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Ngatuhoa Lodge Safety 
Management System 
Administered by the Ngatuhoa Lodge Outdoor Education Society Incorporated.  

Part 3 Ngatuhoa Lodge Hazard and Risk Management HARMs 



 

 

Part three Ngatuhoa Lodge HARMs index: 

3.1 Six hour hike Te Rere I Oturu falls HARM’s.  

3.2 Flying fox HARM’s. 

3.3 Kayaking and Rafting HARM’s. 

3.4 Confidence course HARM’s. 

3.5 Swimming and jumping-hole HARM’s. 

3.6 River crossing HARM’s. 

3.7 Abseiling HARM’s. 

3.8 Night activities HARM’s. 

3.9 Rifle Range HARMS’s HARM’s. 

3.10 Cooking with gas and food preparation HARM’s. 

 

 



 
Activity: 3.1 Te Rere I Oturu Tramp     
Date:      
Activity 
Controller: 

John Harris – Or approved 
NZOIA/MSC instructor. 

    

Location: Ngatuhoa Lodge Participants 
No’s: 

TBA Supervision ratio: 1:10 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   

Minimise (M) 

Management Strategies: Whose 
responsibility: 

Location    
Slippery surface, 
potential fall 
HAZARD. M 

Participants are to be reminded prior to arrival and once at the base of the falls 
that the rock surface is extremely slippery! There is to be no running at the 
base of the falls. The tramp leader and other teacher/parents must continually 
monitor and control this hazard. 

 

Environment    

Severe / Adverse 
Weather. E 

Up to date weather forecast obtained pre-activity. Consideration given to 
weather forecast and impact on participant safety, site suitability and proposed 
activities. Appropriate decisions made. Weather monitored throughout activity 
and further appropriate decisions made. Modify or postpone programme. 

 

Terrain.   M Track surfaces can be very slippery. Take care on ascents and descents.  

Rivers. M Two river crossings so check river levels before attempting.  Have leader in 
river for assistance at bottom of DB hill. 

 

People    

Poor fitness levels M   Ensure participants are aware of effort required for all day hike. Remain 
behind if in doubt.  Set reasonable pace to suit group 

 

Exposure to sun, 
wind, 
temperature 
changes. 

M 

Include in pre-course briefing to bring along sun cream, hat, warm clothing and 
jacket to allow for sudden weather changes. Participants reminded at frequent 
intervals; role modelled by parents and teachers. Shade sought at appropriate 
times. 

 

Pre-existing 
medical 
conditions, 
accidental injuries 
during activity,  

M 

Pre-existing medical conditions disclosed prior to activity, re-iterated during 
pre-activity briefing on day. Stress in the pre-brief that they need to bring their 
own medication for any medical conditions they may have. Disclosed to 
instructor / Participants where is in case required i.e. epipen, inhaler etc… 
Ensure that there is a Group first aid kit with group and that everyone knows 
who has it.  
 

 

Inadequate food / 
fluid for activity 
(Course). 

M 
Pre-briefing emphasises need for breakfast, regularly eating snacks (incl. travel) 
& need for consistent hydration. Water available at Lodge. Leader provides for 
regular food & water breaks, 

 

Characteristics of 
participant group 
including size, 
age, gender, 
culture / ethnicity 

M 

Appropriate group management techniques applied including clear supervision 
structure and system – that is implemented and adhered to. Activity briefing 
outlines structure & boundaries.  Identify tail end Charlie. Spread adults 
through the group. 

 

Insufficient 
Activity briefing E Briefing to follow SOP Activity Briefing Checklist –Opportunity for participants 

to ask questions given – and answered! 
 

Equipment / 
Clothing 

   

Clothing or 
equipment not 
sufficient. 

E 

Pre-activity planning to ensure guidance given on appropriate clothing and 
equipment.  Check personal and p/pant equipment -Packs adjusted to fit well 
and clothing prior to use to ensure that is sufficient. Ensure all have warm 
waterproof clothing.  Carry spare rubbish bags. 

 

 

 
Ngatuhoa Lodge Hazard and Risk Management “HARM’s” form 
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Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If available to the lodge. 

 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring  
• Assess the situation and determine the severity of the event  
• Apply Ngatuhoa Lodge Emergency Procedure – SMS part 1.11 Emergency plan.  

 

First Aid Kit: Group First Aid Kit located at Lodge. All activities should have a basic first aid kit at the activity site. Recommended first 
aid kit supplies can be locate in the Lodge SMS, Part 4.5. 
 
Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: For all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 
4.3 PHEC reporting form. 
 

Getting lost: Stop, seek shelter & stay warm, conserve food, wait for searchers, if you hear them calling for you respond but only do 
so once you have heard them. Use a whistle if you have one, three blasts in distress and two blasts for searchers. For the full 
Ngatuhoa Lodge SAR procedure please refer to the lodges SMS, Part 1.13 Annex A SAR Procedures wall chart. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection. Treat for shock, get help, monitor 
and record vital signs. Record all relevant information such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Hypothermia (Cold Exhaustion): Stop activity, seek shelter (get out of the wind), remove all wet clothes, replace with dry ones, keep 
warm (rap patient in emergency blanket or sleeping bag), if conscious give light snacks and  lukewarm drinks with sugar (cordial, 
sweet tea), Keep warm. Seek medical help or advice by phone or radio. Unconscious: Same as above except nil by mouth, Place in a 
sleeping bag with another person in the recovery position and monitor. Keep the rescuer warm and well feed, rotate with other 
people if possible (we don’t want them getting hypothermia as well). 
 

Hyperthermia (Heat Exhaustion): Move person to cooler shaded area, sit or if feeling dizzy lie them down and elevate feet, remove 
excess clothing, give drinks particularly electrolytes, sponge bare skin with cool water, particularly around the neck and head.  
Dehydration Be able to recognise symptoms. Patient to rest and take fluids a little at a time until they are able to continue. 
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices that meet requirements  
□  First Aid kit that meets policy requirements  
□  and Instructors meet minimum warrant requirements 
□  Supervision structure meets specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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Activity: 3.2 Flying Fox     
Date:      
Activity 
Controller: 

Teacher/parent deemed 
competent by the 
custodian/ Instructor. 

