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Cordis Auckland is committed to providing a safe and healthy work environment for all colleagues,
guests, visitors, contractors and sub-contractors. This includes the aim of Cordis Auckland
maintaining ACC audit compliance as part of the organisations commitment to health and safety.
Cordis Auckland encourages contractor involvement and consultation with management of continuous
improvement in health and safety.

As the PCBU, the Managing Director has appointed Health & Safety Officers who will monitor and
exercise due diligence through all matters of Health & Safety as well as daily business.

This manual and the Hazard Management Procedures manual contain Cordis Auckland health and
safety standards, procedures and forms. Its purpose is to provide guidance to all colleagues and
contractors, including managers and supervisory colleagues, enabling them to maintain the quality of
health and safety standards required within their areas of responsibility.

The manual is the guide to be used when doing business on the premises.

The policies and procedures in this manual must not be plagiarised in any way or for any reason. All
Health and Safety training will be based on this manual. Accident reporting forms should be on the
official CDAKL Workplace Injury Investigation report form.

This manual is a working document and as such is reviewed each year and as required by changes in
legislation governing health and safety. Any proposed changes will be forwarded to hotel Health and
Safety committee for comment and input.

If you believe you can improve or add to an existing from or policy; please inform the Safety and
Security Manager so that the changes can be evaluated.
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CORDIS AUCKLAND IS COMMITTED TO PROVIDING A SAFE AND HEALTHY WORKING
ENVIRONMENT THAT WILL CONTRIBUTE TO THE WELL BEING OF ALL COLLEAGUES,
CLIENTS, GUESTS, VISITORS, CONTRACTORS AND ANY OTHER PERSONS ON SITE

1.

10.

As an employer and controller of premises where work is performed, Cordis Auckland has legal
obligations in relation to occupational health and safety.

Cordis Auckland is committed to abiding by occupational health and safety standards and legal
requirements as specified in the relevant legislation, regulations, codes of practice, standards and
policies.

Management of occupational health and safety is an integral part of management responsibilities
and applies to all persons and areas of operations within Cordis Auckland.

Cordis Auckland has made commitments and taken action to discharge its legislative obligations
and fulfil its commitment to occupational health and safety. These commitments and actions are
not a comprehensive list of managers’ and colleagues’ obligations. Accordingly from time to time
Cordis Auckland amends or expands upon the actions and commitments required of its colleagues,
contractors and managers in relation to occupational health and safety.

All senior managers, including all persons concerned in the management of Cordis Auckland have
a responsibility to ensure that resources are provided for maintaining and reviewing occupational
health and safety programmes and to place the importance of safety and health of colleagues,
guests, visitors and contractors ahead of the organisation’s assets and services. This may involve
assessing and enforcing compliance with Cordis Auckland’s occupational health and safety policies,
procedures and directions. Colleagues not at senior manager level also have occupational health
and safety obligations which are summmarised in this policy.

Risk management (including risk assessment and hazard identification) and consultation with
colleagues are encouraged as key elements of an effective occupational health and safety system
and are also required by law. Cordis Auckland will provide structured training, workplace
instruction and leadership to our management, trainers, assessors and colleagues to enable them to
work safely and assist Cordis Auckland in complying with its occupational health and safety
legislative obligations.

A system of accurate reporting and recording of occupational health and safety incidents and
injuries which is supported by all managers and colleagues shall be maintained in accordance with
applicable legislation.

All colleagues and contractors have a responsibility to take reasonable care for the safety and
health of other people (including contractors and guests) who are at Cordis Auckland's place of
work and who may be affected by their actions or omissions. All colleagues are obliged to cooperate
with Cordis Auckland or any of its delegated offices to enable compliance with Cordis Auckland's
legislative occupational health and safety obligations.

Cordis Auckland is committed to continuous improvement in OSH practices through regular self-
audits, mechanisms in place to ensure compliance with OSH legislative obligations, and the
ongoing participation of all colleagues including management.

Disciplinary action, up to and including dismissal, will be taken against any colleague (front line,
supervisors and managers) who has been found to have breached this policy.
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1. Loading dock — Packing and un-packing for an event

Potential Hazards:

A

p>

A
A

0 Always

p>

> > >

> >

> > >

Never

> > >

p>
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Crushing by vehicles

Blocking evacuation routes

Unauthorised access to the property

Injury to hotel colleagues and members of the public or guests

Contact the call centre to arrange for the appropriate team member to assist
you with directions to the correct function space.

Follow Cordis staff directions for parking and loading or off loading
Give way to machinery and use the safety mirror to ensure safe passage

Be mindful of the Wilson parking ramp next to The Great Room roller door.
Beware of traffic entering and leaving the parking building and do not block the
entrance.

Wear and use the appropriate personal protective equipment (PPE) when
loading and offloading

Use appropriate restraints when transporting or moving unstable loads or items

Leave your contact details with the banquets supervisor or Events coordinator
if you are leaving your vehicle unattended.

Obey all signage whilst on the property
Wear the contractor ID pass at all times
Isolate/barricade areas to exclude staff and/or public from work areas

Never access restricted hotel areas without the permission and company of
hotel colleagues

Never block access or egress routes
Never obstruct access to emergency equipment

Never leave your vehicle unattended without the authority of Cordis Banquet
staff

Never smoke in any of The Cordis’s function space. Only smoke in designated
areas.
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2. Acrobatics and Stunts

Potential Hazards

Injury to performers, guests or staff
Structural failure

Falls from heights

> > > >

Prop failure

Q Always

Conduct detailed hazard identification / risk assessment for the performance
and submit 2 weeks prior to the event

A Use qualified Cordis approved riggers

A Ensure that performers are only rigged by main beams

A Use competent , professional performers

A Ensure that a site briefing is held with all performers prior to the event.

A Ensure props are professionally constructed and thoroughly tested prior to use.

A Have performers complete warmup and practice exercises.

A Provide an accurate plan of location of performers throughout the duration of
the event and manage all performances with the aid of radio communication.

A Provide The Cordis Event Manager with a Certificate of Public Liability

insurance for at least $10 000 000-00.

A Determine public no-go zones, clearly mark the zones and supervise the areas
during performances.

A Safety checks to be done of all harnesses, equipment and personal equipment
assemblies prior to the event or display

A Provide adequate lighting

A Communicate with The Cordis management regarding challenges faced during
performances or events to ensure constant improvement.

