.nz/about-us/our-online-systems/visaview?

Yes  No 

Attach evidence of your enrolment to use VisaView and a print out of two VisaView searches 
using your audit employees as examples.

1.4.3 Do you currently, or did you ever, employ migrants who are not 
New Zealand citizens or permanent residents?

Yes  No 

If NO go to Question 2.1

1.4.4 Are all of your current migrant employees working consistently with 
their visa conditions?

Yes  No 

1.4.5 If NO, confirm that you have contacted Immigration New Zealand to 
resolve the situation:

11
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Section 2: Records
Good record keeping is an employment law requirement. It helps you to be clear you are 
meeting employment standards and also protects you as an employer if there are any queries 
or disputes. The keeping of wages and time records, and holiday and leave records is a 
fundamental business system. 

Read the ‘Records’ section (2) of the Guide. Refer to the wages and time records, and holiday 
and leave records for at least two employees from your audit employee list (over the entire 
duration of their employment if possible) and complete the following:

Please note that ALL wages and time records and holiday and leave records must be 
retained for no less than six years from the time they are created.

2.1 Do you keep a record of the number of hours that your employees 
work each day in a pay period and pay for those hours?

Yes  No 

2.2 Do you keep a record of the actual days paid that your employees 
worked and/or took paid leave?

Yes  No 

2.3 Do you keep a record of the wages and additional payments made 
each pay day, including overtime, together with a method of 
calculation?

Yes  No 

2.4 Do you keep a record of all entitled, taken in advance, and cashed-up 
annual holidays?

Yes  No 

2.5 Do you keep a record of all hours worked on public holidays? Yes  No 

2.6 Do you keep a record of all payments to employees for unworked 
public holidays?

Yes  No 

2.7 Do you keep a record of all entitled, taken, and cashed up alternative 
holidays?

Yes  No 

2.8 Do you keep a record of all other leave accrued, taken, taken in 
advance and paid? For example, sick, bereavement, domestic 
violence, leave without pay and parental leave?

Yes  No 

If YES to any or all of the above attach a copy of the records checked to this Checklist.

2.9 If you answered NO to any of the above questions, please explain 
why:

Evidence attached
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2.10 If you answered NO to any of the above questions and you have now 
taken corrective action, attach evidence showing how the records 
are now amended.

Evidence attached

2.11 If you have not taken corrective actions, please explain why not:
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Section 3: Wages
3.1 Minimum wage

All employees who are 16 years old or over must be paid at least the relevant minimum wage 
for their work. Employees who are paid a salary also need to receive at least the equivalent of 
the current minimum wage for each hour worked. Take the time to ensure that your 
organisation complies with this entitlement, regardless of how they are paid.

Refer to the ‘Minimum Wage’ section (3.1) in the Guide. Ideally check the wages and time 
records for one or two employees of each employee type you have identified, but at the very 
least check two employees from your audit employee list and complete the following:

3.1.1 Did you pay your employees at least the minimum wage rate for 
every hour they have worked for the duration of their employment?

Yes  No 

Also answer these questions:

 ȩ Did you record all hours each of your employees actually worked? 

 ȩ For any employees paid hourly, did they get paid at least the 
current minimum wage for each hour they worked? 

 ȩ For any of your employees who receive a salary, was the pay they 
received over a fortnight divided by the number of hours they 
actually worked in that fortnight, and was it at least equal to the 
current minimum wage?

Yes  No 

Yes  No  

Yes  No 

If YES, attach a copy of the wages and time records of the employees audited and go to 
Question 3.2

3.1.2 If NO and you have now taken corrective actions, attach evidence to 
this checklist showing:

 ȩ all records amended, and

 ȩ payments of arrears to audited employees, and

 ȩ payment of arrears to any other affected employees in the past 
six years.

Evidence attached

3.1.3 If you have not taken corrective actions, explain why not:
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3.2 Payment for trials and probation periods

Payment of at least the minimum wage applies to all work, this includes work during a 
probation period or a trial period, where all hours worked must be paid. To be valid, these 
provisions must be included in a written and signed employment agreement. 

Read the ‘Payment for trials and probation periods’ section (3.2) in the Guide. Refer to your full 
employee list and complete the following:

3.2.1 Prior to 6 May 2019, have you started new employees on any type of 
trial or training period including 90-day trial periods or probationary 
periods?

Yes  No 

Have you recorded this in their written employment agreement prior 
to the commencement of the trial period?

Yes  No 

If any person was employed from 6 May 2019, under a trial period 
did your organisation have less than 20 employees?

Yes  No 

If NO go to Question 3.3

3.2.2 If YES – Have you paid these employees no less than the 
relevant minimum wage rate from the time their trial or training 
period started?

Yes  No 

3.2.3 If NO to Question 3.2.2 – Have you corrected this by back paying 
employees (on the full employee list) who have worked unpaid trial 
periods and amended your records accordingly?

Yes  No 

3.2.4 If you have corrected this please attach evidence in support of this, 
including:

 ȩ copies of the correct calculations

 ȩ records showing payments

 ȩ evidence of payments made to all affected employees from the 
past six years.

Evidence attached

3.2.5 If you have not corrected this, please explain why not:
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3.3 Deductions from pay

In general, all wages must be paid in full without deduction. There are exceptions to this 
(eg legally required deductions such as tax, court ordered fines, child support and employee 
Kiwisaver contributions).

Another exception is that the law allows for deductions to be made from pay where the 
employer requests it in writing or specifically consents in writing. Read the information in the 
Guide carefully as deductions that are unlawful and/or unreasonable cannot be made.

Read the ‘Deductions from Pay’ section (3.3) in the Guide. Use the wages and time records, and 
holiday and leave records for your audit employee list for the whole duration of their 
employment if possible, and complete the following.

3.3.1 Have you deducted money from any employee’s pay for things 
OTHER THAN those that are required by law?

Yes  No 

If NO then go to Question 3.4

3.3.2 Have you made deductions (other than those required by law) 
WITHOUT the specific written consent or written request of the 
worker to make the deduction?

Yes  No 

3.3.3 Was specific written consent or written request for a deduction 
obtained WITHOUT employees being advised that they have the 
right to withdraw their written consent?

Yes  No 

3.3.4 Have you deducted money with written consent from any 
employee’s pay for personal protective equipment?

Yes  No 

3.3.5 Have you deducted money with written consent from the 
employee’s wages for board or lodging?

Yes  No 

3.3.6 Have you made a deduction with written consent from any 
employee’s wages for on-the-job training, recruitment, equipment 
or orientation costs?

Yes  No 

3.3.7 Have you made a deduction from any employee’s wages that upon 
review went beyond a genuine estimation of cost?

Yes  No 

3.3.8 If you answered YES to any of the six questions above and you have 
now taken corrective actions, attach evidence to the Checklist 
showing:

 ȩ policies, records or agreements amended, and

 ȩ payments of arrears to audited employees, and

 ȩ payments of arrears to any other affected employees in the past 
six years.

Evidence attached

3.3.9 If you have not taken corrective actions, please explain why not:
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3.4 Premiums and direction on spending wages

A premium is where an employer charges or receives a payment from an employee or from any 
other person to obtain or secure a job for a person.

This is unlawful exploitative behaviour and a serious breach of employment standards. 
The charging of premiums may be overt. It includes the repayment of wages in any form, 
as well as less obvious bonding arrangements and deductions which also amount to the 
charging of a premium.

It is also prohibited for an employer to require an employee to spend their wages at a certain 
place or in a certain manner.

