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HEB Construction

Introduction

This handbook has been produced to provide you with a useful guide to the
Health & Safety Management System used by HEB Construction Limited. A
full version of this Management System is continually available for reference
and use via the HEB Web.

Any suggestions on how this handbook can be further improved are very
welcome and should be forwarded to the Business Improvement

Department at Drury.
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HEB Construction

HEB Vision

Our vision is about where we want to go — the end result. We want you to
share our vision and work with us to reach it — the benefits are there for us all.

A SECURE AND SUSTAINABLE FUTURE

We’re here for the long term, providing you with a great workplace, and our
customers and suppliers with excellent service.

FIRST-CHOICE EMPLOYER AND SERVICE PROVIDER

People want to work for us; clients want us to work for them; suppliers choose
to place contracts with us. Why? Because we believe in service, in decency and
values, and in looking after one another.

BEST FOR VALUE

Our value-added smart solutions for civil and related contracts keep the HEB
name at the forefront of New Zealand construction.

HEB Mission

What we can do together to achieve our Vision :
THROUGH LEARNING.........

We learn from the past to work better in the present, growing all the time and
using our knowledge to work smarter.

BY RESPONDING.......

Providing fast appropriate and quality responses to meet the needs of our
customers is crucial to our success and growth — and brings benefits to us all.

MOVING NEW ZEALAND FORWARD

We build roads, bridges and other infrastructure that sustain our communities
and our country. Remember this — take pride in it and know that you are part of
a powerful team.
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HEB Construction

HEB Values

Our values are reflected in the culture of our company and the way we behave
towards one another. They determine how you can expect to be treated — and
the way we expect you to treat your colleagues and clients.

OUR CLIENTS CAN EXPECT US TO.....
Work hard and smart for everyone of them

Provide the best service and the best products possible — on time and
with sustainable value

Be open, honest and collaborative
Keep our promises
Be easy to do business with

AND YOU CAN EXPECT.....
To be treated with respect, dignity and fairness

Open, honest and collaborative communication across our business
divisions — we are one team

A safe environment for you, our clients and the community
We will be easy to work for
Your loyalty will be recognised
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HEB Construction

Health and Safety Policy

Staff and Management are committed to providing a Healthy and Safe work
place for employees, contractors and visitors on company sites and premises.
This commitment is described within our comprehensive Health and Safety
Policy.

In summary, the Policy contains three defined sections highlighting: -

1. Our Health and Safety principles. These include:

How an effective Management System is in place and maintained to
ensure that all workplace hazards are identified and appropriate
measures taken to control these hazards.

How employees have the opportunity to participate in the development
of health and safety practices and in becoming Health and Safety
Representatives.

2. The responsibilities of Management, describing: -

How management will consult with employees and their
representatives on health and safety matters that affect them.

How all plant, substances and work systems used are suitable for their
intended purposes and meet safety requirements.

That adequate training, information, instruction and supervision are
provided.
3. The responsibilities YOU have as an Employee, de  scribing: -

How you must carry out work in a way that does not adversely affect
your own health and safety and that of other workers

How you must learn, understand and follow health and safety rules

Your responsibility for reporting all accidents, incidents and un-safe
conditions to your supervisor or health and safety representative

A full version of this policy is contained within t he Health & Safety Manual
and within each projects’ Contractors Management Pl an.
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HEB Construction

Compliance with Legislation

Every employer in New Zealand, no matter how small, is ®
subject to the Health and Safety in Employment Act 1992 (“the

Act”) and the Health and Safety in Employment Regulations

(“the Regulations”).

At HEB Construction, Safety is “first on the agenda” and we want to ensure that
your health and safety as well as that of your fellow workers and the public is

safeguarded at all times. It is therefore important that you are aware of your
responsibilities and rights under the Act.

Under the provisions of the Act and Regulations, both the employer and the
employee have specific duties to fulfil.

HEB Construction Ltd (Employer) Duties  are to:

Provide and maintain a safe working environment and safe plant and
equipment to prevent injury, loss or damage.

Provide and maintain facilities for the safety and health of employees
whilst they are at work.

To eliminated, isolated or minimise any hazard arising out of employees
work activities.

Develop procedures to deal with any emergencies that could arise whilst
employees are at work.