A Allow last minute changes to agreed plans without obtaining the endorsement
from Cordis Event manager / Banquet manager

A Allow performers who do not have the adequate or the appropriate training or
experience to conduct or be part of a performance at Cordis Auckland

A Rig performers from lighting bars
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3. Bringing animals on site

Potential Hazards

> > > D> > D> D> D>

0 Always

>

>

> > >y >y > D

>

>

Never

Isste Date: 01 April 2016
ReviewDate:27 June2024

Losing control of frightened Animal

Animals biting or kicking

Large animals knocking or crushing people
Injury to animals from slipping or falling

Food hygiene / contamination

General hygiene — animal faeces in public areas
Allergies or phobias

Distress

Adverse publicity

A professional handler must escort and supervise the animal at all times

Ensure that the animals are docile in nature and are reared for use near crowds
of people and experienced in production work.

Keep animals restrained or confined (Snakes / reptiles) must be covered at all
times in the back of house area

Move animals at a walking pace or slower
Plan entry and exit routes and consider food hygiene locations

Ensure that the animals are fitted with injury protection, particular if using
loading lifts

Consider administering an enema to the animals prior to the event

Provide staff and equipment to clean up waste

Develop and share the contingency plan on how to deal with emergencies
Provide a Certificate of Public Liability Insurance for at least $10 000 000-00.
Rehearsal process in place to allow for practice.

Keep the animals in a calm and quiet environment at the back of house area
and provide adequate and appropriate food and water.

Arrange for carpet or alternative for loading dock and lift areas when bringing
horses on site.

Contact the banquet manager when arriving with large animals on site.

Remove all animals from site immediately following the performance and
ensure that all dirt has been cleaned.

Leave animals unattended

Use live goldfish on tables in function rooms or public areas.
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4. Fire Performers

Potential Hazards

A Flammable liquid spills

A Ignition of combustible materials

A Injury to people — burns

A Activation of fire alarms - total evacuation

0 Always

A Follow procedure ??? prior to approving the performance

A Use qualified, experience performers only

A Obtain a copy of the performer profile and experience prior to confirming the
performance

A Obtain a risk assessment / job safety Analysis / Work Method Statement from
the performer

A Obtain permission from the Chief Engineer to isolate the smoke alarms prior to
the event

A Always contain fire performances to a defined performance areas

A Have relevant Material Safety Data Sheets (MSDS) available on site and follow
requirements.

A Use the minimum volume of liquid required for the act

A Keep the liquid in a spill container tray

A Keep unintentional ignition sources clear of flammable liquid storage

A Determine a “NO GO” zone (at least 3 metres). Barricade the area to keep the
public and potential flammable surrounds clear.

A Provide additional fire extinguishers and a dedicated spotter.

A Ensure a trained first aider and first aid supplies are on standby during the act.

A Provide a Certificate of Public Liability Insurance for at least $10 000 000-00.

A Contact The Cordis Security in case of an emergency — 09 3002862.

0 Never
A Never use water to extinguish a flammable liquid fire.

A Never conduct blowouts inside Cordis Auckland premises.
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5. Foggers, hazers, Smoke Machine

Potential Hazards

> > >y > > D>

0 Always
A

> >

> > > >y > > D>

>

Isste Date: 01 April 2016
ReviewDate:27 June2024

Inhalation of mist

Throat, repertory irritation in susceptible people
Reduced visibility

Slippery residue causing a possible slip hazard
Burns

Anxiety in some people

Obtain permission from the Chief Engineer to isolate the smoke alarms prior to
the event

Use non-hazardous liquid only — Check Material Safety Data Sheets (MSDS)

Obtain and keep with the machine the MSDS from the supplier of the chemicals
and follow all safety instructions.

Minimise the use of atmospheric effects to obtain theatrical effects

Place non-slip coverings on walkways that may be affected by machine residue
Direct the machine to minimize contact with the public

Guard the machine outlet to prevent burns and ensure no unauthorised contact
Ensure machines are tagged and tested and in date.

Advise all staff in the area of the intention to use the substance (pre-event)

Direct smoke and vapour away from the exits, egress paths, stairwells and
emergency exit routs

Ensure appropriate storage in well ventilated areas (all substances in original
containers)

Ensure general public are alerted to haze effects in the brochure and display at
entry to even area.

Use chemicals that are unidentified or not in a clearly marked container
Use oil crackers
Use dry ice
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6. Laser Shows

Possible Hazards

Damage to eyes

Skin burns

Electrical hazards
Atmospheric contaminants

> > >y D> >

Panic

0 Always
A Use a qualifies operator to install and supervise the operation of the laser

equipment

A Follow national standards for laser power and audience scanning limits

A Any laser exceeding Class 1 or 2 to be approved by the Chief engineer / Security
Manager

A Set-up laser equipment to avoid prolonged direct eye contact

A Establish “NO GO” zones during laser operation

A Have the operator nominate a trained laser safety officer to supervise the laser

operation. (Safety officer — should be provided by the contractor and should
advise on the safety aspects of any new installation, examine the equipment,
safety devices & ensure documentation in adequate)

A Obtain permission / permits to operate lasers if near public roads and in open
spaces

A Follow electrical safety precautions

A Obtain documentation of detailed specifications prior to the event.

A Provide adequate security to ensure there is no interference with the
installation.

A At open air displays, consider reflection from surrounding structures, buildings
and potential interference.

A Alert general public to strobe lighting effects.

A Provide a Certificate of Public Liability Insurance for at least $10 000 000-00.

Never

A Never operate where a person could look directly into a laser beam.
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7. Noise

Possible Hazards

A
A
A
A
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Temporary or permanent hearing loss
Difficult communication

Missed warning signals

Fright / panic

Obtain proposed noise level and duration prior to the event
Select lowest noise level equipment when options are available.
Locate speakers away from guests and staff where possible
Rotate staff to reduce time exposed to high noise levels

Notify guests in an event is to involve sudden loud noises

Provide hearing protection devices (with instructions on use) for all staff and
guests who may be exposed to noise levels that exceed 85dBA over the course of
and 8 hour period.

Provide headset communication for people who require verbal contact during
high nose events

Provide a risk assessment and identify required controls if noise is to exceed
85dBA, Time Weighted Average

Monitor noise levels throughout the event to ensure maximum exposure levels
are not being exceeded.

Cease audio upon hearing the emergency evacuation alarm

Never allow peak noise levels to exceed 140dBA for any duration

Never exceed noise limits 65dBA for an outdoor venue, measured outside the
nearest or most affected residential premises.

Never allow audiences within 3 metres of any speaker at an outdoor event.
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8. Outdoor events

Possible Hazards
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High wind blowing signs, umbrellas, tents, ets.
Water in electrical equipment

Blocked public access

Heat stress

Cold stress

Dehydration

Sunburn

Rain

Sun glare

Low light

Secure [ anchor all items that can be moved by the wind
Provide shelter for people and equipment from the weather

Obtain permission / permits for blocking public access ways from appropriate
councils / authorities

If public access is blocked ensure a traffic management plan is developed and
has been approved by the Chief Engineer and Security manager.