    

Location: Ngatuhoa Lodge Participants 
No’s: 

10 Supervision ratio: 1:10 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   

Minimise (M) 

Management Strategies: Whose 
responsibility: 

Location    
Injuries due to 
slips. 

M No running in adverse weather, stick to known tracks and walking not 
running. All participants and to wear closed foot wear – no jandals or 
gumboots are to be worn. 

 

Environment    

Severe / Adverse 
Weather M 

Up to date weather forecast obtained pre-activity. Consideration given to 
weather forecast and impact on participant safety, site suitability and 
proposed activities. Appropriate decisions made. Weather monitored 
throughout activity and further appropriate decisions made. Modify or 
postpone programme. 

 

People    
Injuries due to 
lose clothing/ 
hair 

I 
No lose clothing to be worn at any time and hair is to be tied up at all times 
when using the flying fox.   

 

Exposure to sun, 
wind, 
temperature 
changes. 

M 

Include in pre-activity briefing to bring along sun cream, hat, warm clothing 
and jacket to allow for sudden weather changes. Participants reminded at 
frequent intervals; role modelled by CI’s. Shade sought at appropriate 
times. 

 

Pre-existing 
medical 
conditions, 
accidental 
injuries during 
activity. 

M 

Pre-existing medical conditions disclosed prior to activity, re-iterated during 
pre-activity briefing on day. Stress in the pre-brief that they need to bring 
their own medication for any medical conditions they may have. Disclosed 
to instructor / Participants where is in case required i.e. epipen, inhaler 
etc… Ensure that there is a Group first aid kit on site and that everyone 
knows where it is.  

 

Inadequate food 
or fluid for 
activity. 

M 
Pre-briefing emphasises need for breakfast, regularly eating snacks (incl. 
travel) & need for consistent hydration. Water available at Lodge. Course 
structure provides for regular food & water breaks, 

 

Injuries due to 
lose clothing or 
hair.  

M 
No lose clothing to be worn at any time and hair is to be tied up at all times 
when abseiling.   

 

Insufficient 
Activity briefing E Briefing to follow SOP Activity Briefing Checklist –Opportunity for 

participants to ask questions given – and answered! 
 

Equipment / 
Clothing 

   

Fatality or 
serious injuries 
due to falls. 

I 
All participants are to use harnesses, fall arrestors and safety slings to 
minimise to possibility of falls. All systems are checked and double checked 
throughout the activity. 

 

Damaged 
equipment or 
clothing. 

E 
Check item(s) before use to ensure that sufficient and fit for purpose. Check 
again after use & update condition / use on equipment log. Follow 
manufacturers use recommendations. 

 

 
Ngatuhoa Lodge Hazard and Risk Management “HARM’s” 
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Clothing or 
equipment not 
sufficient. 

E 

Check personal and participant’s equipment and clothing prior to use to 
ensure that is sufficient. Pre-activity planning to ensure guidance given on 
appropriate clothing and equipment.  Check long hair or scarves, loose 
items of clothing 

 

Injuries due to 
equipment 
failure.  

E 
By ensuring equipment is sufficient and fit for purpose, inspected prior to 
use, logs kept on all equipment and replacement and disposal policies in 
place as set by the industry standard and ASG. 

 

Improper use of 
clothing or 
equipment. 

M 
Follow manufacturer’s instructions and technical industry standards. 
Adhere to all SOP requirements.  

 

Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If available to the lodge. 

 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring  
• Assess the situation and determine the severity of the event  
• Apply Ngatuhoa Lodge Emergency Procedure – SMS part 1.11 Emergency plan.  

 

First Aid Kit: Group First Aid Kit located at Lodge. All activities should have a basic first aid kit at the activity site. Recommended first 
aid kit supplies can be locate in the Lodge SMS, Part 4.5. 
 

Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: For all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 4.3 
PHEC reporting form. 
 

Getting lost: Stop, seek shelter & stay warm, conserve food, wait for searchers, if you hear them calling for you respond but only do so 
once you have heard them. Use a whistle if you have one, three blasts in distress and two blasts for searchers. For the full Ngatuhoa 
Lodge SAR procedure please refer to the lodges SMS, Part 1.13 Annex A SAR Procedures wall chart. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection. Treat for shock, get help, monitor 
and record vital signs. Record all relevant information such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Hypothermia (Cold Exhaustion): Stop activity, seek shelter (get out of the wind), remove all wet clothes, replace with dry ones, keep 
warm (rap patient in emergency blanket or sleeping bag), if conscious give light snacks and  lukewarm drinks with sugar (cordial, sweet 
tea), Keep warm. Seek medical help or advice by phone or radio. Unconscious: Same as above except nil by mouth, Place in a sleeping 
bag with another person in the recovery position and monitor. Keep the rescuer warm and well feed, rotate with other people if 
possible (we don’t want them getting hypothermia as well). 
 

Hyperthermia (Heat Exhaustion): Move person to cooler shaded area, sit or if feeling dizzy lie them down and elevate feet, remove 
excess clothing, give drinks particularly electrolytes, sponge bare skin with cool water, particularly around the neck and head.  
Dehydration Be able to recognise symptoms. Patient to rest and take fluids a little at a time until they are able to continue. 
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices that meet requirements  
□  First Aid kit that meets requirements  
□  Instructors meet minimum warrant requirements 
□  Supervision structure meets specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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Activity: 3.3 Kayaking/ Rafting     
Date:      
Activity 
Controller: 

Designated Teacher / 
parent. 

    

Location: On the canal near 
Ngatuhoa Lodge 

Participants 
No’s: 

TBA Supervision ratio: 1:5 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   
Minimise 

(M) 

Management Strategies: Whose 
responsibility: 

Location    
Slippery Banks 
Jetty M Warn and take care that these areas can be very slippery when wet  

Entrapment by 
strainers / hydro 
scheme intakes 

M 

All participants are to be briefed on the “NO GO AREAS”. The Kayaking and 
rafting canal is own and operated by Trustpower. With this in mind the canal is 
designed to direct water for hydro electricity production and the water levels 
can rise and fall suddenly even if it is not raining. The leader must pay particular 
attention the water level and water quality throughout the day. If the water 
becomes dark due to rain “Tannins from plant material” and the bottom of the 
canal cannot be seen the activity is to stop until the water quality has 
improved. 

