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PURPOSE 

All Award Units and Recognised Activity Providers are required to have, as part of their license a Safety 
Management System in place. Recognised Activity Providers are also required to provide evidence of 
an appropriate Third-Party audit of their Safety Management Systems. All licenced organisations re-
sign the Award’s Terms and Conditions annually.  

All Award Units, Recognised Activity Providers and other Award operators must notify the National 
Office of a Notifiable Event that occurs whilst undertaking an Award activity as part of their licence 
condition. This should occur as soon as possible after the event has occurred, and the relevant 
authorities and/or regulators have been notified.  

WHAT DOES THIS POLICY COVER? 

This policy covers Notifiable Events (as defined by WorkSafe New Zealand) that occur whilst 
undertaking Award activities and does not cover serious incidents such as Child Protection incidents 
that are covered under other Award policies such as the Child Protection Policy and Serious Incidents 
Policy.  

NOTIFIABLE EVENTS PROCEDURE 

Receipt and Recording of a Notifiable Event 

The Notifiable Event will be lodged with the National Director/CEO and immediately logged and 
recorded on the central Notifiable Events Register. The National Director/CEO will send written 
acknowledgment to the notifier within three working days of receipt. 

All Notifiable Events will be treated with respect and in the strictest confidence by the Award in 
accordance with the Award’s Privacy Policy. 

Any communications, media interest or other outwardly facing communications related to a Notifiable 
Event by the Award will be handled solely by the National Director/CEO or Chair.  

Notifiable Event Process 

The National Director/CEO will discuss all elements of the incident with the appropriate contacts at 
the Award Unit, Recognised Activity Provider and other relevant individuals if required. If at any stage 
it appears likely that legal action may arise, the National Director/CEO shall advise the Chair and seek 
an opinion from the Award’s legal advisors.  
 

Investigation of a Notifiable Event 

As the Award runs a devolved model, it is the responsibility of the organisation or organisations 
(PCBUs) involved in the incident to notify WorkSafe New Zealand and/or any other relevant authorities 
and to investigate the incident. The Award requires copies of both the WorkSafe New Zealand report 

https://www.worksafe.govt.nz/notifications/what-events-need-to-be-notified/


 

as well as the internal investigation undertaken by the licensed Award Unit or Recognised Activity 
Provider to be lodged with it.  
 
The Award may seek professional or legal advice around continuing to work with the Award Unit or 
Recognised Activity Provider.  
 

MONITORING OF INCIDENTS 

If the Notifiable Event report from WorkSafe New Zealand indicates that with the appropriate 
measures put in place similar future incidents could be avoided or mitigated, then the Award will 
monitor this accordingly and no further measures taken. 
 
If the investigation from WorkSafe New Zealand indicates that there was significant failings on the 
part of the Award Unit and/or Recognised Activity Provider then the Award will seek appropriate 
advice when deciding whether or not to continue to license the Award Unit and/or Recognised Activity 
Provider.  
 

ACCESSIBILITY OF THE NOTIFIABLE EVENTS POLICY 

As part of the sub-license process and the annual re-signing of the Terms and Conditions Award 
Units, Leaders and Recognised Activity Providers are notified of the policy and process.  A copy of 
this policy and the reporting can be found on the Award’s website (https://dofehillary.org.nz/our-
policies/ 

POLICY REVIEW 

Review of this policy is bi-annual and due February 2028, or as required following a material change 
to the above sections. 

 

RELEVENT POLICIES AND LEGISLATION 

Health and Safety at Work Act 2015:  

Maritime Transport Act 1994 

Notifiable Event 

Privacy Act 2020 

Safeguarding Policy  

Privacy Policy 

Award Unit Licence 

Recognised Activity Provider Licence 

 

https://dofehillary.org.nz/our-policies/
https://dofehillary.org.nz/our-policies/
https://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html
https://www.legislation.govt.nz/act/public/1994/0104/latest/DLM334660.html
https://www.worksafe.govt.nz/notifications/what-events-need-to-be-notified/
https://www.legislation.govt.nz/act/public/2020/0031/latest/LMS23223.html