Provide ready access to drinking water

Encourage suitable clothing for the weather conditions.

Wear a hat, sunscreen or sunglasses on sunny days (even cold, sunny days)
Consider use of water misting fans during extreme heat

Consider first aid requirements and provide first aid kits

Consider the noise factor on our neighbours.
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9. Outdoor Broadcast (OB)

Possible Hazards

A

> > > >
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A
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Blocked access or egress
Illegal parking

Trip hazard

Electrical hazard
Unauthorised entry

Forward outside broadcast plan including vehicle positioning to Cordis Events
manager prior to approval of the event

Prior to arrival notify the Cordis Events manager prior to parking the OB
vehicle on site.

Obtain the necessary council permits if needed.

If public access is blocked ensure a traffic management plan is developed and
has been approved by the Chief Engineer and Security manager.

If possible, run leads overhead or on cable stands (at least 2,4m) in preference to
running along the ground

If cables run on the ground, cover with cable run covers.
Consult the Cordis Chief Engineer for Power requirements

Follow the prescribed safety instructions when operating Generators and
compressors on the premises.

All electrical installations but comply with National standards.
Barricade the area to prevent unauthorised access to the OB equipment

Don’t block access to emergency equipment
Don’t block access to firefighting equipment
Don’t block egress or emergency escape routes
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10. Pyrotechnics (Fireworks) & Chinese Firecrackers

Possible Hazards

Projectile striking a person

Fire

Noise

Public fear or panic

Electrical, smoke or fume inhalation
Limited visibility (Smoke)
Activation of Alarms

Property damage

Always
A Use only licensed or registered pyrotechnic operators.

I D D D

A Obtain a detailed risk assessment for the devices and materials to be used and
keep on file
A The operator must notify the local Fire service of the planned event and

complete the prescribed “Indoor pyrotechnic Display Written agreement and
Notification Form” or “Outdoor pyrotechnic Display Written agreement and
Notification Form”

Proof of submission is to be handed to the events coordinator.

Notify the Chief Engineer as well as the Security manager and arrange for the
smoke detectors to be isolated for the affected area.

Identify “NO GO” zones (at least 3 metres)

Use protective platform to safeguard hotel property.

Nominate a person to keep people clear of the NO GO zones

Identify and clear excess combustible materials to a safe area.

Have access to the Material Safety Data Sheets for all materials used during the
performance

Provide additional fire extinguishers or firefighting equipment where necessary.
Notify guests and staff if pyrotechnics are to be used and vantage point
available.

Provide necessary PPE if staff are working close to Pyrotechnics.

Provide a Certificate of Public Liability Insurance for at least $10 000 000-00.
Call Cordis Security in case of an emergency — 09 3002862

> P>y DD D> D> DD

- > 7
o
<
o)
1

Never handle pyrotechnics (especially misfired items) unless licenced.

A Never use pyrotechnics in conjunction with confetti use.

A Never use pyro cannons (use air based confetti cannons only)

A No pyrotechnics to be used on days when total fire ban has been declared.
A No Chinese fire crackers to be used inside the hotel property.
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11. Rigging

Possible Hazards
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Fall from equipment
Rigging failure
Electrical shock

Unstable work platform

Use licensed rigger

Submit rigging plans, floorplans, risk assessment and exclusion zones to the
event manager 2 weeks prior to the event.

Provide a Health and Safety Policy and Certificate of Public Liability Insurance
for at least $10,000,000-00.

Ensure prior written approval has been received by Cordis for all rigging
activities.

Obtain approval to work at height prior to conducting work

Ensure only authorised personnel access the palladium ceiling

Only rig aerial acts from the main beams in the Palladium ceiling.
Lower trusses and complete work at ground level if not;

Work from a scissor lift where practical

Work from a static cable way where practical.

Inspect all equipment prior to use.

Check that other items are not being rigged from the same spreader bar.
Barricade area below works to prevent pedestrian access.

Keep clear of, and report all, electrical hazards

Maintain housekeeping to minimise trip hazards

Have a Health & Safety Officer at all times when working at heights

Have an emergency retrieval plan (i.e pulley system if access above or scissor
lift below)

Install safety chains, cables on all overhead equipment. Use secondary safety
attachment on all equipment.

Tether tools and equipment when overhead

Deviate from Cordis rigging plans

Move rigging beams. All relocations have to be completed by Cordis preferred
rigger.

Rig people from lighting bars

Use load rigging equipment for height safety purpose

Conduct rigging at height when working alone

Allow persons to enter the area below overhead work without a hard hat.

Never allow equipment to be flown out without safety chains in place.
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12. Temporary seating

Possible Hazards
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Never
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Seating collapse

Overloaded seating platform
Unguarded edges, fall from height
Blocked access or egress

Trips or slips on steps

Obtain proposed noise level and duration prior to the event

Use a licensed rigger / scaffolder to construct the temporary seating platform in
accordance to prescribed regulations, code or best practice.

Obtain suppliers registration from building commission.

Have completed seating platforms inspected and signed off by the installer (and
where necessary, structural engineer) before use other staff or the public

Ensure side rails are meshed to prevent children from falling through.
Clearly mark walkways, steps, edges and exit routes
Plan for lighting

Ensure the surface is suitable for structure and obtain siting, building or
planning permits where required and supply Cordis event manager with a copy
of the approval.

Modify seating platforms

Erect signage, flags or marquees on temporary platforms unless included in the
engineers wind load calculations.

Store anything under the seating.
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13. Use of a Hydraulic Moving stage

Possible Hazards
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Structural failure
Hydraulic failure
Crushing

Falls from heights
Bodily injury
Damage to property

Notify the Cordis event manager to obtain approval from the Chief Engineer
when using a hydraulic stage

Conduct a detailed hazard identification/ risk assessment for a moving stage
Provide engineering calculations and safe work load limits

Ensure lifting equipment is tested and certified

Use fail safe equipment that will not fall should pressure be lost

Use licensed riggers/scaffolders to install the equipment

Use fall protection equipment on any work above 2 meters unless trained
performers

Highlight / mark performer “NO GO” zones during stage movement
Have security monitor the stage when not in use.

Request performer’s résumé to clarify experience.

Have a stage manager supervising all performances to ensure compliance.

Load moving stages above the calculated safe work load limit

Modify the staging structure. Modifications only permitted by licensed
rigger/scaffolder
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14. Use of Palladium Winches

Possible Hazards

A
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Overloaded equipment

Falling objects striking people below

Moving loads striking or catching on other objects
Unauthorised operation

Pinch points

Submit all rigging plans for approval 2 weeks prior to the event
Obtain approval from Cordis Event manager prior to using side winches

Ensure loads do not exceed the load rating of the winches (noes on each bar and
winch rail)

Use a qualified rigger to sling loads and submit T-number details to Cordis
Event manager 2 weeks prior to the event.