YOUR Duties as an employee are to:
Be responsible for your own health and safety while at work.

Ensure that your actions do not harm or put at risk the safety of any other
employee and/or member of the public.

Be actively involved in all health and safety meetings to improve existing
procedures and learn from incidents

Actively identify and access any significant hazards in the workplace.

Comply with all company instructions in respect of health and safety
matters.

Always use the correct protective clothing and/or equipment for the job in
hand.

Report all accidents and / or near miss incidents immediately to your
supervisor.

The instruction and practices contained in this booklet do not replace but are
issued in support of the Health and Safety in Employment Act: 1992 and current
Regulations.
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HEB Construction

The health and safety practices described in this booklet are for the protection
of all personnel working on our projects. Most accidents happen without
warning, as a result of failure on the part of the employee and/or supervisor to
follow and implement basic health and safety practices. Read and observe
them.

Health and Safety suggestions which will improve our programme are always
welcome. If you have a suggestion, please discuss it with your supervisor or the

General Health and Safety Practices

Projects’ Safety Supervisor?

1.

Become familiar with, understand and follow project emergency
procedures.

Review the safety requirements of each job assignment with your
supervisor. You will not be expected to do a job which might result in
injury to yourself or others. You may be asked to sign that you
understand the hazards and control measures.

Check your work to determine what problems or hazards might exist.
If your work could endanger people, equipment or materials, take the
necessary steps to safeguard them.

All accidents resulting in injury, damage to equipment or property, no
matter how minor, must be reported immediately to your supervisor,
Project Manager, or to the Health & Safety Manager.

All near misses and incidents which have the potential to cause injury
or damage, no matter how minor, must be reported to your supervisor.

You will not be permitted to work if under the influence of alcohol,
drugs or other substances that may impair your work performance.

We have a general no-smoking policy in our work environment and
company vehicles. This policy can only be altered by mutual
agreement with other site personnel and supervisors.

Sightseers, children and dogs are not permitted on site.
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HEB Construction

Our Health and Safety Management System

All of our Management Systems are delivered on an internal computer system
called HEB Web. This system is described to all employees on their induction
into the company.

Welcome to the HEB Web

Strategy and Planning i i " N

Winning Work /

’ Construction A\

Construction !
TSR, e ’_"._"‘-‘_

Support Functions

Measurement & Improvement
Winning

Support '\
Work

) \ Functions
Environmental \ =

Health and Safety

Investment in People

Office Forms

Bulleting

Measurement &
Improvement

- HEB co“StrHCtinn

The Health & Safety documents you use on a day to day basis are available in
hard copy format as part of your Projects’ Contractors Management Plan or
CMP. The Management System also contains many other Health & Safety
Tools which exist in hard copy format. These include: -

Induction Forms

Used to explain the details you need to know before
you start work on site.

Flashcards

These are a handy pocket sized set of laminated
guides covering a whole range of different work
activities, from excavations to working at heights.
Every Supervisor and Project Manager is issued with a
set of these cards, for continual reference.

Flashcards remain the intellectual property of HEB Construction and
must be returned if you leave the Company.

Toolbox Meetings

These take place weekly on all of our sites and are
used to communicate and discuss any project specific
issues and to also inform you of any company wide
bulletins or alerts which have been issued in the past
week.
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HEB Construction

Accident and Incident reporting

We have a well established process for dealing with incident and accident
reporting which will be explained during your induction. A diagram explaining
how we proactively manage Lost Time Incidents is also shown below: -

HELP US TO MANAGE LOST TIME INCIDENTS (LTI's)

Call your
H&S Manager
for advice & agree
the following: -

Has an accident
resulted in a
possible LTI?

Tony Rigg 0276 838348 / Pierre Vonk 0272 761844
Or Lee Liddelow 0274 903373

ALWAYS refer to the
H&S Manual
Sections 6 and 7
for guidance

Is professional If YES - PM or Supervisor
medical attention to accompany employee
required? to Doctor / Hospital

Complete the Paperwork:

Form HSR04 Personal Injury

Accident Treatment

Fax form to either Medical Practitioner to Cegtifi_catg to ge
X Ither. = i i obtained an
Head Office — 09 294 7208 be provided with —f forwarded to vour
Structures — 07 575 6387 a list of available y
light duties HR Dept at Drur)_/ or
(from H&S Manager) Mt Maunganui

(Structures / Precast)

Are light duties
suitable, based
on the injury?

