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•	 the likelihood of it happening

•	 the potential seriousness of the illness or injury.

Also consider hazards that staff want addressed immediately, and those that will result in 
good cost/benefit and can be addressed quickly and easily.

Involve your staff, they might have a better idea of what hazards are from their day-to-day 
activities.

3. Deal with the hazards

Why should you do anything?

This is how you will protect yourself and your staff from getting hurt at work. It is safe work 
practice. And the law says you have to or you could face big fines. 

So how do you go about doing this?

You and your staff need to develop a suitable system or action relevant to each specific 
hazard. The law says you can do this by considering these actions in the following order.

a. Get rid of the hazard altogether (eliminate)

•	 Replace hazardous chemicals with non-hazardous materials.

•	 Install another lower shelf to take overload stock.

•	 Replace or remove dangerous machinery.

•	 Redesign the workstation so that staff don’t need to reach over moving equipment.

If that’s not possible:

b. Isolate the hazard

•	 Use guards to cover moving parts of machinery.

•	 Keep cleaning fluids, solvents and chemicals stored safely.

If that’s not possible:

c. Reduce the likelihood of any harm (minimise)

•	 Use personal protective equipment, such as earmuffs.

•	 Train staff in safe work procedures. 

•	 Remember that if you minimise a hazard you are required to continue to monitor 
the hazard and the controls you have put in place.

In six months’ time, have a look at it all again to see that you and your staff are involved 
and taking preventative action. Is your plan effective? 

What does a hazard record look like?

On page 8 is an example of how to record this information for each of the three parts. There 
is also a template for you to photocopy and record your workplace hazards.

Information on managing specific hazards, best practice and codes of practice are available 
from www.acc.co.nz and www.dol.govt.nz
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Questions to ask when buying equipment, tools etc

•	 What safety information has been obtained regarding the item?

•	 What hazards are associated with the item?

•	 What health and safety risks will the item introduce?

•	 What strategies need to be implemented to ensure safety during installation, 
transport, handling and storage?

•	 What changes need to be made to work procedures and training?
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Further resources for small businesses

ACC brochures for small business:

•	 Improving workplace safety and health.

•	 Training and supervision.

•	 Emergencies and incident investigation.

Visit www.acc.co.nz/preventing-injuries or call 0800 844 657.
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