Barricade or display signs to prevent people walking under raising or lowering
loads

Use a spotter to guide raising or lowering loads
Keep hands and fingers away from the winching mechanisms.
Contact Cordis Security in case of emergency — 09 3002862

Never force a jammed winch

Never deviate from Cordis approved rigging plans and risk assessment
documentation.
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15. Vehicle Display

Possible Hazards
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Moving vehicle striking a person or object
Blocking access or egress

Overloading venue floor

Fuel or oil leak

Fire hazard

Damage to vehicle / property

Exhaust fumes

Obtain permission from Cordis Management to display vehicles and provide
vehicle insurance details prior to the event

Plan vehicle movements within the event to be isolated from public as far
possible and to be under supervision of wardens and/or security

Refer to the appropriate Cordis floor load limits for the area over which the
vehicle will be oved and sit

Ensure that only licensed drivers move or drive the vehicles

Drivers must not be under the influence of any prescribed medication, alcohol
or narcotics.

Drive at speed less than Skm/h, with the hazard lights on

Escort moving vehicles with a spotter who is a trained Cordis colleague
Keep pedestrians clear of moving vehicles

Ensure that all vehicles contain the minimum amount of fuel for the event.

Use drip trays under the vehicles (clients responsibility to provide all
equipment
Ensure that there is matting under each tire

Provide two spare sets of keys to Banquet manager for the vehicle to be moved
in an emergency

Minimise engine running times. Consider ventilation to reduce exhaust fumes.
Monitor diesel vehicle emissions.

Have the vehicles delivered to, and collected from The Great Room Roller door
from Liverpool Street.
Provide a Certificate of Public Liability Insurance for at least $10 000 000-00.

Turn a vehicle’s wheels tightly on the floor coverings.
Open fuel tanks whilst the vehicle is on site

Exceed the speed limit

Leave the vehicle unattended with the keys in the ignition
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16. Naked Flames

Possible Hazards

Isste Date: 01 April 2016
ReviewDate:27 June2024

Burns

Smoke inhalation

Fire

Property damage

Ignition of combustible materials
Activation of fire alarms

Ensure all candles under 30cm in height are enclosed. Eg. Glass Cylinder

Ensure vessel tea light / pillar is placed in a fire proof container that is higher
than the flame

Use fire proof containers for candles eg. Glass, ceramic etc.
Place candelabra away from flammable items eg. Flowers, table cloths

Place candelabras on fire proof mirror tile or non-flammable surface. Organiser
must supply items

Have all candelabras and table setups approved by the Cordis Events Manager
prior to the scheduled event

Identify combustible materials and position 10cm away from the base of the
candle eg. Table cloth, plants, napkins, decoration, menus, ornaments and gifts.

Use appropriate sized candles for candelabras. Height — 30cm.
Make sure holders are sturdy and won’t move or tip over easily.

Allow candles [/ candelabras that have no drip protection or suitable holders
Use candles that don’t fit into the holder protecting open flame.
Allow candles on the floor with no pillars
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17. Hanging Video Equipment

Possible Hazards

A Fall from height

A Items fall from height
A Electrocution

A Back / muscle strain

&
=
)
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2]

o

Obtain a permit to work at heights prior to conducting work

Make sure that the equipment does not exceed the load limits
Perform inspection tasks as per log book

Use a spotter back of house

Ensure all equipment is tested and tagged

Always check for safety straps and chains prior to taking up in the air
Always us two person lift when transferring equipment to EWP

> > > > > > >

Always inspect clamps and dropper poles prior to hanging.

z
o
<
o
R

> > > >y > D> D>

Climb into the lifter over the hand rails

Lean out of the scissor lift

Stand on the hand rails

Operate the lift when drowsy or tired

Never connect power before the fixture is properly rigged
Open a projector when connected to power

Move a projector in the roof by yourself
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18. Hanging Lighting Equipment

Possible Hazards
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Fall from height
Items fall from height
Electrocution

Burns

Submit a risk assessment and provide plans to the Cordis Events manager 2
weeks prior to the event

Obtain a permit to work at heights prior to conducting work
Ensure use of a licensed rigger if entering the Palladium roof space
Follow the lighting bar load capabilities whilst completing the task

Utilise elevated work platforms where possible to hang equipment from lighting
bars

Perform inspection tasks as per log book

Use a spotter back of house

Ensure all equipment is tested and tagged

Always check for safety chains prior to taking up in the air
Use gloves or cloth when handling globes

Never climb into the lifter over the hand rails

Lean out of the scissor lift

Stand on the hand rails

Operate the lift when drowsy or tired

Never connect power before the fixture is properly rigged

Never connect live power before the fixture is properly rigged
Never touch the fixture with bare hands whilst focussing lighting
Never open lights when connected to power
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19. Hanging Audio Equipment

Possible Hazards
A Fall from height

Items fall from height

A

A Back / muscle strain
A Hearing damage

A

Crushing

Obtain permit for working at height
Perform inspection tasks as per logbook
Use spotter in back of house

A

A

A

A Ensure all equipment is tested and tagged

A Always check for safety chains prior to taking up in the air

A Always us two person lift when transferring equipment to EWP
A

Always ensure using the correct bracket for make and model of the speaker

Never
A Never climb into the lifter over the hand rails

Lean out of the scissor lift

Stand on the hand rails

Operate the lift when drowsy or tired
Operate scissor lift when patrons are present
Never move a speaker in the roof by yourself

> > > > > > >

Never test speaker by putting your ear next to the box
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20. Erection of Temporary Stages

Possible Hazards

>

> > > >

Never

Blocked access [ egress

Injury to staff, performers and guests
Panic

Structural collapse

Fall from stage

Crushing

Use qualified staff to erect stages

Ensure stage structure is rated for its intended load and is level and even
Ensure excessive numbers of people do not enter or overload the stage
Use load rated ramps for wheel chair and vehicle access

Ensure stage pieces are strapped together to prevent separation

Ensure stage edges are marked up with permanent white tape or lighting

* Ensure stair risers for the stage no less that 150mm and not greater that
215mm

* Ensure stair goings for stages are not less than 215mm and not greater that
305mm.

Use handrails on all stage over 900mm, across back and half sides. (Risk
assessment may be required.)

Stages positioned 2m or less away from walls are required to have railing on the
side facing the wall regardless of stage height.

Ensure people using the stage are briefed on the surroundings of the stage.
Ensure chairs cannot slide off stage if no handrails present
Ensure adequate lighting is available when persons moving onto and of the stage

All centre stages that host entertainment, or are in the same location as
entertainment are required to have a security officer present.