Read the ‘Premiums and Direction on Spending Wages’ section (3.4) in the Guide. Use the 
wages and time records and holiday and leave records for your audit employee list for the 
whole duration of their employment if possible, and complete the following questions. 

3.4.1 Do you have bonding or deduction arrangements with any 
employees relating to on-the-job training, recruitment, start-up or 
orientation costs?

Yes  No 

3.4.2 Do you have arrangements which require employees to spend their 
wages in a certain way or at a certain place?

Yes  No 

3.4.3 Have you sought or received any premium/payment in respect of 
the employment of any person?

Yes  No 

If NO to these questions above go to Question 3.5

3.4.4 If you answered YES to either of the questions above and you have 
now taken corrective actions, attach evidence to the Checklist which 
shows:

 ȩ policies, records or agreements amended, and

 ȩ any payments of arrears to audited employees, and

 ȩ payment of arrears to any other affected employees in the past 
six years.

Evidence attached

3.4.5 If you have not taken any corrective actions, please explain why not:
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3.5 Equal pay and pay equity

Males and females performing substantially similar work should receive rates of pay in which 
there is no differentiation solely on the basis of their sex. 

Read the “Equal pay and pay equity” section (3.5) in the Guide. Use your full employee list and 
complete the following:

3.5.1 Do your male and female employees receive rates of pay in which 
there is no element of differentiation based on gender, when 
performing largely similar work?

Yes  No 

If you answered YES to the above question, go to Question 4.1

3.5.2 If you answered NO – Have you now corrected this practice by back 
paying up to six years, employees of the opposite gender from the 
full employee list who have received rates of pay less than others 
doing work that is substantially the same?

Yes  No 

3.5.3 If you have corrected this practice please provide evidence to show 
this, including:

 ȩ copies of correct calculations, and

 ȩ amended records, and

 ȩ evidence of back payments to all affected employees.

Evidence attached

3.5.4 If you have not corrected this practice, please explain why not:
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Section 4: Holidays
4.1 Definitions and formulae

There are some core calculations and definitions that are applied in relation to holiday 
entitlements.

Before we get to the provision of the holiday entitlements themselves you first need to make 
sure these core basics are being calculated and approached correctly. In the details below, 
you will be asked to check if your system correctly works out pay and entitlements for different 
leave types. Remember, the Holidays Act 2003 sets out minimum entitlements, and if your 
system uses formulas that are not in that Act, you must be able to show that your employees 
get at least the minimum payment and entitlements required by the Act, or better.

Read the ‘Definitions and Formulae’ section (4.1) of the Guide. Use a calculation sheet from 
Template 3 (on the following page) to help you. Use one calculation sheet for each employee you 
audit in this section. You should audit at least one or two employees of each type in your audit 
summary list.

4.1.1 Does your system correctly work out what ‘four weeks’ annual 
holidays are in actual time off work (which will change depending 
on employee’s actual hours of work)?

Yes  No 

4.1.2 Does your system correctly work out the formula for ‘Ordinary 
Weekly Pay’ (OWP)?

Yes  No 

4.1.3 Does your system correctly work out the formula for ‘Average 
Weekly Earnings’ (AWE)?

Yes  No 

4.1.4 Does your system correctly pay the greater of ‘OWP’ or ‘AWE’ for 
each period of annual holidays taken?

Yes  No 

4.1.5 Does your system correctly work out the formula for ‘Relevant Daily 
Pay’ (RDP) and ‘Average Daily Pay’ (ADP)?

Yes  No 

4.1.6 Does your system correctly work out whether a day is an ‘otherwise 
working day’ for an employee?

Yes  No 

4.1.7 Have you correctly set up your system to include all earnings 
identified in section 4.1 of the Guide in order to correctly calculate 
‘Gross Earnings’?

Yes  No 

If you answered YES to any of the above questions, attach a copy of the records audited and 
a detailed record of the calculation sheets (Template 3) you completed to ensure compliance.

4.1.8 If you answered NO to any of the above questions and you have now 
taken corrective actions please attach:

 ȩ evidence showing records amended, and

 ȩ payments of arrears to audited employees, and

 ȩ payment of arrears to any other affected employees in the past 
six years.

Evidence attached

4.1.9 If you have not taken corrective actions, please explain why not:
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TEMPLATE 3:
HOLIDAYS DEFINITIONS AND FORMULAE CALCULATION SHEET

Employee name:

1. FOUR WEEKS ANNUAL HOLIDAY (IN TIME OFF)

Working Notes

1. Check what time off was allotted 
to this employee for annual 
holidays – was it a genuine 
working week for this employee?

2. Does it reflect what is an actual 
working week for this employee, 
and not just an average or a 
“usual” week?

2. ORDINARY WEEKLY PAY (OWP) AND AVERAGE WEEKLY EARNINGS (AWE)

Read the ‘Definitions and Formulae’ section (4.1) in the Guide.

Working Notes

Date annual holiday taken: D D / M M M / Y Y Y Y

Amount of annual holiday taken: 

Amount paid: $

Follow these steps:

1. Find an instance where this 
employee has taken annual 
holidays. 

2. Work out the OWP if possible to 
determine at the beginning of the 
annual holiday. 

If OWP is not possible to 
determine, calculate OWP 
manually. This is done on the 
basis of the total gross earnings 
for the four calendar weeks 
before the end of the pay period 
calculation is made (or if the pay 
period is longer than four weeks, 
then the pay period immediately 
before the calculation is made) 
divided by four. 

If the pay period is longer than 
four weeks, then use the pay 
period immediately before the 
calculation is made.

OWP figure at the time the holiday was taken:

AWE figure – working:

Higher of AWE and OWP:

Proportion of a week taken:
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Amount payable for period of leave taken:

$

3. Calculate the AWE manually 
on the basis of the total gross 
earnings for the year prior to the 
holiday divided by 52. 

If the employee worked for less 
than a year and took annual 
holidays in advance, the AWE is 
the total gross earnings for a part 
year worked divided by the 
number of weeks or part weeks 
worked in that period.

4. Identify the higher weekly figure 
between the OWP and AWE.

5. Work out the proportion of a 
week’s holiday that was taken.

6. Multiply the higher of the OWP 
or AWE rate by the proportion of 
a week that was taken.

7. Ensure that the figure paid by 
you was at least as high as the 
figure calculated.

Note: When annual holidays taken 
span across multiple pay periods, 
the calculation of the annual holiday 
pay must still be in relation to the 
beginning of the annual holidays.

3. TOTAL GROSS EARNINGS (AWE AND OWP)

Read the ‘Definitions and Formulae’ section (4.1) in the Guide.

AWE

Working Notes

Total Gross Earnings for year  to 

Total Gross Earnings used: $

Does it include all the payments listed to the right?

Yes  No 

Return to the calculation you 
performed for AWE above and find 
the figure you used for the Total 
Gross Earnings.

Double check that the figure you 
used for Total Gross Earnings 
included:

 ȩ all wages, salary, commission, 
bonuses and piece rates

 ȩ allowances (but not reimbursing 
allowances)

 ȩ overtime

 ȩ all types of holiday pay 

 ȩ cash value of board and lodgings

 ȩ compulsory payments by 
employer under ACC (ie first week 
compensation).
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OWP (if applicable)

Working Notes

Total Gross Earnings for year  to 

Total Gross Earnings used: $

Does it include all the payments listed to the right?

Yes  No 

Return to the calculation you 
performed for OWP above and find 
the figure you used for the Total 
Gross Earnings.