LTI
recordable

No LTI

No recordable

Yes

Records are maintained by your HR Dept
& reviewed at Management Meetings

HEB Construction
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HEB Construction

Rehabilitation Management

We are committed to preventing illness and injuries at the workplace by
providing a safe and healthy working environment for all our employees.

To prevent recurrence, all incidents will be reviewed and steps taken to prevent
recurrence.

We believe that occupational rehabilitation is of benefit to everyone and
the early and safe return to meaningful and productive work of an
employee, following illness or injury, is critical to the overall treatment
programme.

We will consult with medical personnel and try to find suitable alternative
duties to enable a gradual return to work. The company may provide
alternative duties outside the employee’s usual job profile. However,
appropriate training will be given as appropriate to ensure that safe
working practices are followed.

Successful rehabilitation requires everyone's involvement and
commitment.

Therefore, in consultation with the injured employee, medical information
may need to be shared to facilitate this process.

We will develop a comprehensive Rehabilitation Plan for injured
employees. The Health and Safety Manager and the Human Resources
Manager will assist in this process by providing the necessary link
between the employee, treating
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HEB Construction

Personal Protective Equipment (PPE)

Your safety equipment is your last line of defence against injury, so please keep
it in working order. HEB Construction implements a mandatory PPE policy,
which calls for the use of a hard hat, a fully zipped up TTMC approved Hl-vis
waistcoat or shirt and steel toe capped safety boots on all our sites.

1»l'rl-|
-

=
Exemptions to this policy can only be obtained with the written approval of the
Health & Safety Manager AND the respective General Manager. Additional

appropriate PPE must be worn when carrying out specific activities. This PPE
may include: -

1. EYE PROTECTION: Industrial grade eye protection is required anytime a
danger to the eye exists.

a) The appropriate eye protection is required when hitting steel on
steel, grinding, drilling, sawing, using an impact wrench, power-
actuated tool, torque multiplier, vibrating concrete, or when working
near someone else who is doing this type of work.

2. HEARING PROTECTION: Hearing protection is required in noisy areas. If
the background noise is so loud that you cannot hear normal conversation,
you should wear hearing protection. We will provide you with earmuffs or
earplugs.

3. DUST PROTECTION: Respirators of the proper type must be worn
whenever dust, fumes, gases, or other harmful atmospheres are present.

a) Check with your supervisor to obtain the proper type of respirator
before working in any questionable area. Respirators must fit
without air leaks around the face seal. Employees who wear
respirators in their work must be clean shaven.

4. HAND PROTECTION: Hands and Fingers
a) Work gloves should be used while handling material.

b) Rubber gloves must be worn when working with caustics, acids,
solvents, lime, concrete or cement. Only gloves with close fitting
wristbands shall be used when handling hot materials.

c) Don’'t wear jewellery (rings, bracelets, or neck chains) on the job.
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HEB Construction

Using the Toolbox “Flashcards”

Each Supervisor and Project manager is issued with a set of laminated pocket
sized “flashcards”.

These handy information guides give you the details you need to consider the
specific activities you are about to undertake and help you to plan them safely.

The flashcards are reviewed and extended on a regular basis, so please make
sure you keep yours up to date by inserting new or revised versions when they
are issued.

A full list of the ‘Flashcards’ available is contai ned in the Health & Safety
section of HEB Web. An example of one of the flashc  ards is shown below.

@ HEB Construction

SAFETY TOOL BOX TALK No. 01

EXCAVATIONS

1. Before digging, check for services, water, gas, electric,
fibre optics. Are they live or dead?

2. Excavations must be supported or battered back where
necessary to prevent collapse.

3. Use ladders to access, do not climb support structures.

4. Preventworkers from falling into excavations more
than 1.5 m deep by fitting rigid barriers.

5. All excawatiens in public places, regardfess of depth,
should'be provided vith stbstantialbagriafs.

G, Pro tec:_t_s_';_apter_.jbql_'fen;ﬂs S0 a§ to pravent puncture
injuries in excavations should pa:'rsr:;ns fall in.