Block fire exits, fire hydrants, fire hose reels, fire extinguishers, fire alarms or
any other emergency equipment.

Allow public on stage unescorted
Overload the stage

Use with fire act without risk assessment and protection.

* AS/ZNS 1657 — 1992: Fixed Platforms, Walkways, stairways and ladders — Design,
construction and installation
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21. Draping for Events

Possible Hazards

A
A
A

Always
A

A
A

>

> > >y D> >

> > >y > >
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Blocked access [ egress
Injury to staff and guests
Panic

If draping obscures emergency exit signs, install temporary, visible emergency
exit signage to indicate emergency exit routs.

Use 28” base plates for every individual push up when setting up draping lines.

Place spigots a lot the outer edge of the plate as supposed to in the centre when
draping along a vertical wall.

Ensure drape line is hard to the wall.

Ensure all doorways or access behind drape lines are blocked or marked “NO
ACCESS?” to ensure no one attempts to enter through a drape line

Sand bag plates if entry is required through the drape line (minimum 2 x
bags/plate) and have draping parted by ropes

Use safety chains to ensure drape lines to roof if draping above 4 metres
Use appropriate ladders and equipment to push up drapes.

Check draping each day of event

Ensure fire exit doors are not obstructed

Ensure draping is fire retardant

Apply method of placing spigots along the outer edge of the plate when draping
curved walls

Use drape line as entry if plates are not weighed down sufficiently.

Place equipment on base plates

Rest 3 Phase power devices on a baseplate or push up as they are conductive
Block fire exits with draping

Use chairs to set up draping
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22. AV control Room Housekeeping (2™ floor)

Possible Hazards

0 Always
A

> > > >

> >
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Slips, trips, falls

Manual Handling
Emergency access/egress
Electrocution

Inform the Events manager that access to the 2" floor AV room is required as
well as the reasons for the access.

Arrange for access to the AV room with the Events Manager
Ensure that there are no loose cables on the floor
Only qualified staff is to enter the room

Always keep the lights on when the room is in use or if someone is busy in the
room.

Store items in appropriate areas as marked
Ensure all electrical equipment is tested and tagged

Use the entrance corridor for temporary storage
Remove items from the room without prior approval
Restrict emergency access/egress
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23. Hanging of Set Equipment

Possible Hazards

A Fall from height
A Items fall from Height
A Back/ muscle sprain

0 Always

Obtain a permit to work at height prior to conducting work
Perform inspections as per log book
Use a spotter in back of house
Ensure all electrical equipment is tested and tagged
Always check for safety chains prior to taking up in the air

> > >y >y > D>

Always use two person lift when transferring sets to EWP

Never
A Climb into the lift over the hand rails

Lean out of the scissor lift
Stand on the hand rails

Operate the scissor lift when patrons are present

A
A
A Operate the scissor lift when drowsy or tired
A
A Hang an item you are unsure how it attaches
A

Hang equipment that exceeds the loads limits
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24, Combative Sporting events (boxing, MMA, etc.)

Potential Hazards:

A

A
A

Always
A

> > >

> > >

p>

Never

> >
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Physical injury to participants
Emotional charged crowds / participants
Injury to hotel colleagues and members of the public or guests

Ensure that medical professionals are on site, equipped to attend to any kind of
injury or trauma that can result from the sport taking place on the property. (St
Johns / Sports doctor)

Inform all participating teams that a medical team is on site with information
on their location with signage.

Allow for a designated area for the medical team to perform their duties; this
includes monitoring of the event.

Ensure that all participants are monitored after their event for possible trauma.

Notify the organiser, BQT manager and Security immediately should anyone
report any kind of injury during the event.

The injured person must be assessed by the onsite medical team and necessary
actions taken as a result of their diagnosis.

Have all licencing, registration and certification available for inspection at the
event.

Ensure that trained and certified security staff is on site who can deal with
emergency situations.

Allow for bio waste containers in order to dispose of contaminated linen, towels,
equipment or clothing. It will be the responsibility of the organiser to dispose of
all bio waste

Never leave a participant alone after an event. Make sure there are no after
effects from the event.

Never send an injured person alone to the hospital or doctor.

Do not allow for any bio waste to be disposed of with hotel recycling.
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The Great Room Height indicators

F|O%OW MX10 Coffer Rigging Bar|

Pelmet Speaker Perimeter Rigging Bar Celing

Celing of the Great ﬁium:l F JE—

388m 390m 400m 420m 465m >00M

Floor of the Great Room

Floor
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Certificates of Load Test — The Great Room

Certificate of Load Test

Customer: Cordis Hotel
Venue: Main Ballroom
Corner of Symonds and Hill 5t, Auckland
Date of test: 13 May 2024
ltems Tested: Dropper Bars [39 of ]
Test load: 450 kg on load cell [125% of Permissible load]

Test Method: Attach load cell and Lever hoist to dropper point and attach to
load [scissor lift 1000kg] Apply load after zercing load cell to
450kg on load cell. Note any diminishing of load in excess of 2%

Test Officer: Raymond J Calcutt
Results: Maximum load on each dropper bar of 350kg with the following
provisions:

Screwed fitting MUST engage by 5 full turns to sustain full load
Load must only be applied vertically [nil off vertical loads]

Only 50% of all dropper bars [19] can be fully loaded at any on

occasion

|, Raymond John Calcutt of 133 Waitakere Road, West Auckland certify above

works have been completed

F
W/

Signed: //f%_/[g i TL_
fod

£

Raymond J Calcutt

Date 16/5/24
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Certificates of Load Test — The Great Room

Customer:

Venue:

Date of test:
ltems Tested:
Test load:

Test Method:

Test Officer:

Results:

Certificate of Load Test

Cordis Hotel

Main Ballroom

Corner of Symonds and Hill 5t, Auckland

13 May 2024

Coffer Hanging Bar

95 kg counterweight [125% of Permissible load]
Suspend load at 1m centres along bar [132 points]
Deflection fcreep not permissible

Raymond J Calcutt

A Uniformly Distributed Load of up to 50 kg per metre can
be placed upon the perimeter bar with the following

provisions:

Only 50% of the entire bar length can be loaded to

maximum [75 kg per lineal metre]
Maximum Point Load 38kg per point per lineal metre

Existing 2 of MX10 rig per coffer has been factored into the

above

I, Raymond John Calcutt of 133 Waitakere Road, West Auckland certify above

works have been completed

Signed: ’f’fﬂﬁ{

.’ff

E

Raymond J Calcutt

Date, 16/5/24
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Certificates of Load Test — The Great Room

Certificate of Load Test
Customer: Cordis Hotel
Venue: Main Ballroom

Corner of Symonds and Hill 5t, Auckland

Date of test: 13 May 2024

Items Tested: Perimeter Curtain Track Jands JT

Test load: 32 kg counterweight [125% of Permissible load]
Test Method: Suspend load at 1m centres along bar [97 points]

Deflection fcreep not permissible
Test Officer: Raymond J Calcutt

Results: A Uniformly Distributed Load of up to 25 kg per metre can

be placed upon the perimeter curtain track.