 

Environment    
Current M Ensure that  clients only kayak in canal  
Raised water levels E Stay away from these areas when canal is in flood. Check weather conditions.  
People    
Lack of knowledge 
/technique/ water 
skills 

M 
 Leaders skilled at instruction. Demonstrate correct techniques.  

Inattentive 
supervision M Adults to actively supervise.  

Not following 
instructions M Ensure students listen, remove from activity if breaking rules.  

Insufficient Activity 
briefing E Briefing to follow SOP Activity Briefing Checklist –Opportunity for participants 

to ask questions given – and answered! 
 

Trapped under 
kayak or raft M 

All participants are to be taught what to do if trapped upside-down in kayak 
“Use hands to bang of bottom of kayak, side hands back and forward to find 
rescuing kayak or pole, self-escape if possible.   

 

Equipment / 
Clothing 

   

Faulty or no life 
jackets. M  Issue lifejackets and ensure they are fitted correctly.  

Holes in canoes. M Check canoes before placing in water. Ensure canoes are carried by two people 
but not dragged. All equipment is inspected IAW with the Monthly check sheet. 

 

Unsuitable clothing M  Check students have warm layer, towels, sunhats and sunscreen  
 

 

 

 

 

 
Ngatuhoa Lodge Hazard and Risk Management “HARM’s” form 

 

 

 

 

 

© 3.3 HARMS Kayaking and rafting V1 Sep 14 



 
Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If available to the lodge. 

 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring  
• Assess the situation and determine the severity of the event  
• Apply Ngatuhoa Lodge Emergency Procedure – Ngatuhoa Lodge SMS Part 1.11 Annex A. 

 

First Aid Kit: Group First Aid Kit located at Lodge. 
 

Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: For all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 
4.3 PHEC reporting form. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection. Record all relevant information 
such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Hypothermia (Cold Exhaustion): Stop activity, seek shelter (get out of the wind), remove all wet clothes, replace with dry ones, keep 
warm (wrap patient in emergency blanket or sleeping bag), if conscious give light snacks and  lukewarm drinks with sugar (cordial, 
sweet tea), Keep warm. Seek medical help or advice by phone or radio. Unconscious: Same as above except nil by mouth, Place in a 
sleeping bag with another person in the recovery position and monitor. Keep the rescuer warm and well feed, rotate with other 
people if possible (we don’t want them getting hypothermia as well). 
 

Hyperthermia (Heat Exhaustion): Move person to cooler shaded area, sit or if feeling dizzy lie them down and elevate feet, remove 
excess clothing, give drinks particularly electrolytes, sponge bare skin with cool water, particularly around the neck and head.  
Dehydration Be able to recognise symptoms. Patient to rest and take fluids a little at a time until they are able to continue. 
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices that meet policy requirements available 
□  First Aid kit that meets policy requirements available 
□  Course director and Instructors meet minimum warrant requirements 
□  Supervision structure meets discipline specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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Activity: 3.4 Confidence course     
Date:      
Activity 
Controller: 

Teacher / parent / visitor 
to Ngatuhoa Lodge. 

    

Location:  Ngatuhoa Lodge Participants 
No’s: 

TBA Supervision ratio: 1:15 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   

Minimise (M) 

Management Strategies: Whose 
responsibility: 

Location    
Falls due to wet 
and slippery 
conditions. 

M 
This activity must not operate in wet conditions or if the activities are too wet.  

Environment    
Severe / Adverse 
Weather M 

Up to date weather forecast obtained pre-activity. Consideration given to 
weather forecast and impact on participant safety. Appropriate decisions 
made. Weather monitored throughout activity and further appropriate 
decisions made. Modify or postpone programme. 

 

Obstacle surfaces 
wet and damp.  M Check surfaces. If there has been any rain or dew the surface will need to dry 

out.   Some elements may need to be isolated if wet. 
 

People    
Insufficient 
instruction given, 
inadequate skills 
taught. 

E 

Make sure all elements are taught before student’s attempt.  

Exposure to sun, 
wind, 
temperature 
changes. 

M 

Include in pre-course briefing to bring along sun cream, hat, warm clothing and 
jacket to allow for sudden weather changes.  

 

Pre-existing 
medical 
conditions, 
accidental injuries 
during activity,  

M 

Pre-existing medical conditions disclosed prior to activity.  Stress    they need to 
bring their own medication for any medical conditions they may have. 
Disclosed to instructor / participants where is in case required i.e. epipen, 
inhaler etc… Ensure that there is a Group first aid kit on site and that everyone 
knows where it is.  

 

Inadequate food / 
fluid for activity  M 

Pre-briefing emphasises need for regularly eating snacks & need for consistent 
hydration. Water available at Lodge. Programme provides for regular food & 
water breaks, 

 

Inattentive 
supervisors and 
spotters. 

M 

Supervisors must be vigilant and watch at all times to ensure the correct 
techniques are being used and spotters are watching their buddy and are using 
the correct spotting technique. See Annex $% to SOP for the correct spotting 
technique. 

 

Equipment / 
Clothing 

   

Damaged 
equipment. E Check item(s) before use to ensure that sufficient and fit for purpose. Check 

again after use & update condition. 
 

Clothing not 
sufficient. E 

Check personal and p/pant equipment and clothing prior to use to ensure that 
is sufficient. Pre-activity planning to ensure guidance given on appropriate 
clothing and equipment.  Check long hair or scarves, loose items of clothing.  

 

Equipment or 
clothing not fit for 
purpose. 

E 
Check all elements, personal and participants equipment and clothing prior to 
use. Use an equipment log if necessary.  
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© 3.4 HARMs Confidence Course V1 Sep 14 



 
 
Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If available to the lodge. 

 
 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring  
• Assess the situation and determine the severity of the event  
• Apply Ngatuhoa Lodge Emergency Procedure – SMS part 1.11 Emergency plan.  