7. Keep soil heaps back atleast 800m from excavation
edge.

8.  Stop blocks to be fitted when tipping into excavation to
prevent vehicles from falling in.

9. Do not jump across excavations, use a bridge or walk
around.

10. Mever remove or alter any supports or braces,

11. Do not drive vehicles or plant alengside of excavations,

12, Make sure excavations do not undermine the footings
of scaffolds or the foundations of nearby buildings or

walls.
Questions:
1. When should edge protection be usad?
2. What must be checked prior to excavating?
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HEB Construction

Understanding your method of work

No work activity or operation must start until you clearly understand what is to
be done, and how it is going to be completed in a safe and orderly manner.

To ensure that this is fully understood by everyone involved, we use a Method
Statement, or a Task Analysis Sheet. The format of this document can change
dependant upon the nature and complexity of the activity to be completed, but
for the majority of our projects a particular form called a HSR 09 Task Analysis
Sheet is used. A copy of this form is shown below.

These forms are generally completed by the Project Manager, Project Engineer
or his Supervisor and are used to brief those people undertaking the work.
These people then sign the form to record their understanding.
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Site Emergencies

Site emergencies include medical ilinesses, injuries, breakage or damage to
services, fire, burial of workers, suffocation etc. The most senior person on site
is automatically required to take the role of the emergency coordinator. Their
responsibility is to take charge and follow these guidelines:

Delegate someone to inform the relevant emergency services and
the relevant service suppliers if relevant.

Secure all other personnel against further chance of injury.

Secure the site against further damage where such could cause
injury or harm.

Wherever possible, check and ensure that all victims have an un-
obstructed airway.

Only use hand digging and manual rescue methods close to buried
victims to avoid risk of further injury.

Provide direction to the emergency site for emergency services.

First Aid

A first aid kit is to be available in the site office at all times, and all field vehicles
shall have a first aid kit.

Please check the phone number before you dial for an ambulance. Remember
that you may need to dial 1 or 9 before you dial 111, in order to obtain an
outside phone line.

Address: Please make sure you know the correct street address before ringing
111. Bad directions can cost time and could cost lives.
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General Guidance for Hazard Management

More details on Hazard Management can be found at HEB Web, in HEB's
Health & Safety Manual or contact your Manager.

Permit to Dig

Before you do any digging or excavation work on site, remember: -

You need a Permit to Dig, such as the HSR 42 Permit to Dig form.

This is your best insurance against hitting any type of under ground service

Always make sure that the permit as been signed off by the appropriate
person, as identified during your induction. If in doubt as to who this is, speak
to the Project Manager

Access requirements for Confined Spaces
What is a Confined Space?
A Confined Space is large enough for a worker to enter and perform assigned
work and has any of the following:
limited entries and exits;
a hazardous atmosphere, arising from chemicals, sludge or sewage,;

is shaped such that anyone who enters could be asphyxiated or
trapped by walls or floors that converge to a small cross section,
such as a hopper;

material, eg sawdust or grain, that could engulf anyone who enters;

can be engulfed by an external substance such as water i.e. a coffer
dam.

Full guidance on dealing with confined spaces are contained within the Health
of Safety section of HEB Web, under ‘Confined Spaces'.

Health and Safety within Temporary Traffic Manageme  nt Sites

Temporary Traffic Management compliant high visibility garments must
be worn at all time and be fully zipped or buttoned up or they are
considered “not worn”. It is very important that reflective jackets are
compliant and worn correctly.
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The Site Traffic Management Supervisor (STMS) is the only person on
site who is authorised to install, change or remove temporary traffic
management measures.

Do not change any TTM measures without first talking to the STMS.
This includes righting fallen cones or repositioning signs.

Please notify the STMS if you see anything on site which needs
adjusting.

You must follow the directions of the STMS at all times.

The STMS can order people off the work site for issues of non-
compliance or safety.

The STMS has the authority to postpone, cancel or modify operations
due to adverse traffic, weather, or other conditions that affect the safety
of the site.

The STMS cannot amend a temporary speed limit without the prior
approval of the Road Controlling Authority (RCA) or Engineer.

Traffic regulations and road code requirements still apply within
temporary traffic management sites.

The STMS will give you a briefing when you arrive on site advising of
site hazards and safety zone requirements. The STMS may use the
layout designs for the TTM to supplement the briefing.