I, Raymond John Calcutt of 133 Waitakere Road, West Auckland certify above

works have been completed

Signed:

Raymond J Calcutt

Date 16/5/24
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Certificate of Load Test — Crystal Room

Certificate of Load Test

Customer: Cordis Hotel
Venue: Crystal Ballrooms
Date of test: 2 May 2024

ltems Tested: 28 of 48 OD threaded Pipes fixed in situ

Test load: 90 KG

Test Method: 125% of load applied via lever hoist and dead weight
Deflection fcreep not permissible

Test Officer: Raymond J Calcutt

Results: All 28 points are suited to task. Maximum load 75kg per
point. All points to be vertically loaded. Screw fixings must
engage a minimum of 3 full turns to achieve full load.

|, Raymond John Calcutt of 133 Waitakere Road, West Auckland

certify above works have been completed

wt W
Signed: ?’%//If:ca}!; -

Raymond J Calcutt

Date 16/5/24
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Certificates of Load Test — Jade Room

Certificate of Load Test
Customer: Cordis Hotel
Venue: Jade Ballroom

Corner of Symonds and Hill 5t, Auckland

Date of test: 2 May 2024

ltems Tested: Custom Hanging Point [11 of ]

Test load: 300 kg on load cell [100% of Permissible load]

Test Method: Attach load cell and Lever hoist to dropper point and attach to

load [counterweight blocks]. Apply load after zeroing, load cell
to 300kg on load cell. Note any diminishing of load in excess of

2%
Test Officer: Raymond J Calcutt
Results: Specific Working Load {SWL] 300 kg per point. Central load only.

Engineering advice to be sought if more than 3 points loaded to

this amount.

Working Load Limit [WLL] 200 kg per point with the following

provisions:
Load must only be applied vertically [nil off vertical loads]

Only 50% of all dropper bars can be fully loaded at any on

occasion

I, Raymond John Calcutt of 133 Waitakere Road, West Auckland certify the above

works have been completed

Signed:

Raymond J Calcutt

Date 16/5/24
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The Great Room loading plan
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Coffer Rigging Bar

Uniformly Distributed Load of up to
50 kg per metre can be placed

upon the perimeter bar with the
following provisions

Only 50% of the entire bar length
can be loaded to masimum

[75 kg per lineal metre]

Mazdmum Point Load 38kg per point
per lineal metre

Existing MX 10 rig has been factored
into the above.

Perimeter Rigging Bar

Uniformiy Distributed Load of up to
75 kg per metre can be placed
upon the perimeter bar with the
following provisions:

Only 50% of the entire bar length
can be loaded to

maximumn [75 kg per lineal metra]
Maximum Paoint Load 38kg per point
per lineal metre

Dropper Point
Maximum load on each dropper bar

of 350kg with the following provisicns:

Screwed fitting MUST engage

by 3 full turmns to sustain full load
Load must only be applied vertically
[nil off vertical loads]

Only 50% of all dropper bars [18]
can be fully loaded at any one
OCCasion.
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Contractor Management

Purpose

This procedure aims to ensure that all services supplied to the organisation by contractors meet both
external and internal health, safety and environmental standards.

Scope

The procedure applies to contractors required to perform any tasks for Cordis Auckland. Contractor
Induction training and handbook is to be provided to all contractors prior to any work commencing on
site.

Definitions
Principal
A person who engages any person other than a colleague to do any work for gain or reward.

Services

Include any services, which are provided by individuals who are not direct colleagues of the
organisation for profit or gain, such as cleaners, gardeners, maintenance, electrical work, building,
events, etc.

Responsibilities

The Director of Events & Conferencing/Managing Director is responsible for the ensuring that
consultation has taken place and contractors meet Cordis Auckland health and safety environmental
standards with suitable induction training for contractors having been provided and signed
“Contractor Declaration” form on file according to the “Contractor Induction H&S Handbook”. The
Human Resource Manager will provide annual/six monthly induction training for contractors with the
Chief Engineer or designate providing induction for contractors who are not able to attend the
annual/6 monthly Contractor Induction Training.

HOD
Responsible for ensuring the following procedures are implemented within their Department.

Supervisors
Responsible for ensuring tasks are carried out according to procedures.

Colleagues

Department Manager will ensure all visitors/contractors sign in and out in logbook before entry and
leaving hotel site Responsible for carrying out all activities in a safe manner with regard to any training
undertaken. Ensuring all contractors are challenged to ensure safety procedures are upheld.
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Hotel Site Procedures

All contractors shall complete a site induction programme prior to the commencement of any contract
work and confirm agreement with its requirements by completing and signing the “Contractor
Declaration” form in the Contractor Induction booklet.

All contractors are responsible to ensure that their colleagues and subcontracted colleagues comply
with the requirements of Cordis Auckland hotel policies and procedures.

All contractors on site are required to wear identification showing both name and company. Photo
identification would be preferable.

Contractors must sign the visitors/contractors book and obtain a pass or have contractor identification.
At the time of leaving contractors must sign out in the Contractors book and note time of leaving the
hotel site.

All major contractors (or as determined by the Managing Director) will submit details of:
1 Company Health and Safety Policy

Company Rehabilitation Policy

Company Officer responsible for Health and Safety

Hazard assessment procedures/safe working procedures

Licences, safety/skills training, including induction training, given to colleagues.

=A =4 =4 -4 -4

Accident/Incident Reporting procedures.

Minor contractors are to develop and demonstrate hazard assessment procedures for all activities
undertaken on site. Health and safety planning is to be submitted to Site Management prior to
initiation of work. Additional requirements in relation to training, licensing and emergency procedures,
PPE etc will be advised individually by Site Management.

Contractors’ Colleagues/Sub Contractors are required to participate in the site induction program and
observe the site health and safety management rules.

Major Contracts

Induction of contractors involved in major contracts will take place at the beginning of each contract.
Tender documents will include:

1 Company Health and Safety Policy

Company Rehabilitation Policy

Company Officer responsible for Health and Safety

Hazard assessment procedures/safe working procedures

Licences, safety/skills training, including induction training, given to colleagues

Accident/Incident Reporting procedures.

=A =4 =4 -4 A A

Public Liability Insurance
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Minor Contracts

All regular and occasional contractors (eg. service contractors) shall complete induction training once
a year and provide details of the above HS&E information in tender documents.