 

First Aid Kit: Group First Aid Kit located at Lodge. 
 

Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: For all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 4.3 
PHEC reporting form. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection. Treat for shock, get help, monitor 
and record vital signs. Record all relevant information such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Hypothermia (Cold Exhaustion): Stop activity, seek shelter (get out of the wind), remove all wet clothes, replace with dry ones, keep 
warm (rap patient in emergency blanket or sleeping bag), if conscious give light snacks and  lukewarm drinks with sugar (cordial, sweet 
tea), Keep warm. Seek medical help or advice by phone or radio. Unconscious: Same as above except nil by mouth, Place in a sleeping 
bag with another person in the recovery position and monitor. Keep the rescuer warm and well feed, rotate with other people if 
possible (we don’t want them getting hypothermia as well). 
 

Hyperthermia (Heat Exhaustion): Move person to cooler shaded area, sit or if feeling dizzy lie them down and elevate feet, remove 
excess clothing, give drinks particularly electrolytes, sponge bare skin with cool water, particularly around the neck and head.  
Dehydration Be able to recognise symptoms. Patient to rest and take fluids a little at a time until they are able to continue. 
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices that meet policy requirements available 
□  First Aid kit that meets policy requirements available 
□  Course director and Instructors meet minimum warrant requirements 
□  Supervision structure meets discipline specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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Activity: 3.5 Swimming/jump hole.     
Date:      
Activity 
Controller: 

Teacher/parent or visitor 
to Ngatuhoa Lodge.  

    

Location: Ngatuhoa Stream. Participants 
No’s: 

TBA Supervision ratio: 1:5 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   

Minimise (M) 

Management Strategies: Whose 
responsibility: 

Location    
Slips and falls in 
into water due to 
slippery 
banks/rocks. 

M Participants are advised and are aware of slippery areas especially around river 
edges and rock type around Ngatuhoa Lodge. No running at any time. 

 

 

Trapped by 
strainers and 
under water 
debris.  

M Full inspection of the intendant swimming and jump holes. Avoid all areas 
where strainers are present. A full inspection done by the custodian/Instructor 
must be done after periods of heavy rain! Seek advice from the 
Custodian/Instructor if you have any concerns. 

 

Fast moving 
water 
entrapment.  

M No swimming or jumping should not occur if the water is too high and visibility 
is effected due to tannins in the water. Not having clear water makes effecting 
a rescue near impossible!  

 

Environment    

Severe / Adverse 
Weather. E 

Up to date weather forecast obtained pre-activity. Consideration given to 
weather forecast and impact on participant safety, site suitability and proposed 
activity.  Weather monitored throughout activity and further appropriate 
decisions made. Modify or postpone programme. 

 

Terrain.   M Track surfaces can be very slippery. Take care moving around river banks.  

Rivers. E Check river levels and water speed before attempting activity. Postpone or 
cancel if river is too swift. 

 

People    
Exposure to sun, 
wind, 
temperature 
changes. 

M 

Include in pre-course briefing to bring along sun cream, hat, warm clothing and 
jacket to allow for sudden weather changes. Participants reminded at frequent 
intervals; role modelled by parents and teachers. Shade sought at appropriate 
times. 

 

Pre-existing 
medical 
conditions, 
accidental injuries 
during activity,  

M 

Pre-existing medical conditions disclosed to instructor prior to activity, they 
need to carry their own medication for any medical conditions they may have. 
i.e. epipen, inhaler. Ensure that there is a Group first aid kit with group and that 
everyone knows who has it.  
 

 

Inadequate food / 
fluid for activity.  M 

Pre-briefing emphasises need for breakfast, regularly eating snacks (incl. travel) 
& need for consistent hydration. Water available at Lodge. Leader provides for 
regular food & water breaks, 

 

Insufficient 
Activity briefing E Briefing to follow SOP Activity Briefing Checklist –Opportunity for participants 

to ask questions given – and answered! 
 

Equipment / 
Clothing 

   

Clothing or 
equipment not 
sufficient. 

E 

Pre-activity planning to ensure guidance given on appropriate clothing and 
footwear and day packs.  Check personal and p/pant equipment –Footwear to 
be worn for activity. Ensure all have warm waterproof clothing.  Warm clothing 
and hats with students 
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Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If available to the lodge. 

 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring  
• Assess the situation and determine the severity of the event  
• Apply Ngatuhoa Lodge Emergency Procedure – SMS part 1.11 Emergency plan. 

 

First Aid Kit: Group First Aid Kit located at Lodge. 
 

Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: For all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 
4.3 PHEC reporting form. 
 

Getting lost: Stop, seek shelter & stay warm, conserve food, wait for searchers, if you hear them calling for you respond but only do 
so once you have heard them. Use a whistle if you have one, three blasts in distress and two blasts for searchers. For the full 
Ngatuhoa Lodge SAR procedure please refer to the lodges SMS, Part 1.13 Annex A SAR Procedures wall chart. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection. Treat for shock, get help, monitor 
and record vital signs. Record all relevant information such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Hypothermia (Cold Exhaustion): Stop activity, seek shelter (get out of the wind), remove all wet clothes, replace with dry ones, keep 
warm (rap patient in emergency blanket or sleeping bag), if conscious give light snacks and  lukewarm drinks with sugar (cordial, 
sweet tea), Keep warm. Seek medical help or advice by phone or radio. Unconscious: Same as above except nil by mouth, Place in a 
sleeping bag with another person in the recovery position and monitor. Keep the rescuer warm and well feed, rotate with other 
people if possible (we don’t want them getting hypothermia as well). 
 

Hyperthermia (Heat Exhaustion): Move person to cooler shaded area, sit or if feeling dizzy lie them down and elevate feet, remove 
excess clothing, give drinks particularly electrolytes, sponge bare skin with cool water, particularly around the neck and head.  
Dehydration Be able to recognise symptoms. Patient to rest and take fluids a little at a time until they are able to continue. 
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices that meet policy requirements available 
□  First Aid kit that meets policy requirements available 
□  Course director and Instructors meet minimum warrant requirements 
□  Supervision structure meets discipline specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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Activity: 3.6 River Crossing     
Date:      
Activity 
Controller: 

Approved teacher/parent 
or NZOIA/MSC instructor. 