Double check that the figure you 
used for Total Gross Earnings 
included:

 ȩ productivity or incentive-based 
payments (including commission) 
if those payments are a regular 
part of the employee’s pay

 ȩ payments for overtime if those 
payments are a regular part of 
the employee’s pay

 ȩ the cash value of board and 
lodgings.

4. RELEVANT DAILY PAY (RDP) AND AVERAGE DAILY PAY (ADP)

Read the ‘Definitions and Formulae’ section (4.1) in the Guide.

Working Notes

Date holiday occurred: D D / M M M / Y Y Y Y

Type of holiday: 

Amount paid: $

Date holiday occurred: D D / M M M / Y Y Y Y

Type of holiday: 

Amount paid: $

1. Find a time (ideally more than one 
instance) when this employee 
has been paid for either a sick 
day, bereavement day, domestic 
violence day, alternative holiday 
or unworked public holiday.

2. Calculate RDP by asking yourself 
– What would the employee 
have received on this day had 
they worked? This includes 
any productivity or incentive 
payments, commission, piece 
rates or overtime that would 
have been earned.

An employer can only use the 
ADP calculation instead of the 
RDP calculation if:

 ȩ it is not possible/practical to 
work out the RDP, OR

 ȩ the employee’s daily pay 
varies within the pay period in 
question.

Relevant Daily Pay (RDP) working:

If applicable – Average Daily Pay (ADP)

1. Reason the ADP calculation can be used:
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2. Working: If using the ADP calculation – 
manually work this out taking 
the total gross earnings for the 
52 calendar weeks prior to the pay 
period in question and divide by the 
number of days worked (including 
part days and days on paid leave).

Ensure that the amount you have 
paid is at least the RDP (or the ADP 
if this is an option for this 
employee).

Amount calculated as payable:

$

5. OTHERWISE WORKING DAY (OWD)

Read the ‘Definitions and Formulae’ section (4.1) in the Guide.

Working Notes

Public Holiday: 

Date of the Public Holiday: D D / M M M / Y Y Y Y

Day of the week it fell: 

Was it treated as an OWD? Yes  No 

Reason why:

1. Look for three public holidays 
that have fallen during this 
employee’s service. Ideally – 
find some that were treated as 
an OWD and some which were 
not considered to be an OWD.

2. Ask yourself the key question 
– If it hadn’t been a public 
holiday would the day 
have been worked by that 
employee?

Factors that can be part of your 
thinking include:

 ȩ patterns of work

 ȩ rosters or similar systems

 ȩ the employment agreement

 ȩ the expectation that the 
employee would work the 
day in question

 ȩ the employee works only 
when work is available. 

Public Holiday: 

Date of the Public Holiday: D D / M M M / Y Y Y Y

Day of the week it fell: 

Was it treated as an OWD? Yes  No 

Reason why:

Public Holiday: 

Date of the Public Holiday: D D / M M M / Y Y Y Y

Day of the week it fell: 

Was it treated as an OWD? Yes  No 

Reason why:
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4.2 Annual holidays – payment for holidays taken

From working through the previous section of the Checklist you will be familiar with the terms 
of AWE and OWP and paying the higher of the two. 

Read the ‘Payment for Holidays Taken’ section (4.2) of the Guide. Use the wages and time 
records, and holiday and leave records for at least two employees from your audit employee list 
for the whole/entire duration of their employment and complete the following:

4.2.1 Have you paid your audit employees correctly each time they have 
taken paid annual holidays?

Yes  No 

If YES attach a copy of the employees records audited and a detailed record of the calculations 
you performed to ensure compliance.

4.2.2 If you answered NO to the question above and you have taken 
corrective actions attach evidence showing:

 ȩ all records amended, and

 ȩ payment of arrears to audited employees, and 

 ȩ payment of arrears to any other affected employees in the past 
six years.

Evidence attached

4.2.3 If you have not taken corrective actions, explain why not:

4.3 Annual holidays – pay at termination

The other time that employees receive payment for annual holidays is at the end of their 
employment. 

Read the ‘Annual Holidays – Pay at Termination’ section (4.3) in the Guide. Use the wages and 
time records and holiday and leave records for employees on your audit employee list who have 
left your employment and complete the following:

Did you correctly pay the following two types of audit employees the correct holiday pay 
entitlements at termination?

4.3.1 For those who worked less than 12 months before ending their 
employment – did you:

 ȩ pay them at least 8% of their total gross earnings since 
commencement less the dollar value of any annual holidays paid 
in advance?

AND

 ȩ include in the gross earnings figure any alternative holiday’s 
untaken and paid out at termination?

Yes  No 
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4.3.2 For those that have worked more than 12 months before finishing 
– did you do the following:

 ȩ Pay them any untaken annual holidays they are entitled to 
(calculated up to the time the employee last became entitled to 
annual holidays, that is, calculated up to their last anniversary 
date), calculated at the rate of the greater of their Ordinary 
Weekly Pay at their termination date, or their Average Weekly 
Earnings during the 12 months prior. 

AND

 ȩ Calculate payments for any public holidays which would have 
fallen on otherwise working days if the employment had been 
notionally extended by the amount of untaken annual holidays?

AND

 ȩ Pay them at least 8% of their total gross earnings for any part 
year from their last anniversary date to termination?

AND

 ȩ Include in the total gross earnings figure the payments for the 
8% calculation these details:

 – untaken annual holidays paid at termination?

 – alternative holidays paid out at termination?

 – payments for any public holidays due which would have 
fallen on otherwise working days if the employment had 
been notionally extended by the amount of untaken annual 
holidays?

Yes  No 

If YES to any of the above, attach copies of the employees records audited and a detailed 
record of the calculations you performed to ensure compliance.

4.3.3 If you answered NO to any of the above questions and you have now 
taken corrective actions, attach the following:

 ȩ evidence showing all records amended, and

 ȩ payment of arrears to any affected audited employees, and

 ȩ payment of arrears to any other affected employees from the 
past six years.

4.3.4 If you have not taken corrective actions, please explain why not?
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4.4 Annual holidays – closedowns

Some employers operate a regular annual closedown for all (or part) of their organisation. 
Employers can direct employees to discontinue their work and take annual holidays during a 
regular annual closedown. However, the holidays legislation has rules about how this is done 
and how the holiday pay is calculated for the closedown – especially for employees who have 
worked for less than one year at the date of the closedown.

Read the ‘Closedowns’ section (4.4) of the Guide. Use the wages and time, and holiday and 
leave records for all employees on your audit employee list for the duration of their 
employment and complete the following:

4.4.1  ȩ Do you operate a regular annual closedown each year? Yes  No 

If NO got to section 4.5

4.4.2 When you operate the regular annual closedown – do you give at 
least 14 days’ notice to employees that you will do this?

Yes  No 

4.4.3 For the audit employees who had no entitlement to annual holidays 
did you:

 ȩ move their annual holiday’s anniversary date to a date near the 
beginning of the closedown?

AND

 ȩ pay them 8% of their gross earnings to date as ‘holiday pay’?

AND, IF AGREED

 ȩ allow them to use some annual holidays in advance?

Yes  No 

4.4.4 If public holidays fell during the regular annual closedown period 
– were employees paid for these days as public holidays when they 
fell on their otherwise working days?

Yes  No 

If YES to any of the above, attach a copy of the employee’s records audited and a detailed 
record of the calculations you performed to ensure compliance.

4.4.5 If you answered NO to any of the above questions and you have now 
taken corrective actions, please provide:

 ȩ evidence showing all records amended, and

 ȩ payment of arrears to any affected audited employees, and

 ȩ payment of arrears to any other affected employees from the 
past six years.