Minor contractors are to develop and demonstrate hazard assessment procedures for all activities
undertaken on site. Health and safety planning is to be submitted to Site Management prior to
initiation of work. Additional requirements in relation to training, licensing and emergency procedures
etc should be advised by Site Management.

Induction Content and Reporting

At the completion of induction, contractors will be asked to sign the Contractors Declaration form to
be retained on file by hotel management.

Regular checks are to be conducted to confirm that the contractor is conforming to the health and
safety requirements of the contract. Where required hazard management issues and reported
accidents identified by the contractor should be documented in the hazard register.

The Chief Engineer may develop a list of approved/preferred contractors to call upon at short notice
for minor contract works, without the need to conduct a separate evaluation of the health and safety
management system for each new contract. A register of any site approved/preferred contractors will
be maintained by the Chief Engineer (HSE 8.7).

The Chief Engineer will ensure that all approved/preferred contractors have completed induction prior
to commencement of work for Cordis Auckland.

Management responsible for the contractor on site will ensure the hazard register is updated with any
new information and a copy provided to the Health and Safety Committee for review.

The Chief Engineer / Director of Events & Conferencing will ensure all contractors are subject to
periodic reviews of their health and safety systems and actual performance with post contract review
being undertaken annually or on completion of the work.
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Contractor Safety Questionnaire Form HSE 8.1
Question Yes / No Copy
Required

Health, Safety and
Environmental
Policy

Does your company have a formal and
documented policy?

Are your colleagues and sub-contractors if
any aware of your policies?

Sub-Contractors

Do your proposed sub-contractors have safety
policy and procedures in place?

Have your sub-contractors and their
colleagues been adequately trained?

Safety Policy

Does your company maintain public safety
procedures?

Does your company have and maintain a
Safety Manual and procedures?

Safety Procedures

Does your company have written work
procedures?

Are your colleagues and sub contractors if any
aware of your policy?

Does your company have a documented
monitoring  programme  for  electrical
equipment, plant, machinery, chemicals, etc?

Personal Protective
Equipment (PPE)

Is personal protective equipment (PPE)
available to colleagues as appropriate?

Are colleagues trained in its use?

Does the equipment meet the prevailing
standards?

Hazard
Management

Does your company have a Hazard
Management system in place to enable you to
identify all existing and new hazards?

CoRpis, AUCKLAND | 83 SYMONDS STREET, AUCKLAND 1010
T+ 6493725139 |F: +64 9 377 9367

CORDISHOTELS.COM/AUCKLAND
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Do you have a hazard register with identified
controls for all work undertaken?

Training and
Supervision

Is safety training given to your colleagues?

Do your colleagues have formal qualifications
for the work they undertake?

Do you provide Induction Training for new
and transferring colleagues and sub-
contractors that will be involved in the
contract?

Where colleagues are not trained, will they be
supervised by a person competent in the
discipline that they are working?

Accident Reporting

Does your company maintain an accident
register?

Are all colleagues advised of the results?

Are all accidents/near misses reported?

Are all accidents/near misses investigated?

Has the company ever been prosecuted or
have pending a prosecution for a breach of the

Prosecutions Health & Safety Act 1992 or Amendment Act
2002?
Has your company passed an ACC WSMP
audit?

ACC

Does your company have checklists to
measure standards, legislative compliance
and specific departmental safety?
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Contractor Selection Criteria Checklist Form HSE 8.2
Company Name:
Work / Service to be undertaken:
Checklist completed by: Date:
Acceptable
Criteria Criteria Date Completed Verified By

(please tick)

Cost comparison with alternative quotes

Two acceptable reference checks completed

ACC Audit Compliance

Safety Plan for Scope of Work

Evidence of training and / or current
certification

Agreement to work within hotel’s operational
procedural requirements

Evidence of conformance to electrical and
industry standards

Evidence of relevant work  permits
(if required)

Evidence of relevant insurance and liability
policies
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Contractor / Visitor Site Safety Induction Form HSE 8.3

The following Rules and Regulations have been established by Cordis Auckland, and are expected to be
followed by all Contractors and subcontractors as a condition of their work at Cordis Auckland. These
rules and regulations are in line with our Vision, Mission, Objectives and Values by being recognized as
the preferred oasis of luxury in Auckland. Where the word "Hotel" is used, an agent or designee may
apply. The Contractor / subcontractor, at the Hotel’s sole discretion, will remove any worker not
conforming to these rules and regulations from the site.

The Contractor is responsible for filing and obtaining all required local building, fire and/or utility
permits, as applicable, prior to commencement of any work and must be licensed or certified to
perform all work where specified or required by law. Where applicable permits, certificates or
qualifications are to be posted as directed by Hotel.

The Contractor will also ensure their employees are fully trained and qualified in all areas of the work
they undertake, including but not limited to the proper use of tools and equipment and all safety
equipment applicable to their assignment. The Contractor shall also ensure that their employees are
familiar with job specifications and adhere to them at all times while performing contract work.

The Contractor will not borrow any materials (i.e. tools, extension cords, dollies, ladders, etc.) from
the Engineering Department. Contractor will not be allowed access to the Maintenance Shop or any
Storage Closets. No Contractor is allowed access to any guest elevator, guest room or public area
inside the hotel, without prior authorization from the Hotel. In the event the Hotel allows special
access to these areas, the Contractor will be responsible for any inconvenience caused and damaged or
missing items.

Parking:

Unless other arrangements have been made with the Hotel, all off/on loading of tools and materials are
to be made at the loading dock. Vehicle engines are to be turned off during the off/on loading process.
Once the offfon loading has been completed, the Contractor will park their vehicles in area provided by
the hotel. Should all available parking be taken, the Contractor will make his/her own parking
arrangements Parking in the bus lane, visitor spaces, roadways or other restricted areas is strictly
prohibited, unless prior arrangement was made.

Contractor vehicles are not to be driven on lawns, sidewalks or landscaped areas without prior
permission from the Hotel, and then only for purposes related to performance of contract work.

Improperly parked vehicles owned by the contractor or their employee(s) will be towed without notice
at Contractor's expense.

Signing in and out of the Hotel:

All contractors are required to sign in and out of the Contractor's Log, which is posted at Cordis
Auckland Banquet operations office on the ground floor at the Liverpool Street Banquets entrance.
Each employee of the Contractor shall sign in at the commencement of each workday, and shall sign
out prior to leaving the building. This will be done regardless of whether the contracted work is being
done inside the buildings, on the buildings' exteriors, or on the grounds.