    

Location: Several rivers to be used in 
and around the lodge 

Participants 
No’s: 

TBA Supervision ratio: 1:5 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   

Minimise (M) 

Management Strategies: Whose 
responsibility: 

Location    
Slips and falls in 
into water due to 
slippery 
banks/rocks. 

M Participants are advised and are aware of slippery areas especially around river 
edges and rock type around Ngatuhoa Lodge. No running at any time. 

 

 

Trapped by 
strainers and 
under water 
debris.  

M Full inspection of the intendant crossing point by leader/ instructor. Avoid all 
areas where strainers are present. 

 

Fast moving 
water 
entrapment.  

M No river crossing lessons should occur if the water is too high and visibility is 
effected due to tannins in the water. Not having clear water makes effecting a 
rescue near impossible!  

 

Environment    

Severe / Adverse 
Weather. E 

Up to date weather forecast obtained pre-activity. Consideration given to 
weather forecast and impact on participant safety, site suitability and proposed 
activity.  Weather monitored throughout activity and further appropriate 
decisions made. Modify or postpone programme. 

 

Terrain.   M Track surfaces can be very slippery. Take care moving around river banks.  

Rivers. E Check river levels and water speed before attempting activity. Postpone or 
cancel if river is too swift. 

 

People    
Exposure to sun, 
wind, 
temperature 
changes. 

M 

Include in pre-course briefing to bring along sun cream, hat, warm clothing and 
jacket to allow for sudden weather changes. Participants reminded at frequent 
intervals; role modelled by parents and teachers. Shade sought at appropriate 
times. 

 

Pre-existing 
medical 
conditions, 
accidental injuries 
during activity,  

M 

Pre-existing medical conditions disclosed to instructor prior to activity, they 
need to carry their own medication for any medical conditions they may have. 
i.e. epipen, inhaler. Ensure that there is a Group first aid kit with group and that 
everyone knows who has it.  
 

 

Inadequate food / 
fluid for activity.  M 

Pre-briefing emphasises need for breakfast, regularly eating snacks (incl. travel) 
& need for consistent hydration. Water available at Lodge. Leader provides for 
regular food & water breaks, 

 

Insufficient 
Activity briefing E Briefing to follow SOP Activity Briefing Checklist –Opportunity for participants 

to ask questions given – and answered! 
 

Equipment / 
Clothing 

   

Clothing or 
equipment not 
sufficient. 

E 

Pre-activity planning to ensure guidance given on appropriate clothing and 
footwear and day packs.  Check personal and p/pant equipment –Footwear to 
be worn for activity. Ensure all have warm waterproof clothing.  Warm clothing 
and hats with students 
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Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If available to the lodge. 

 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring  
• Assess the situation and determine the severity of the event  
• Apply Ngatuhoa Lodge Emergency Procedure – SMS part 1.11 Emergency plan. 

 

First Aid Kit: Group First Aid Kit located at Lodge. 
 

Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: For all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 
4.3 PHEC reporting form. 
 

Getting lost: Stop, seek shelter & stay warm, conserve food, wait for searchers, if you hear them calling for you respond but only do 
so once you have heard them. Use a whistle if you have one, three blasts in distress and two blasts for searchers. For the full 
Ngatuhoa Lodge SAR procedure please refer to the lodges SMS, Part 1.13 Annex A SAR Procedures wall chart. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection. Treat for shock, get help, monitor 
and record vital signs. Record all relevant information such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Hypothermia (Cold Exhaustion): Stop activity, seek shelter (get out of the wind), remove all wet clothes, replace with dry ones, keep 
warm (rap patient in emergency blanket or sleeping bag), if conscious give light snacks and  lukewarm drinks with sugar (cordial, 
sweet tea), Keep warm. Seek medical help or advice by phone or radio. Unconscious: Same as above except nil by mouth, Place in a 
sleeping bag with another person in the recovery position and monitor. Keep the rescuer warm and well feed, rotate with other 
people if possible (we don’t want them getting hypothermia as well). 
 

Hyperthermia (Heat Exhaustion): Move person to cooler shaded area, sit or if feeling dizzy lie them down and elevate feet, remove 
excess clothing, give drinks particularly electrolytes, sponge bare skin with cool water, particularly around the neck and head.  
Dehydration Be able to recognise symptoms. Patient to rest and take fluids a little at a time until they are able to continue. 
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices that meet policy requirements available 
□  First Aid kit that meets policy requirements available 
□  Course director and Instructors meet minimum warrant requirements 
□  Supervision structure meets discipline specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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Activity: 3.7 Abseiling lower and 

advanced walls. 
    

Date: Throughout the year.     
Activity 
Controller: 

Approved MSC or NZOIA 
warrant holder. 

    

Location: Ngatuhoa Lodge Participants 
No’s: 

10 Supervision ratio: 1:10 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   

Minimise (M) 

Management Strategies: Whose 
responsibility: 

Location    
Terrain –  
Abseiling wall 
surface  

M Check surface. If there has been any rain or dew the surface will need to 
dry out.   Delay start of the programme until surface is dry. 

 

Environment    

Severe / Adverse 
Weather M 

Up to date weather forecast obtained pre-activity. Consideration given to 
weather forecast and impact on participant safety, site suitability and 
proposed activities. Appropriate decisions made. Weather monitored 
throughout activity and further appropriate decisions made. Modify or 
postpone programme. 

 

People    
Injuries due to 
slips and falls in 
and around the 
abseil zones. 

M 

By the use of Harnesses, fall arrestors and safety slings to minimise to 
possibility of falls. All systems are checked and double checked throughout 
the activity, no running in adverse weather, stick to known tracks and 
walking not running. All participants and to wear closed foot wear – no 
jandals or gumboots are to be worn. 

 

Exposure to sun, 
wind, 
temperature 
changes. 

M 

Include in pre-activity briefing to bring along sun cream, hat, warm clothing 
and jacket to allow for sudden weather changes. Participants reminded at 
frequent intervals; role modelled by CI’s. Shade sought at appropriate 
times. 