Evidence attached

4.4.6 If you have not taken corrective actions explain why not:
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4.5 Pay-As-You-Go (PAYG) holiday pay

In limited and specific circumstances employers and employees can agree to provide annual 
holiday pay together with, and in addition to, wages each pay day. 

That arrangement for annual holiday pay may seem attractive but you must be sure that 
the employee’s situation qualifies for this and that you have set it up correctly. Otherwise 
you may have to provide the employee with paid annual holidays in addition to the PAYG 
holiday payment.

Read the PAYG section (4.5) in the Guide and complete the following:

4.5.1 Did any of your employees on your full employee list receive their 
annual holiday pay paid with their wages each pay period?

Yes  No 

If NO got to section 4.6

4.5.2 If YES, have you met your obligation to allow this only when the 
following applies:

 ȩ Did the employees work so intermittently or irregularly that it is 
impracticable to provide for four weeks annual holidays in the 
standard way?

OR

 ȩ Were the employees on genuine fixed-term agreements for less 
than 12 months?

Yes  No 

4.5.3 Was the PAYG arrangement is clearly recorded in the signed 
employment agreement?

Yes  No 

4.5.4  ȩ Did the records (and any payslips) identify the 8% holiday pay 
rate as a separate component from the wages?

 ȩ Was the 8% paid in addition to their usual wages?

Yes  No 

Yes  No 

If YES to all of the above, attach a copy of the records of the employees audited to show 
consistency with the law on PAYG holiday pay.

4.5.5 If you answered NO to any of the three questions above and have 
now taken corrective actions, please attach evidence showing the 
records amended and the reinstatement of annual holiday’s 
entitlements. This may involve changing how you pay some 
employees and you may need to seek advice how best to manage 
the process.

Yes  No 

4.5.6 If you have not taken corrective actions, please explain why not: Yes  No 
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4.6 Cashing-up annual holidays

Annual holiday pay should generally only be paid when annual holidays are taken or 
employment comes to an end. However, employees can ask to “cash-up” up to one week of 
their holidays each year.

Read the ‘Cashing-up Annual Holidays’ section (4.6) in the Guide and complete the following:

4.6.1 Do you have a policy that employee requests for cashing-up annual 
holidays will not be considered?

Yes  No 

If YES, go to Question 4.7

4.6.2 If employees ask to cash up their annual holidays and you agreed, 
have you:

 ȩ cashed up the correct proportion allowed (up to a maximum of 
one week)?

AND

 ȩ have you recorded it?

Attach evidence of the amount cashed up and what portion of 
annual holidays it related to.

 

Yes  No 

None occurred

Evidence attached

If no cash ups occurred go to Question 4.7

4.6.3 If you answered NO to the above question and you have now taken 
corrective actions, please attach evidence showing:

 ȩ all records amended, and 

 ȩ payments of arrears to any affected employees in the past 
six years.

Evidence attached

4.6.4 If you have not taken corrective actions, please explain why not:
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4.7 Public holidays

When a public holiday falls on an otherwise working day for them, employees are entitled to 
have that day off on pay. If an employee works a public holiday then they are entitled to be paid 
no less than time-and-a-half for their hours actually worked and if it happens to be an 
otherwise working day for them then they also earn an alternative holiday.

Read the ‘Public Holidays’ section (4.7) of the Guide. Use the wages and time records and 
holiday and leave records for your audit employee list for the whole duration of their 
employment if possible, and complete the following:

4.7.1 Did you correctly pay employees for un-worked public holidays that 
fell on their otherwise working days?

Yes  No 

4.7.2 Did you pay at least time-and-a-half for each hour actually worked 
on a public holiday?

Yes  No 

Not applicable 

4.7.3 Did employees who worked a public holiday on an otherwise working 
day receive a paid alternative holiday?

Yes  No 

Not applicable 

4.7.4 If an employee was ‘on call’ on a public holiday, and they did not get 
called out but the nature of the restriction was such that they could 
not enjoy the holiday – did they receive a paid alternative day?

Yes  No 

4.7.5 Are all public holidays and alternative holidays paid at the 
employee’s Relevant Daily Pay (or Average Daily Pay where 
applicable)?

Yes  No 

4.7.6 If a public holiday fell during a period of annual holidays, sick, 
bereavement or domestic violence leave for an employee – was the 
day treated as a public holiday, not as annual, sick, bereavement, or 
domestic violence leave?

Yes  No 

4.7.7 If any of the public holidays that mondayisation applies to fell on a 
weekend for your employees – have you applied the mondayisation 
rules correctly to make sure that they received the correct pay 
(and alternative holidays) for the days in question? These days are: 
Christmas Day, Boxing Day, New Year’s Day, the second day of 
January, Waitangi Day, and ANZAC Day.

Yes  No 

If YES to any of the above questions, attach the employees records audited and a detailed 
record of the calculations you performed to ensure compliance.

4.7.8 If you answered NO to any of the above questions and you have now 
taken corrective actions, please provide evidence showing:

 ȩ records amended, and

 ȩ payment of arrears to audited employees, and

 ȩ payment of arrears to all other affected employees from the past 
six years.

Evidence attached
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4.7.9 If you have not taken corrective actions please explain why not:

4.8 Other leave

Beyond annual holidays and public holidays there are also minimum entitlements that must be 
provided for sick leave, bereavement leave and domestic violence leave. Employers also have 
obligations in relation to parental leave where employees are having or adopting children.

Read the ‘Other Leave’ section (4.8) in the Guide. Using the wages and time records, and 
holiday and leave records for your audit employee list for the whole duration of their 
employment and complete the following:

4.8.1 Once employees complete 6 months of continuous work does your 
system allot them at least 5 days sick leave for each ensuing year, 
and is unused sick leave allowed to accrue to at least 20 days 
in total?

Yes  No 

4.8.2 Once employees complete 6 months of continuous work does your 
system allot them at least 10 days domestic violence leave for each 
ensuing year?

(An employee cannot carry forward any domestic violence leave not 
taken in any of those 12-month periods).

Yes  No 

4.8.3 If you have any employees who are not continuous employees – 
have they also been entitled to sick leave and domestic violence 
leave when they have completed the following hours in a 6-month 
period:

 ȩ at least an average of 10 hours a week? 

AND

 ȩ no less than 1 hour in every week or no less than 40 hours in 
every month?

Yes  No 

Not applicable 
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4.8.4 Were employees who took sick leave and domestic violence leave 
paid at the correct rate of pay?

Yes  No 

Not applicable 

4.8.5 Did you pay sick leave and domestic violence leave correctly to 
employees receiving ACC?

Yes  No 

Not applicable 

4.8.6 Did you pay employees for bereavement leave taken at the correct 
rate of pay?

Yes  No 

Not applicable 

4.8.7 Did you pay any employees returning from parental leave correctly 
when they took annual holidays after their return to work?

Yes  No 

Not applicable 

IF YES to any of the above questions, attach the employees records audited and a detailed 
record of the calculations you performed to ensure compliance.

4.8.8 If you answered NO to any of the above questions and you have now 
taken corrective actions, please provide evidence showing:

 ȩ records amended, and

 ȩ payment of arrears to audited employees, and

 ȩ payment of arrears to any other affected employees in the past 
six years.

Evidence attached

4.8.9 If you have not taken corrective actions, please explain why not:
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Summary of your  
self-assessment results
Complete the table below to summarise the outcome of the self-assessment. 

For each criterion assessed tick the relevant outcome.