In all instances, the Contractor will be issued a "Visitor’s Pass" as a means of identification at the
Hotel. The Visitor’s Pass has to be worn at all times. This does not remove the requirement of signing
in and out at the Site office. These cards are non-transferable. The Contractor agrees to abide by the
access card "Cardholder Agreement" form, which must be completed prior to the issuance of an
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access card. Access cards are the sole property of the Hotel and are to be returned upon the Hotel’s
request, but no later than the termination of the contract work.

Fire or emergency situation:

The Contractor will familiarize his/her employees with the closest exits to their work areas. The Hotel’s
Security Department can be contacted to assist with familiarization.

On hearing the fire alarm, turn off any equipment, clear any walkways that may be blocked and
evacuate the building. All Contractor personnel must evacuate the building immediately upon
activation of a fire alarm, evacuation announcement or instructions from Hotel staff.

Trial evacuation drills also apply.)

The safe assembly point for the hotel is: The valet car park area in City Road.

All possible access road must be kept clear for fire or police departments, or medical emergency
responders.

The resetting of electrical breakers or turning on or off power will be done with the approval the
Chief Engineer.

All work undertaken by contractors on site must be performed in accordance with Health and Safety
standards, which include, but are not limited to, compliance with Occupational Health and Safety Act
(OHS). The Contractor's safety procedures may exceed OHS standards, but in no case shall they fail
to meet those minimum requirements. Any accidents occurring at Cordis Auckland is to be reported
immediately to the Banquets manager.

Any job being performed in an unsafe or hazardous manner may be ordered shut down by the Hotel.
In addition to its other rights, the Hotel reserves the right to terminate any contract for failure to
perform work in accordance with applicable Act or local regulations and standards, laws and
ordinances.

Emergency phone numbers:

Hotel operator 09-379 5132
Hotel Engineering Department 09 -300 2877
Hotel Security Department 09 -300 2862
Banquets Operations Office 09 - 300 2858
Any Emergency 111

Hazard Management:

It is the contractor’s responsibility to ensure that the hotel is informed, well in advance, of any
hazards that they may introduce to the property as well as ways that the contractor will manage
those hazards. The contractor will make sure that the MSDS documentation is available for any
chemicals brought to the hotel. The contractor will ensure that all staff under his/her control is
trained and has the relevant and necessary training in the tasks and duties expected from them.

Toilets:

Contract staff only to use the staff toilets located on the ground floor next to the staff cafeteria.

Telephones.

Permission is to be sought prior to using Hotel telephones.
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Contract personnel are not to use guestroom / function room telephones except for emergency calls to
the Hotel operator.

Meals:
Food and beverage is not to be consumed in or about work areas or in guest or public view.

Meals are not to be taken in the Staff Cafe unless the Banquet / Event Manager or the designated Hotel
representative you are reporting to has granted prior permission. Visitor badge must be worn.

Horseplay:

The Contractor will instruct his/her employees in the dangers associated with engaging in horseplay,
such as scuffling, pushing, and/or throwing objects of any kind. Workers will conduct themselves in a
professional manner and shall refrain from loud behaviour, such as shouting, whistling, offensive
language, and the playing of radios.

Smoking - Alcohol - Narcotics - Weapons - Food - Etc.:
Smoking is permitting only in designated areas as provided with ash receptacles. Please use the ash
receptacles provided. The use of alcohol, narcotics and/or controlled substances is strictly prohibited
on site, as well as firearms, ammunition or explosives. Any Contractor or their employee found in
violation of these regulations will be ejected from the site.

Materials & Tools:

All materials, tools and equipment shall enter the building at the loading dock or function room
loading areas unless otherwise designated. Guest elevators are not to be used. The Contractor will
ensure that no tools or equipment are left in common areas such as corridors, stairwells, or landings.
The Hotel assumes no responsibility for tools, materials, or equipment stored at the Hotel.

Housekeeping:

Contractor will take steps to ensure that all public corridors, lobbies, and stairwells, are kept free of
their tools and materials, and that work is performed in such a manner so as to avoid creating hazards
within these areas.

During the course of installation or renovation, the Contractor shall maintain good housekeeping.
Specific actions affecting general safety include, but are not limited to:

1. Temporary cords and hoses belonging to the Contractor are to be properly secured and marked
with safety stanchions.

2. Unless other arrangements have been made with the Hotel, the Contractor will ensure that
waste materials, such as metal/wood shavings, paper, cardboard or other construction residue
are placed in the proper scrap containers and removed from the Hotel.

3. The Contractor is to ensure that all materials, including incidental items such as screws, bolts,
cables, etc., are swept up and properly disposed of at the end of each workday.

Dress Standard:

Contract personnel are to maintain a high standard of dress befitting the image of the Hotel. No
singlets, open toed footwear, gumboots or muddy footwear inside, torn or dirty clothing, Tee shirts
must be free of any profanities or obscene remarks or pictures.

Appropriate Safety clothing Personal Protective Equipment (PPE) shall be provided by the contractor
and used /worn at all times.

Solicitation:

Isste Date: 01 April 2016
ReviewDate:27 June2024 Page45of 79



CORDIS

HOTELS & RESORTS

AUCKLAND

Solicitation of any form is strictly prohibited at the Hotel. Violators will be ejected from the site.
Contractor will ensure their employees are aware of the parking regulations at the Hotel.

Floor openings:
Contractor shall guard all floor openings by constructing or installing barriers, railings and/or furnish
covering material sufficient in strength to sustain at least twice the load of the anticipated pedestrian or
vehicular traffic.

All such barriers and railings are to be illuminated or equipped with flashing lights at the end of each
workday.

Chemical Safety & Environmental Standards:

The Occupational Health & Safety Act requires whenever contractors perform work in areas where
chemicals are present, the contractor must be informed about potential chemical hazards associated
with such exposures. In order to satisfy this requirement, the Client will furnish contractor with
information and Material Safety Data Sheets (MSDS) applicable to each of its buildings, upon request.
Specific information and procedural guidelines has to be supplied regarding any non-routine tasks
included in the contract work.

Contractor’s Responsibilities:

It is the responsibility of the Contractor to provide his/her employees with information, training and
essential safety equipment relative to hazardous chemicals in their work areas at the time of their
initial assignment and/or whenever a new hazard is introduced into their work area.

In addition to these general responsibilities, the Contractor shall furnish the Hotel with a list of
chemicals intended for use or necessary to the completion of his/her contractual tasks and current
copies of Material Safety Data Sheets for approval, prior to the commencement of work.

NOTE: The Hotel reserves the right to disapprove the use of any hazardous chemical or
material considered unsuitable to the facility or which would pose an unwarranted
danger to their employees and guests.

1. Hazardous chemical containers are not to be stored directly on the floor/ground. Secondary
containers or baffled trays are to be used to ensure containment of potential spills.

2. Chemicals of any type are not to be discharged |G
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