 

Pre-existing 
medical 
conditions, 
accidental 
injuries during 
activity. 

M 

Pre-existing medical conditions disclosed prior to activity, re-iterated during 
pre-activity briefing on day. Stress in the pre-brief that they need to bring 
their own medication for any medical conditions they may have. Disclosed 
to instructor / Participants where is in case required i.e. epipen, inhaler 
etc… Ensure that there is a Group first aid kit on site and that everyone 
knows where it is.  
 

 

Inadequate food 
or fluid for 
activity. 

M 
Pre-briefing emphasises need for breakfast, regularly eating snacks (incl. 
travel) & need for consistent hydration. Water available at Lodge. Course 
structure provides for regular food & water breaks, 

 

Injuries due to 
lose clothing or 
hair.  

M 
No lose clothing to be worn at any time and hair is to be tied up at all times 
when abseiling.   

 

Insufficient 
Activity briefing E Briefing to follow SOP Activity Briefing Checklist –Opportunity for 

participants to ask questions given – and answered! 
 

Equipment / 
Clothing 

   

Damaged 
equipment or 
clothing. 

E 
Check item(s) before use to ensure that sufficient and fit for purpose. Check 
again after use & update condition / use on equipment log. Follow 
manufacturers use recommendations. 
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Clothing or 
equipment not 
sufficient. E 

Check personal and participant’s equipment and clothing prior to use to 
ensure that is sufficient. Pre-activity planning to ensure guidance given on 
appropriate clothing and equipment.  Check long hair or scarves, loose 
items of clothing 

 

Injuries due to 
equipment 
failure.  

E 
By ensuring equipment is sufficient and fit for purpose, inspected prior to 
use, logs kept on all equipment and replacement and disposal policies in 
place as set by the industry standard and ASG. 

 

Improper use of 
clothing or 
equipment. 

M 
Follow manufacturer’s instructions and technical industry standards. 
Adhere to all SOP requirements.  

 

Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If available to the lodge. 

 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring  
• Assess the situation and determine the severity of the event  
• Apply Ngatuhoa Lodge Emergency Procedure – Ngatuhoa Lodge SMS, Part 1.11 Annex A – Emergency procedures. 

 

First Aid Kit: Group First Aid Kit located at Lodge. All activities should have a basic first aid kit at the activity site. Recommended first 
aid kit supplies can be locate in the Lodge SMS, Part 4.5. 
 

Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: For all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 
4.3 PHEC reporting form. 
 

Getting lost: Stop, seek shelter & stay warm, conserve food, wait for searchers, if you hear them calling for you respond but only do 
so once you have heard them. Use a whistle if you have one, three blasts in distress and two blasts for searchers. For the full 
Ngatuhoa Lodge SAR procedure please refer to the lodges SMS, Part 1.13 Annex A SAR Procedures wall chart. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection. Treat for shock, get help, monitor 
and record vital signs. Record all relevant information such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Hypothermia (Cold Exhaustion): Stop activity, seek shelter (get out of the wind), remove all wet clothes, replace with dry ones, keep 
warm (rap patient in emergency blanket or sleeping bag), if conscious give light snacks and  lukewarm drinks with sugar (cordial, 
sweet tea), Keep warm. Seek medical help or advice by phone or radio. Unconscious: Same as above except nil by mouth, Place in a 
sleeping bag with another person in the recovery position and monitor. Keep the rescuer warm and well feed, rotate with other 
people if possible (we don’t want them getting hypothermia as well). 
 

Hyperthermia (Heat Exhaustion): Move person to cooler shaded area, sit or if feeling dizzy lie them down and elevate feet, remove 
excess clothing, give drinks particularly electrolytes, sponge bare skin with cool water, particularly around the neck and head.  
Dehydration Be able to recognise symptoms. Patient to rest and take fluids a little at a time until they are able to continue. 
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices meet requirements  
□  First Aid kit that meets requirements  
□  Instructors meet minimum warrant requirements 
□  Supervision structure meets specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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Activity: 3.8 Night activities.     
Date:      
Activity 
Controller: 

Teacher / parent or visitor 
to Ngatuhoa Lodge 

    

Location: At Ngatuhoa Lodge Participants 
No’s: 

TBA Supervision ratio: 1:10 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   

Minimise (M) 

Management Strategies: Whose 
responsibility: 

Location    
Protruding 
objects – 
Potential eye 
damage. 

M 

All potential eye hazards are removed along the route of both the short and 
long Burma trails. The monthly inspection also identifies any possible hazards 
and are removed by the custodian/instructor. 

 

 

Environment    
Slips and falls – 
Injuries, breaks 
and strains. 

M 
All participants are to wear close foot wear, stay on tracks or roads and follow 
Burma rope. The custodian also checks for any trip hazards on a monthly basis. 

 

 

Severe / Adverse 
Weather. M 

Up to date weather forecast obtained pre-activity. Consideration given to 
weather forecast and impact on participant safety, site suitability and proposed 
activities. Appropriate decisions made. Weather monitored throughout activity 
and further appropriate decisions made. Modify or postpone programme. 

 

People    
Inappropriate 
clothing – 
Hypothermia 

M 
All are to receive as part of the safety brief what to do in the event of becoming 
lost or separated. Teacher and parents should also carry a torch to assist with 
locating any lost or separated participants. 

 

Pre-existing 
medical 
conditions, 
accidental injuries 
during activity. 

M 

Pre-existing medical conditions disclosed prior to activity, re-iterated during 
pre-activity briefing on day. Stress in the pre-brief that they need to bring their 
own medication for any medical conditions they may have. Disclosed to 
instructor / Participants where is in case required i.e. epipen, inhaler etc… 
Ensure that there is a Group first aid kit on site and that everyone knows where 
it is.  

 

Lost or separated 
during the night 
activities. 

M All participants are to be briefed on the lost or separated procedure for the 
night activities. The full brief can be found in the SOPs.  

 

Equipment / 
Clothing 

   

Clothing or 
equipment not 
sufficient. 