The STMS is readily identifiable on site by wearing a lime yellow
fluorescent garment with a STMS legend clearly visible both front and
back.

If the STMS is away from site for auditing purposes they will delegate
authority for management of the site to a Traffic Controller.

Safety Zones

There are various safety zones within temporary traffic management sites
which must be kept clear of personnel and equipment at all times.

Leaning against, or sitting on barriers, is not permitted at any time.

Behind barriers: %2 m lateral safety zone
Behind cones: 1m lateral safety zone

Lateral Safety Zones

Longitudinal Safety Zones

Before the start of the work area there is a longitudinal safety zone. The length
of this zone varies depending on the level of the road and the speed
environment. Refer to the following table for details, but if in doubt check with
your STMS.
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Permanent / Temporary
Speed Limit

50 km/h

60 km/h

70 km/h

80 km/h

100 km/h

Longitudinal Safety Zone
(metres)

15

20

30

45

60

Note: If the works are being done under a left lane closure the longitudinal
safety zone is double the normal safety zone.

Health & Safety Handbook - 2010
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Site Access and Egress

Access to sites will be from the designated site accesses and / or egresses will
be clearly signed with “Site Access 100m” and “Site Access” signs (see below).
The site access sign will indicate whether the site is on the left or the right hand
side of the carriageway. There will also be a supplementary plate below the
sign if the site has a designated entry number.

Entry and Exit Movements

To enter the site all vehicles will turn on their mounted flashing beacons and
indicate as they approach the site access point. Vehicles will then enter the
closure and turn off the flashing mounted beacon and turn on their hazard
lights.

To exit the site the procedure is reversed; hazard lights will be turned off and
the mounted flashing beacon will be turned on. The vehicle will indicate and
wait for an appropriate break in the traffic before exiting the site.

Direction of access

Access into sites from any State Highway is only permitted in the direction of
travel; turning across the traffic is not permitted.

Reversing into site is not permitted under any circumstances.

Approval to enter sites

Prior to accessing a site contact the Site Traffic Management Supervisor
(STMS) to confirm any special requirements relating to the site. The STMS will
be able to advise of the site access procedure, locations to park, and any rules
which are specific to that site.
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Excavation Work

Be aware of the hazards caused by Excavation work: -.

Collapse due to instability . Struck-by vehicles and plant
Adjacent structures . Mobile plant hazards

Existing services . Water accumulation and flood
Falls into excavations . Hazardous atmospheres
Falling loads . Working near the Public

Use effective measures to isolate, minimise or eliminate these hazards: -

Before you dig — identify and protect adjacent services

Look for signs of instability, cracks or movement
Batter, bench, shore or use a trench shield
Evaluate the impact on adjacent structures

Use ladders, barriers, covers, signs

Keep materials 600mm from edge

Stay clear of mobile plant, use barriers and use PPE

Watch for water accumulation
Evaluate the air in excavations
Protect the Public

Have an Emergency Rescue Plan

Health & Safety Handbook - 2010
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Shield it:

Batter it:
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Manual Handling Rules for safe lifting

1

When lifting. Bend your knees, retain a flat back and use your thigh
muscles to lift.

Avoid un-necessary bending. Do not place objects on the floor if they
must be picked up again later.

Avoid un-necessary twisting. Turn your feet not your hips or shoulders,
leave enough room to shift your feet so as to not have to twist.

Avoid reaching out. Handle heavy objects close to the body. Avoid a long
reach out to pick up an object.

Avoid excessive weights. If the load is too heavy, get help or use a
mechanical device if one is available.

Lift gradually. Lift slowly, smoothly and without jerking.

Keep in good physical shape. Get proper exercise and maintain a good
diet.

Don’t lift if mechanical assistance is possible.
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Managing Electrical Hazards

1

All portable electric power tools shall only be used with an isolating
transformer or earth leakage projection unit whether equipment is double
insulated or not.

Do not use electric power tools when you are standing on wet ground.
Never use a tool that is wet.

Power saws, grinders and other power tools must have proper guards in
place at all times. Removing guards or rendering them inoperative is
grounds for your dismissal.

Power tools should be hoisted or lowered by hand line — never by the cord
or hose.

Cords and hoses must be kept out of walkways and off stairs and ladders.
They must be placed to protect them from damage and not create a
tripping hazard.