The table will provide an overview of areas which require attention. 
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1.1 Individual employment agreements

1.2 Rest and meal breaks

1.3 Employment status

1.4 Eligibility to work in NZ

2 Records

3.1 Minimum wage

3.2 Trials and probation periods

3.3 Deductions from pay

3.4 Premiums and direction on spending wages

3.5 Equal pay

4.1 Holidays - definitions and formulae

4.2 Annual holidays – payment for holidays taken

4.3 Annual holidays – pay at termination

4.4 Annual holidays – closedowns

4.5 Pay-As-You-Go holiday pay

4.6 Cashing-up annual holidays

4.7 Public holidays

4.8 Other leave
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Completion list
Once you have completed this self-assessment (including acting upon any corrections required) 
make sure you safely store all the related documentation with the Checklist. This record will 
provide a point of reference should you, your staff or any employee need to re-visit what was 
done and how conclusions were reached. It may also be that a Labour Inspector will want to see 
what was performed as part of your self-assessment process.

Using this completion list to ensure that you have attached all the following information to the 
Checklist document:

 ȩ the full employee list

 ȩ the audit employee list

 ȩ copies of all written employment agreements used and intended agreements 
or current terms and conditions of employment

 ȩ copies of all wages and time records and holiday and leave records used

 ȩ calculation sheets used for the holidays definition and formulae section

 ȩ calculation and working sheets you used for all sections of your 
self-assessment

 – calculations

 – evidence of amended records

 – confirmation of any arrears payments.
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The Site-Specific 
Safety Plan
V22019JUNE

prepared for 



Site-Specific Safety Plan

Everything you need to know on 
how to complete a Site-Specific 
Safety Plan.

Agreement between businesses 
working on a specific site on how 
health and safety will be managed. 

Live document for PCBU 2 to record 
significant hazards that cannot be 
eliminated. Keep updated.

Job-planning tool for notifiable 
works or other higher-risk activities. 
Use pre-work and update. 

Records products, substances and  
materials with hazardous ingredients. 
Use pre-work then update. 

Work needing Task Analysis or 
Permit to Work. Use pre-work and 
update.  

Records training, qualifications 
and competencies of workers  
on-site. Use pre-work and update. 

Records who was responsible for 
what and by when; proves that a 
practice or hazard was discussed.

Records incidents that caused, or 
could have caused, harm to people 
on-site. For on-site reporting. 

Tailored to meet specific 
requirements of a job. Use pre-work 
and on-site as agreed by all parties. 

Plain Safe: A straight 
talking guide to...

Site/Job Hazard and 
Risk Register

Task Analysis Hazardous Products & 
Substance Register/Inventory

Site-Specific Health 
and Safety Agreement

Emergency Response 
Plan

Onsite Training and 
Competency Register

Site Briefing/Toolbox 
Meeting Minutes

Site Incident and 
Injury Register

Site Inspection  
Checklist - Generic

Complete pre-startRead pre-start Complete pre-start Complete pre-start Complete pre-start

Complete pre-start Complete pre-start After start After start After start

On-site On-site On-site

On-site On-site Frequently used On-site On-site

All the documents you need can be accessed through the menu below. Click on the icon to go to the section that applies to you. Once in the section you can easily click the back to 
top to get back to the main menu again. These documents can be printed out and filled in, or they can be filled in and signed digitally. You will need to save a copy to your computer 
by clicking File, Save As in the top left hand corner of the page.  If you want to email it, open your usual email account and attach it as a file. 

https://www.sitesafe.org.nz/products-and-services/sssp/
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The site this 
agreement relates to:

Site activities this 
agreement covers:

This agreement 
is between:

And

Site-Specific Health and Safety Agreement
This agreement establishes the basis on which businesses (including trades and other organisations) agree to work on a specific 
construction site. A Site-Specific Safety Plan (SSSP) forms part of this agreement. For more information on how to complete this 
agreement, please refer to our  ‘How to’ guide.

Site address

Brief outline of agreed activities

PCBU 1 (Principal/Main contractor)

Business name

Main contact on site

Type of business

Date: Company Site Name

Complete pre-start

Main contractor

Onsite-safety representative

First-aid representative

PCBU 2 (Sub contractor) 

Business name

Main contact

Type of business

Main contractor

Onsite-safety representative

First-aid representative

Client

Client

Principal

Principal

Contractor

Contractor

Main contact phone

Sub contractor Other 

Onsite-safety representative phone

First-aid representative phone

Main contact phone

Sub contractor Other 

Onsite-safety representative phone

First-aid representative phone
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The agreement Notifiable works

Does WorkSafe need to be notified of any onsite activities?

If yes, have you provided a copy of the notification (or receipt from WorkSafe) 
with this agreement?

Task Analysis

Is Task Analysis required for the activities covered by this agreement?

If yes, have you provided a copy (or copies) with this agreement?

And, have you provided an emergency response plan?

Hazard and risk management

Have you provided a hazard register for activities on this site?

If no, you must use a hazard board on site.

Hazardous products and substances

Will any hazardous products or substances be brought onto the site to perform 
any agreed activities?

If yes, we agree to record these products in a Hazardous Products & 
Substances Register/Inventory.

If yes, we agree to have the relevant safety data sheets available onsite.

How will you be 
communicating health 
and safety information 
and activities to your 
employees, sub 
contractors and other 
PCBUs?

Communication

Type of communications Frequency

Toolbox talks Yes N/A

Project pre-start briefings Yes N/A

Daily pre-start briefing Yes N/A

Progress meetings Yes N/A

Other

We agree to report the following types of incidents to PCBU 1 (Main principal/contractor):

Type of incident Frequency Comments

Serious injury Immediately Within 24hrs

Injury requiring first-aid Immediately Within 24hrs

Near miss - serious Immediately Within 24hrs

Near miss - minor Immediately Within 24hrs

Damage to plant/equipment/ 
machinery (serious) Immediately Within 24hrs

We will report these 
incidents using Our own system or paperwork PCBU 1’s system and paperwork

A Task Analysis is required 

- For high risk work, for 
example: Notifiable work, 
Permit-to-work systems, 
Work that requires a 
Certificate of Competence, 
as defined by regulation or 
when a risk assessment is 
undertaken resulting in 
critical or high level of risk 
for the job.
- For any new or complex 
activity
- When it’s required by 
contract.

No

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A
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We agree to carry out the following inspections and report the findings to Party 1 (Principal/Main contractor):

Type of inspection Applicable Frequency Comments

Pre-start inspection N/A Before start By:

Site inspection N/A Weekly Day of week:

Major plant or equipment N/A Weekly Day of week:

Vehicles N/A Weekly Day of week:

Specialist (MEWP/Cranes) N/A Daily Comment:

Other inspection

Environmental

Is there an environmental plan required for this site? 

Is a resource consent required for any of the activities you will undertake  
on this site? 

If yes, is a copy of the consent attached to this SSSP?

Will dust or fumes or smoke be generated that could affect members of the 
public or others in the vicinity?

If yes – Explain how this will be controlled. 

Training/experience/competency

We agree that every worker under our control on site will hold a current site 
safety card.

We agree that every worker under our control on site will be given a job-specific 
safety induction.

We agree that every worker under our control on site will be appropriately 
qualified, competent, or fully supervised.

For the agreed activities set out on page two of this agreement, we will provide 
Party 1 with evidence of competency (On-site Training and  Competency Register) 
for any workers participating in those activity types of activities (list below).

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Activity type Competency requiredBriefly describe high risk
activity and corresponding 
competency.
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Sub contractors to Party 2

Sub contractors working on this site and not covered by this SSSP 
Agreement must supply their own agreement.