 
Check participant’s clothing prior to activity to ensure that is sufficient. Pre-
activity planning to ensure guidance given on appropriate clothing and 
equipment.   

 

 

 

 

 

 

 

 
Ngatuhoa Lodge Hazard and Risk Management “HARM’s” 
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Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If available to the lodge. 

 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring  
• Assess the situation and determine the severity of the event  
• Apply Ngatuhoa Lodge Emergency Procedure – SMS part 1.11 Emergency plan.  

 

First Aid Kit: Group First Aid Kit located at Lodge. 
 

Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: or all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 
4.3 PHEC reporting form. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection.  Burns. Run under cold water for 30 
mins to reduce heat. Keep burn clean. Cover with glad wrap. Treat for shock, get help, monitor and record vital signs. Record all 
relevant information such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Hypothermia (Cold Exhaustion): Stop activity, seek shelter (get out of the wind), remove all wet clothes, replace with dry ones, keep 
warm (wrap patient in emergency blanket or sleeping bag), if conscious give light snacks and  lukewarm drinks with sugar (cordial, 
sweet tea), Keep warm. Seek medical help or advice by phone or radio. Unconscious: Same as above except nil by mouth, Place in a 
sleeping bag with another person in the recovery position and monitor. Keep the rescuer warm and well feed, rotate with other 
people if possible (we don’t want them getting hypothermia as well). 
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices that meet policy requirements available 
□  First Aid kit that meets policy requirements available 
□  Course director and Instructors meet minimum warrant requirements 
□  Supervision structure meets discipline specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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Activity: 3.9 Rifle Range     
Date:      
Activity 
Controller: 

Approved MSC, NZDA, and 
NZRA warrant holder. 

    

Location: Ngatuhoa Lodge Participants 
No’s: 

10 Supervision ratio: 1:1 When firing. 
1:30 For lessons on firearm safety. 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   

Minimise (M) 

Management Strategies: Whose 
responsibility: 

Location    
Splash back from 
bullet catch. I Participants must only fire their firearms from the platform provided and must 

wear safety classes. RSO 

Environment    
Severe / Adverse 
Weather. E 

Up to date weather forecast obtained pre-activity. Consideration given to 
weather forecast and impact on participant safety, site suitability and proposed 
activities. Appropriate decisions made. Weather monitored throughout activity 
and further appropriate decisions made. Modify or postpone programme. 

RSO 

Terrain.   M Track surfaces can be very slippery. Take care on ascents and descents. P 
People    
Premature 
discharge of 
firearm. 

E 
All firearms are to be in the unloaded state and the bolt removed at all times. 
The bolt must only go be placed in the firearm one the firearm is on the range 
and the participant has been directed by the RSO. 

RSO/P 

Bullets missing 
bullet catch and 
leaving the range. E 

All participants are given the safety brief and must clearly identify their target 
prior to firing. The RSO must also indicate the axis of the range and also the left 
and right safety arcs to all participants. 
 

RSO/P 

Unauthorised 
entry into range 
danger area 
“RDA”. 

M 

All participants must have permission to enter the range complex and must not 
pass any red danger flags if they are posted. 
 RSO 

Bullets 
ricocheting of 
objects. 

E 
All participants are briefed and informed of the danger of ricochets and must 
only fire the firearms at their designated targets. RSO/P 

Equipment & 
clothing 

   

Operating 
firearms with 
inappropriate 
hearing 
protection 

E 

RSO must enforce that all participants on the firing platform and in the waiting 
area must wear the appropriate hearing protection, it meets national standards 
and is sufficient and fit for purpose. The recommended grade of hearing 
protection for calibre .22 is Grade 2. Calibres larger than .22 should consider 
hearing protection at Grade 3 level or higher. 

RSO/P 

Clothing or 
equipment not 
sufficient. E 

Pre-activity planning to ensure guidance given on appropriate clothing and 
equipment.  Check personal and p/pant equipment -Packs adjusted to fit well 
and clothing prior to use to ensure that is sufficient. Ensure all have warm 
waterproof clothing.  Carry spare rubbish bags. 

RSO/P 

Firearms 
malfunctioning 
due to lack of 
maintenance. 

E 

All firearms must be serviceable and well maintained. If the participants 
suspect a fault with their firearm then it SHOULD NOT be used on the range. It 
should be taken to a qualified armourer for inspection and maintenance.   RSO/P 

 

 

 

 
Ngatuhoa Lodge Hazard and Risk Management “HARM’s” 
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Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If info is available to the lodge staff. 

 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring: 
• Assess the situation and determine the severity of the event: 
• Apply Ngatuhoa Lodge Emergency Procedure – SMS part 1.11 Emergency plan. 

 

First Aid Kit: Group First Aid Kit located at Lodge. All activities should have a basic first aid kit at the activity site. Recommended first 
aid kit supplies can be locate in the Lodge SMS, Part 4.5. 
 

Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: For all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 
4.3 PHEC reporting form. 
 

Getting lost: Stop, seek shelter & stay warm, conserve food, wait for searchers, if you hear them calling for you respond but only do 
so once you have heard them. Use a whistle if you have one, three blasts in distress and two blasts for searchers. For the full 
Ngatuhoa Lodge SAR procedure please refer to the lodges SMS, Part 1.13 Annex A SAR Procedures wall chart. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection. Treat for shock, get help, monitor 
and record vital signs. Record all relevant information such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Hypothermia (Cold Exhaustion): Stop activity, seek shelter (get out of the wind), remove all wet clothes, replace with dry ones, keep 
warm (rap patient in emergency blanket or sleeping bag), if conscious give light snacks and  lukewarm drinks with sugar (cordial, 
sweet tea), Keep warm. Seek medical help or advice by phone or radio. Unconscious: Same as above except nil by mouth, Place in a 
sleeping bag with another person in the recovery position and monitor. Keep the rescuer warm and well feed, rotate with other 
people if possible (we don’t want them getting hypothermia as well). 
 