Store tools in a safe place when not in use. Protect them from dirt and
water.

All electrical hand tools must be tested and tagged every three months.

Lifting E E
Exnosed Damage

Knotting

Damage Puddles

Crushing
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Noise

1 Any employee, who is exposed to high noise levels as a routine part
of their work assignment, must wear hearing protection.

2 If normal conversation cannot be heard above the surrounding
noise, the noise level is high enough to require protection.

3  When earplugs are used, they must fit tightly into the ear canal to be
of benefit.

4 In extremely noisy areas, or where the employee will work in a
noisy area for a long time, earmuffs should be worn over a pair of
earplugs.

5 Ifin doubt, your supervisor will explain how to fit earplugs
correctly.

6 The table describes the decibel level for typical items of
plant and equipment and the time limit before hearing
damage can occur. Ear protection MUST be worn if you
are working with (or in close proximity to) these or other
such items of equipment.

Equipment Decibels Time Limit
Power drill 88 4 hours
Heavy truck 91 2 hours
Lawnmower 94 1 hour
Power saw 97 30 minutes
Pneumatic drill 100 15 minutes
Concrete saw 103 8 minutes
Chainsaw 115 30 seconds
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Fire Prevention and Control

1

10

11

12

Flammable liquids like petrol are not to be used as cleaning agents.
Use only approved cleaning solvents.

Flammable liquids are only to be stored in safety cans specifically
manufactured for this purpose.

Store all flammable or combustible liquids and gases in a well
ventilated, cool place free from sources of ignition.

Do not remove or tamper with fire extinguishers installed on equipment,
vehicles, or in other locations.

Access to fire equipment must be kept free from obstacles that could
delay emergency use. Familiarise yourself with the location and use of
the project’s fire fighting equipment. Know the exit routes from buildings
and work areas.

Extra extinguishers are needed when using open flame tools for cutting
or welding. Check with your supervisor.

Extinguishers must be inspected monthly, serviced yearly, and must be
serviced or recharged immediately after every use.

Discard and/or store all oily rags, waste, and similar combustible
materials, in metal containers on a daily basis.

Extinguish all matches, cigarettes, cigars and pipe tobacco before
discarding. Do not smoke while fuelling equipment or while in close
proximity to refuelling areas. Never leave open fires unattended.

Storage of flammable substances on equipment or vehicles is
prohibited unless designed for such use.

After using open flame tools, make a thorough inspection of the area for
live sparks.

Different types of extinguishers are for different types of fires — know
the difference. See the table for further information.
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Working with Bitumen

Administer Emergency First Aid in accordance with the BCA Yellow Burns Card

Attach Burns Card to the patient and make arrangements for their
transportation the nearest Medical Centre or Hospital.

Notify Management as soon as the patient is stable and that the
area is safe

Do not speak to press or media
Assist in accident / incident investigation

For any further information please refer to the Bitumen Handbook and the
Health and Safety Manual.
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Work at Height

Whenever the company may foresee that it will need to
have employees working at heights, the company will take
all practicable steps to ensure that no harm comes to an
employee or contactor from a fall from height.

The company will ensure that any employee or contractor
will have the required industry standard of training and
understanding of those requirements.

Ladders
Always use three points of contact when climbing a ladder.

Use only for access, not as a work
platform

Inspect ladders before use only use if all
components are in good working order

Install at 4:1 ratio

Secure ladders as soon as they are
placed

Must extend 1 metre past the step-off
point
Never carry loads up or down a ladder

Edge Protection

Protection shall be provided on the exposed edges of all work areas or
alternatively a harness must be worn and must be clipped on at all times.
Guardrails, including mid rails and toe boards, are the preferred option.

The height to the top of the guardrail shall be between 0.9 and 1.1
metres.

A mid rail is not mandatory on a working platform where a 225 mm
high kickboard or equivalent is fitted.

The guardrail shall be before or vertically over the edge of the platform
except: - on scaffolds, the guardrail shall be within 200 mm horizontal
distance of the edges of the platform.

It must be capable of sustaining, without failure or undue deflection, a
force at any point of .69kN (70kg) vertically and .44kN (45kg)
horizontally.
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Know your crane hand signs

Please see your supervisor for a full copy of the Crane Hand Signals.
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Notes:
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