Emergencies

We agree that we will respond to any emergencies as outlined in Party 1’s 
induction and Emergency Response Plan.

If N/A, we agree to provide our own Emergency Response Plan for this site.

We will need specialist equipment for an emergency response.

If Yes, then please outline the equipment required:

Will noise be generated that could affect members of the public or others in 
the vicinity?  

If yes – Explain how this will be controlled. 

Will your activity potentially cause dirty water or wash-down runoff, silt or other 
contaminants to be released? 

If yes – Explain how this will be controlled.

Will vehicles or plant be refuelled on site?

If yes –

1. Has a refuelling zone been designated?  If yes, state where.

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

Yes N/A

2. Explain how potential for fire and explosion during refuelling will be controlled?

3. Explain how fuel leaks or spills will be controlled?

How will you manage construction waste?

Equipment description Provided by
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Declaration

Approval to start work

PCBU 1 (Principal/Main contractor)

We have read the Site-Specific Safety Plan information provided by Party 2 and agree that it is the 
appropriate approach to health and safety on this site for the duration of the contract.

Signed on behalf of PCBU 1 (Principal)

To be signed when 
agreement is reached.

To be signed by the PCBU 
1 or a representative of the 
PCBU 1.

Ensure PCBU 1 has 
explained to you (PCBU 2, 
sub contractor) who that 
person will be.

Signed

Signed

Date

Date

PCBU 2 (Sub contractor)

We agree to act according to the content of the Site-Specific Safety Plan as outlined above. 

Signed Date
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Date: Company Site Name

Complete pre-start Onsite

Site/Job Hazard and Risk Register
This Site/Job Hazard Register is used by the contractor (Party 2) and relates to site or job-specific hazards only. It does not replace a company’s overarching Health and Safety Hazard 
Register. This document relates to any activities, procedures, processes or equipment that a contractor brings to the site, or is working on. To successfully complete this register, you 
must also use the Risk Assessment Matrix and Hierarchy of Controls (overleaf).

Identified hazard or harm
e.g. Trip hazard on top step

What is the initial risk 
assessment?
Use Risk Assessment Matrix

Controls
e.g. Build a ramp

Level of control
Use Hierarchy of 
Controls table

What is the residual risk 
assessment?
Use Risk Assessment Matrix

For discussion at  
a toolbox talk/
safety meeting?

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No
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Consider the likelihood of a hazardous event occurring

Very unlikely to 
happen

Unlikely to  
happen

Possibly could 
happen

Likely to 
happen

Very likely to 
happen

Catastrophic 
(e.g fatal) Moderate Moderate High Critical Critical

Major 
(e.g Permanent Disability)

Low Moderate Moderate High Critical

Moderate 
(e.g Hospitalisation/Short or Long 

Term Disability)
Low Moderate Moderate Moderate High

Minor 
(e.g First Aid) Very Low Low Moderate Moderate Moderate

Superficial 
(e.g No Treatment Required) Very Low Very Low Low Low Moderate

Risk 
Assessment 
Matrix
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Date: Company Site Name

Complete pre-start Onsite

Task Analysis
Use the Risk Assessment Matrix and Hierarchy of Controls tools to complete this document.

Site name

Site address

Work activity - 
task description
PPE required for 
activity/task

Administrative 
Controls

This Task Analysis (TA) has an Emergency Response Plan

Sub contractor 
company name

Name of 
subcontractor

Office address

Date

Phone

Yes N/A

Task Analysis sign-on

All workers must sign this register to show that they have been trained in the processes and will work to the requirements of this TA.

Worker name Worker signature Worker name Worker signature
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Sequence of basic steps
Describe each step in the activity – most will 
have 4-8 steps. Follow the flow of the product or
process.

Potential hazards and risks
Describe the key hazards and risks for each step – there will normally 
be more than one per step.  Number each hazard e.g 1a, 1b, 1c; 2a, 
2b, 2c. 

Initial risk 
assessment 
Before the controls 
are in place. 
Refer to the Risk 
Assessment Matrix.

Residual risk 
assessment
After all controls 
are in place. 
Refer to the Risk 
Assessment 
Matrix.

Control methods and level of control
Describe the key/significant way to control the risk and then refer to the 
Hierarchy of Controls

Control method

Step No.

Level

Step No.
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Sequence of basic steps
Describe each step in the activity – most will 
have 4-8 steps. Follow the flow of the product or
process.

Potential hazards and risks
Describe the key hazards and risks for each step – there will normally 
be more than one per step.  Number each hazard e.g 1a, 1b, 1c; 2a, 
2b, 2c. 

Initial risk 
assessment 
Before the controls 
are in place. 
Refer to the risk 
assessment matrix.

Control methods and level of control
Describe the key/significant way to control the risk and then refer to the
hierarchy of controls

Residual risk 
assessment
After all controls 
are in place. 
Refer to the risk 
assessment 
matrix.Control method

Step No.

Level

Step No.
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Sequence of basic steps
Describe each step in the activity – most will 
have 4-8 steps. Follow the flow of the product or
process.

Potential hazards and risks
Describe the key hazards and risks for each step – there will normally 
be more than one per step.  Number each hazard e.g 1a, 1b, 1c; 2a, 
2b, 2c. 

Initial risk 
assessment 
Before the controls 
are in place. 
Refer to the Risk 
Assessment Matrix.

Residual risk 
assessment
After all controls 
are in place. 
Refer to the Risk 
Assessment 
Matrix.

Control methods and level of control
Describe the key/significant way to control the risk and then refer to the 
Hierarchy of Controls

Control method

Step No.

Step No.

Level



Page 14 of 24Task Analysis V22019JUNE

Sequence of basic steps
Describe each step in the activity – most will 
have 4-8 steps. Follow the flow of the product or
process.

Potential hazards and risks
Describe the key hazards and risks for each step – there will normally 
be more than one per step.  Number each hazard e.g 1a, 1b, 1c; 2a, 
2b, 2c. 

Initial risk 
assessment 
Before the controls 
are in place. 
Refer to the Risk 
Assessment Matrix.

Residual risk 
assessment
After all controls 
are in place. 
Refer to the Risk 
Assessment 
Matrix.

Control methods and level of control
Describe the key/significant way to control the risk and then refer to the 
Hierarchy of Controls

Control method

Step No.

Step No.

Level
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Date: Project/Site Name PCBU1 (i.e. Main contractor)

Complete pre-start Onsite

Product, Substance or Material Name 
and UN Number (located on SDS)

Maximum Quantity Onsite

Volume of substance or mass

Storage Location of
Substance

Area and storage type

Product Storage and 
Segregation Requirements

Area and special conditions needed

Location of Safety 
Data Sheet (SDS)

Area/place stored

Waste Type and Identifier

Explain waste type

Maximum Quantity of 
Waste Onsite

Amount held before removal

Location of Waste

Area and storage type

Waste Storage and 
Segregation Requirements
Storage and disposal conditions

Solid, Liquid or Gas Hazard Type Potential Harm

Effects of exposure or inciden

Initial Risk Assessment
What is the risk level 

without controls?

Control Measures
Other than PPE use, how can the 

risk be reduced?

Personal Protective 
Equipment Required

List in detail

Residual Risk Assessment
What is the risk level after controls 

are in place?