Hyperthermia (Heat Exhaustion): Move person to cooler shaded area, sit or if feeling dizzy lie them down and elevate feet, remove 
excess clothing, give drinks particularly electrolytes, sponge bare skin with cool water, particularly around the neck and head.  
Dehydration Be able to recognise symptoms. Patient to rest and take fluids a little at a time until they are able to continue. 
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices that meet requirements  
□  First Aid kit that meets requirements  
□  Instructors meet minimum warrant requirements 
□  Supervision structure meets specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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Activity: 3.10 Cooking with gas and 

food preparation. 
    

Date:      
Activity 
Controller: 

Teacher / parent student 
helpers 

    

Location: Ngatuhoa Lodge Participants 
No’s: 

TBA Supervision ratio: 1:7 

Communication 
means? 

PLB/Sat phones available 
via the custodian. 

Cell phone 
reception? 

Y/N Nearest reliable 
communication: 

Ngatuhoa Lodge 
Custodians/instructors cottage.  

Intentions left 
with? 

     

Hazard Identification & Management - include Significant Hazards only:                    (use additional pages if required) 
Eliminate: By ensuring that the hazard no longer exists, or is no longer part of the activity e.g. do not take people under a certain age or 
without a certain skill set. If this isn’t possible; 
Isolate: By putting in place a process or mechanism that keeps people away from the hazard e.g. establish a no-go zone or portage a 
rapid. If this isn’t possible; 
Minimise: By doing whatever can reasonably be done to lessen the hazard, this should be to a point where you no longer consider the 
hazard to be significant.   

Significant 
Hazard: 

Eliminate (E) 
Isolate (I)   

Minimise (M) 

Management Strategies: Whose 
responsibility: 

Location    
Carbon monoxide 
build up in 
kitchen. M 

All teacher and parent are to ensure that exhaust fan is used in kitchen area 
and windows are open to maintain good ventilation. All camp coking up 
camping stoves should be done in the BBQ area under teacher/parent 
supervision. 

 

Environment    
Water  
Contamination E All water at the lodge to be treated with filters and ultra Violet light Regularly 

tested by DHB.  All water for drinking to come from taps only 
 

Heat   E Large chillers and refrigeration for food storage  
Flies Insects M All scraps and rubbish in covered bins.   Store food or keep covered.  
Food 
Contamination M Cover food as prepped. Store in chiller and refrigerator.  

People    
Poor Hygiene M Provide hand washing facilities in food prep area.  Wash hands before prep or 

eating of food 
 

Illness I  Ensure patient is isolated. Maintain strict hygiene.   
Transmission of   
Disease M Hand washing and washing of dishes in hot soapy water.   

Food allergies M Identify allergens and avoid. May need to have special food and utensils  
Insufficient 
Activity briefing E Briefing to follow SOP Activity Briefing Checklist –Opportunity for participants 

to ask questions given – and answered! 
 

Equipment / 
Clothing 

   

Sharp knives M Students to use only under adult supervision.  Washed only by adults.  
Hot water M Warn students that water is hot. Adults only to carry hot water  

Work surfaces M  Clean and disinfect work surfaces, especially outside where animals may have  
walked over 

 

Dirty utensils M Ensure all utensils are washed and scrubbed in hot soapy water.  

Dirty tea towels M Ensure that fresh clean tea towels are used for drying dishes. Not used for 
wiping surfaces or faces or hands. 

 

Hot ovens and 
cookers M Keep students away from hot areas.  Take care and use insulated gloves when 

moving hot pans  opening ovens etc. 
 

 

 

 

 

 

 

 
Ngatuhoa Lodge Hazard and Risk Management “HARM’s” form 
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Participant medical 
details checked: 

Y/N Participants requiring special attention: 
If available to the lodge. 

 

Emergency Plan - include any location/venue, activity or person specific emergency details/information Ensure everyone knows 
what to do in case of an emergency (if you are incapacitated) such as where the emergency equipment including communication 
device and first aid kit is located 

• Recognise an emergency has occurred/ is occurring  
• Assess the situation and determine the severity of the event  
• Apply Ngatuhoa Lodge Emergency Procedure – SMS part 1.11 Emergency plan. 

 

First Aid Kit: Group First Aid Kit located at Lodge. 
 

Additional Emergency landlines available at: Custodians Cottage. 
 

Additional emergency No’s: For all emergencies your first point of call is 111. Ask them for the assistance you require. Be prepared to 
provide them information on the patient. A copy of the Pre hospital reporting form can be found in the lodges SMS document; Part 
4.3 PHEC reporting form. 
 

Injury:  Apply appropriate first aid. Bleeding: pressure, cover and elevate fractures: support, immobilise, minimise patient’s pain, 
ensure an adequate blood supply to any fractured limbs, protect an open fracture from infection.  Burns. Run under cold water for 30 
mins to reduce heat. Keep burn clean. Cover with glad wrap. Treat for shock, get help, monitor and record vital signs. Record all 
relevant information such as how the incident occurred, any medication that was given and when. 
 

Death:  Cover, call police, initiate Ngatuhoa Lodge’s Emergency Communication process, and manage group. Look for signs of life and 
apply appropriate first aid.  If person deceased, cover the body, secure the group.  Contac police for further advice.  
 

Allergic reaction (Bee Sting or other): Establish if the victim is allergic if not treat irritation, remove sting etc. If they are allergic, this 
would have been established before activity, give medication e.g. adrenaline too largest muscle nearest the sting.  If they are not 
allergic, they may choose to have an antihistamine (upon parent approval in the case of juniors) to help with the swelling and 
irritation. Rest and observe and seek medical help, evacuate if needed.  If they are not allergic, they may choose to have an 
antihistamine (upon parent approval in the case of juniors) to help with the swelling and irritation. 
Hazard Management Checklist 
□  Hazards assessed for significance   
□  Significant hazards included on page 1   
□  Communication devices that meet policy requirements available 
□  First Aid kit that meets policy requirements available 
□  Course director and Instructors meet minimum warrant requirements 
□  Supervision structure meets discipline specific SOPs 
□  Participant medical details checked 
□  Intentions left (if required) 
□  Activity level is appropriate to the groups capability 
Sign off: 
President Ngatuhoa Lodge outdoor 
education society incorporated: 

 Instructor/Custodian 
Ngatuhoa Lodge 
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