Product, Substance or Material Name 
and UN Number (located on SDS)

Maximum Quantity Onsite

Volume of substance or mass

Storage Location of
Substance

Area and storage type

Product Storage and 
Segregation Requirements

Area and special conditions needed

Location of Safety 
Data Sheet (SDS)

Area/place stored

Waste Type and Identifier

Explain waste type

Maximum Quantity of 
Waste Onsite

Amount held before removal

Location of Waste

Area and storage type

Waste Storage and 
Segregation Requirements
Storage and disposal conditions

Solid, Liquid or Gas Hazard Type Potential Harm

Effects of exposure or inciden

Initial Risk Assessment
What is the risk level 

without controls?

Control Measures
Other than PPE use, how can the 

risk be reduced?

Personal Protective 
Equipment Required

List in detail

Residual Risk Assessment
What is the risk level after controls 

are in place?

Hazardous Products & Substances Register/Inventory
You are required to have a completed register/inventory for products/substances you bring on site. These can include paints, surface coatings, glues, resins, solvents, fuels, lubricants, 
expanders, adhesives, bonding agents and cleaning products. Use the Risk Assessment Matrix and Hierarchy of Controls to help you complete this register.

Solid
Critical Critical

Explosive Health effects

Liquid
High High

Flammable Corrosive

Gas
Moderate Moderate

Low Low

Very Low Very Low

Oxidiser Eco-toxic

Other:

Solid
Critical Critical

Explosive Toxic

Liquid
High High

Flammable Corrosive

Gas
Moderate Moderate

Low Low

Very Low Very Low

Oxidiser Eco-toxic

Other:
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Product, Substance or Material Name 
and UN Number (located on SDS)

Maximum Quantity Onsite

Volume of substance or mass

Storage Location of
Substance

Area and storage type

Product Storage and 
Segregation Requirements

Area and special conditions needed

Location of Safety 
Data Sheet (SDS)

Area/place stored

Waste Type and Identifier

Explain waste type

Maximum Quantity of 
Waste Onsite

Amount held before removal

Location of Waste

Area and storage type

Waste Storage and 
Segregation Requirements
Storage and disposal conditions

Solid, Liquid or Gas Hazard Type Potential Harm

Effects of exposure or inciden

Initial Risk Assessment
What is the risk level 

without controls?

Control Measures
Other than PPE use, how can the 

risk be reduced?

Personal Protective 
Equipment Required

List in detail

Residual Risk Assessment
What is the risk level after controls 

are in place?

Product, Substance or Material Name 
and UN Number (located on SDS)

Maximum Quantity Onsite

Volume of substance or mass

Storage Location of
Substance

Area and storage type

Product Storage and 
Segregation Requirements

Area and special conditions needed

Location of Safety 
Data Sheet (SDS)

Area/place stored

Waste Type and Identifier

Explain waste type

Maximum Quantity of 
Waste Onsite

Amount held before removal

Location of Waste

Area and storage type

Waste Storage and 
Segregation Requirements
Storage and disposal conditions

Solid, Liquid or Gas Hazard Type Potential Harm

Effects of exposure or inciden

Initial Risk Assessment
What is the risk level 

without controls?

Control Measures
Other than PPE use, how can the 

risk be reduced?

Personal Protective 
Equipment Required

List in detail

Residual Risk Assessment
What is the risk level after controls 

are in place?

Solid
Critical Critical

Explosive Toxic

Liquid
High High

Flammable Corrosive

Gas
Moderate Moderate

Low Low

Very Low Very Low

Oxidiser Eco-toxic

Other:

Solid
Critical Critical

Explosive Toxic

Liquid
High High

Flammable Corrosive

Gas
Moderate Moderate

Low Low

Very Low Very Low

Oxidiser Eco-toxic

Other:
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Consider the likelihood of a hazardous event occurring

Very unlikely to 
happen

Unlikely to  
happen

Possibly could 
happen

Likely to 
happen

Very likely to 
happen

Catastrophic 
(e.g fatal) Moderate Moderate High Critical Critical

Major 
(e.g Permanent Disability)

Low Moderate Moderate High Critical

Moderate 
(e.g Hospitalisation/Short or Long 

Term Disability)
Low Moderate Moderate Moderate High

Minor 
(e.g First Aid) Very Low Low Moderate Moderate Moderate

Superficial 
(e.g No Treatment Required) Very Low Very Low Low Low Moderate

Risk 
Assessment 
Matrix
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Date: Company Site Name

Complete pre-start Onsite

Onsite Training and Competency Register
Complete the register for each employee working on this site, noting Site Safe training that has been completed, along with other safety and trade training. This register is a record of 
training, qualifications, experience and competencies for your employees working on this site. It is not simply a copy of your company’s comprehensive Training and Competency Register.

Name and ID No.
First and last name

Site card 
type

Key role or tasks Site induction 
date
DD/MM/YY

Training/qualifications
(Any Site Safe training, trade and skills training, formal qualifications - certificate, 
licenses, unit standards, etc) relevant to the key role or task

Experience
No. of years 
experience relating to 
the key role or task

Competence
Level of competence 
related to task

.

Types of qualifications, certificates, licences, unit standards, other: 

EWP (elevated work platform), PAT (powder actuated tool), FL (fork lift), FA (fall arrest), SCA (scaffold), DOG 
(dogman), LBP (Licensed Building Practitioner – card type and number), CRA (crane – specify type), MP 
(mobile plant – specify type), RELECT (registered electrical worker), ELTAG (electrical testing and tagging), 
STMS (site traffic management supervisor), TC (traffic controller), EXP (explosives), NZQA (trade or safety units)

Competence designation LULU:
LULU -       under supervision, is partially competent (line of sight);        Indirect or occasional supervision, is 
partially competent (supervision nearby);        Fully competent to work unsupervised;      Competent to train.

Page 18 of  24

Competence designation: 1 = Under direct supervision, is not competent (watch all the time); 2 = Under 
supervision, is partially competent (line of sight); 3 = Indirect or occasional supervision, is partially competent 
(supervision nearby); 4 = Fully competent to work unsupervised; 5 = Competent to train. 
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Date: Company Site Name

Complete pre-start Onsite

Emergency Response Plan
You need to have an Emergency Response Plan to deal with any incidents that arise from activities requiring a rescue as identified in the Site-Specific Safety Plan Agreement. Please 
complete an Emergency Response Plan for each identified activity. The sub contractor (PCBU2) completes the plan, which does not replace any overarching Emergency Response 
Plans in place. Consider the roles and responsibilities for yourself, trained specialists, equipment operators, and emergency services.

Type of emergency 
e.g. Fall from height while 
wearing a harness

List any equipment 
required 
e.g. MEWP, cherry picker, 
scissor lift, ladder, 
breathing apparatus etc.

Location

Describe work activity 
e.g. Working from MEWP 
and fall o�

PCBU1

Supervisor

PCBU2

Name each person involved in the rescue
First name and last name

Their role or responsibility in the rescue is to: 
e.g. release the bleed valve

List the training required
e.g. competence using MEWP

Provide contact details
Phone number

Describe the rescue 
method 
e.g. Safety watcher on 
the ground releases the 
bleed valve, and lowers 
the unit to the ground

Plan reviewed by: Signed: Date:
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Project 
Information

Who is running this 
meeting?

Agenda items

Health and safety 
issues

Site Briefing/Toolbox Meeting Minutes
This document is a companion document to the Site Inspection Checklist.

Site name

Name

Agenda items Theme of the week  

Company Date

Office location

Date: Company

Site-Specific Briefing

Site Name

After start Frequently used

Site activities/ 
safe work practices/ 
incident reports and 
investigations discussed

Issues raised from site safety inspection Actions By who and when

Issues outstanding from previous briefings Actions By who and when

Employee-raised issues Actions By who and when

Positive safe-action observations Actions By who and when

Incidents or injuries Actions By who and when
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Job plans reviewed

Operational issues

Other business

Attendees

Review by 
management

Includes permits to work, 
Task Analysis or other 
documented  work-
planning process

Day-to-day site 
management issues/items 
for discussion

Job/task Action/outcome

Issue Action

Item Action

Name Signature

PCBU 1 PCBU 2
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Site Inspection Checklist - Generic
Location

DateTime

Date: Company Site Name

After start Onsite

Name of inspector

Y = Yes   N = No NA = Not Applicable

1. Site Control

a. Hazard board and signage up-to-date

b. Environmental plans/measures

c. Toolbox talk last date          /         /

d. Safety inductions for all on site

e. Safety notice board current

6. Cranes/Hoist/Lifting Equipment

a. Proper lift assessment plan done

b. Crane certification current

c. Slings/chains certified

d. Operator procedures in place

e. Inspections being done

f. Man cage available

g. Emergency plan in place

11. Hazardous Products/Substances

a. Correctly stored

b. Safety Data Sheet (SDS) available

c. Operators using PPE

12. PAT’s and Nailers

a. PAT tool WoF current and secure

b. Staff trained in tool use (SWPS)

c. PAT signage on site

13. Scaffolding

a. Notifiable weekly Scaftag/current

b. Handrails/mid-rails

c. Toe boards

d. Platforms

e. Ladders/stairs

f. Base sound

g. Work platforms clear

h. Platforms trip free

i. Planks tied down

j. Headroom clear

k. Ties/bracing adequate

7. Compressed Air Equipment

a. In good condition

b. Appropriate guards fitted

c. Trained user

8. Excavations

a. Correctly shored

b. Access controlled

2. Site Facilities

a. Offices clean, adequate & good
lighting

b. Smoko sheds – clean, potable water

c. Toilets – clean, washing water

d. Tool/equipment sheds adequate

3. General Site Tidiness & Accessways

a. Clear, safe access to work areas

b. Stairways and accessways clear

c. Hoardings/fence and gates secure

d. Loose materials secure from wind

4. Personal Safety Equipment

a. Signage displayed and legible

b. Hardhats being worn

c. Correct footwear being worn

d. Glasses/ear muffs/vests/masks used

14. Ladders

a. Good condition

b. Secured top and bottom

c. Stays to step ladders

d. Working 2 steps down

5. First Aid/Fire Prevention

a. First aid box  Available

b. Accident register

c. Fire extinguishers   Available

 Current (12 mth)

 Sufficient number

d. Evacuation  Procedure current

 All emergencies incl

15. Fall Hazards

a. Floor edges Floor openings

b. Lift shafts Stairs

9. Hot Works

a. Hot work permits being issued

b. Fire extinguishers on hand

c. Operators using PPE

10. Electrical Equipment/Plant

a. Main board lockable/weatherproof

b. Current tagged and damage-free
leads

c. Current tagged plant

d. Current tagged lifeguards

e. Leads safely placed
f. Electrical equipment/plant – good

condition
g. Electrical equipment/plant –

appropriate guards on plant

h. Adequate temporary lighting
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Site Inspection Checklist - Remedial Action Required

Item Comments/Action Description Person to Action Complete
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Date and time
DD/MM/YY

Details
Name of person (injured and observer), description 
of incident, type of injury/disease (if any). How did it 
happen? (briefly)

Immediate action taken? Does this incident 
require a WorkSafe 
notification?

Should this incident be 
investigated by your 
company (PCBU 2)?

Is this incident the 
subject of a toolbox 
talk?

Signature and date
DD/MM/YY

First aid Yes N/A

Corrective action Yes N/A

Update/ review hazard register Yes N/A

Review hazard register Yes N/A

Yes N/A Yes N/A Yes N/A

First aid Yes N/A

Corrective action Yes N/A

Update/ review hazard register Yes N/A

Review hazard register Yes N/A

Yes N/A Yes N/A Yes N/A

First aid Yes N/A

Corrective action Yes N/A

Update/ review hazard register Yes N/A

Review hazard register Yes N/A

Yes N/A Yes N/A Yes N/A

First aid Yes N/A

Corrective action Yes N/A

Update/ review hazard register Yes N/A

Review hazard register Yes N/A

Yes N/A Yes N/A Yes N/A

Date: Company Site Name

After start Onsite

Site Incident and Injury Register
You are required by law to record these incidents in your company’s own incident and injury register. This document is for site-specific reporting only.



Appendix E: Contributing parties 

 
This section introduces the New Zealand Security Association (NZSA) and E tū, who it 
collaborated with in developing the good practice guidelines. 
 

About the New Zealand Security Association 
The New Zealand Security Association (NZSA) is the largest industry representative body for 
the security industry in New Zealand, representing over 85% of the industry by revenue. Its 
voluntary members include security providers, ranging from large multi-nationals to sole 
traders, as well as individuals and companies who are not direct providers of security 
services but have an interest in the industry. 
 
The NZSA represents and includes membership from the following sectors: 
 IT security 
 document management 
 private investigators 
 training providers 
 manned guarding 
 locksmiths 
 consultants 
 crowd control 
 document destruction 
 electronic security. 
 

Mission 
The NZSA’s mission is to be the voice of the New Zealand security industry. 
 

Vision 
The NZSA’s vision is to support and promote a thriving security industry in New Zealand that 
operates professionally and ethically, is committed to the safety of its workers and 
continuous improvement, meets the needs of its customers and provides reward, 
opportunity and personal development for those who work within it. 
 

Strategic focus 
The NZSA’s areas of strategic focus are to: 
 attract new entrants to the industry to meet skill and resource shortages 
 ensure industry training is fit for purpose and meets industry needs 
 promote industry good practice through standards, codes of practice and industry 

guidelines 
 advocate for continuous improvement and increased enforcement of industry licensing. 



 

 

Heads of Agreement with the New Zealand Police 
The NZSA and New Zealand Police have a letter of agreement confirming a formal 
relationship between the two agencies with the common goal of working together to 
reduce crime and increase community safety. With this goal in mind, both parties agree to 
meet to: 
 inform each other of relevant policy development 
 consult over information or comment to the media 
 consider issues and disputes, which are to be first resolved at the local level but, if any 

issue or dispute remains unresolved, it may be referred to the national level 
 develop agreements and protocols relating to specific procedures and activities between 

the two agencies. 
 

Partnership and collaboration 
The NZSA would like to acknowledge joint sponsors and partners E tū, NZCTU and WorkSafe 
for their valuable support for and contribution to the development of these good practice 
guidelines.  
 

About E tū 
E tū is a democratic union representing tens of thousands of people who work in six 
industries, including the security industry. Together they fight for fair pay and conditions on 
the job. 
 
The name E tū comes from a Māori waiata: 
E tū kahikatea 
Hei whakapae ururoa 
Awhi mai awhi atu 
Tātou tātou e 

Stand like the kahikatea tree 
To brave the storms 
Embrace and receive each other 
We are one together 

When you join E tū, you’re gaining strength on your worksite and the support of E tū 
members across New Zealand. And because you’re standing together with your workmates, 
you get a real say at your workplace. 
 
As the biggest private sector union in New Zealand, E tū provides members with services like 
workplace representation, legal advice, a freephone support centre, education on work 
rights and a political voice. 
 



E tū is a campaigning and organising union. It works together to improve everyone’s lives 
and create fair and just workplaces and communities. 
 

Partnership 
E tū welcomes the creation of these guidelines and acknowledges the leadership and support of 
NZSA and NZCTU in bringing this collaborative work to fruition. 
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