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This guide will help you to get the most from your
experience with Site Safe. We value your feedback.
If you have any suggestions on how we canimprove
our courses, please let us know.

Email: comments@sitesafe.org.nz
Phone: 0800 SITE SAFE (0800 748 372)



Learning
with us

Ourfocusis to help improve health, safety, and well-being in the constructionindustry.

We work with our members and industry leaders to make construction a safe industry to
work in for current and future generations.

Site Safe offers arange of courses to support the building, construction, and otherrelated
industries. To make sure that our training meetsthe needs of the industry, we work with
industry experts to develop each course. We offer arange of online training for passport
courses and webinar training for some of our one-day courses. These options may suit
learners who wish to complete theirlearning in our online learning environments.

Sinceits beginning, Site Safe has contributed to positive change. Ourteamis dedicated,
experienced, and passionate about what we do.

Learning Tips

Site Safe expects all learners to actively engage with the trainer, otherlearners, and course
material.

We have included some tips below to help you get the most out of your course:

1. Please Respect others and value their opinions.

- Activelyjoininwhere you can.

- Userespectfullanguage.

- Beopentolisteningto other people’sideas.

- Takeresponsibility foryourlearning.

- Askquestions.

How can | learn from others’ experience?

2. Think

- Howcanlapplywhatllearn?

- Howcanlturnnegativesinto positives?
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Expected Behavior:

To help keep everyone safe, we ask that you listen to your trainer and follow any
guidance that they give you.

Site Safe expects ourlearners to be actively engaged in the course and contribute
to course discussions. These discussions are a great way to share ideas and relate
the course material back to the workplace.

Learning from others and sharing experiences will help you to get the most out of
our courses.

Ourlearning environments are free from sexism, racism, discrimination, bullying and
harassment.

Be considerate of otherlearners.
If you are disruptive, you may be asked to leave.

You must arrive ontime. If you are delayed for any reason, please call to let us know
before the course starts.

Please dress appropriately for your course. Please refer to your course
confirmation for any specific clothing requirements. For furtherinformation please
refer our terms and conditions.

All of our courses include assessment, whetherit be a on course questionnaire,
or a take home assignment. This is how we confirm your knowledge, skills and
understanding at the end of a course.

Allassessment work must be your own and presented in your own words.
Furtherinformation on Academic Integrity is included in this guide.

Formore information on our Rights of Admittance - please read the Training Terms and
Conditions on our website.
Learning Support:

To support youinyourlearning journey with Site Safe, we will:

Provide a safe and supportive learning environment

Provide a variety of course, topic and learning options to support your health and
safety training needs.

Provide accurate information so that you can make informed choices about
training options

Have fair procedures forreporting concerns or complaints.


https://www.sitesafe.org.nz/terms-and-conditions/

Additional support

We want you to feel comfortable and
confident during your course. If there is
anything that would help you learn more
easily, please let us know before your
course begins, or tell your trainerwhen you
arrive. Some examples of support we can
provideinclude:

Help with reading, writing, or speaking
in English

Accessibility needs (such as
wheelchairaccess or seating
arrangements)

Support with hearing or vision

Learning support (forexample, if
you find reading orremembering
information difficult)

Medical conditions where we may
needto helpinanemergency

Space orarrangements for religious or
cultural practices

We are here to support your learning.
Please talk to us so we can make sure your
course works well foryou.

Physical and wellbeing
requirements

Many of our courses are classroom-based.
Some courses, however, include physical
activities that are required for assessment.
These courses are:

Safety Harness Systems
Advanced Safety Harness Systems
First Aid Construction Safety

Registered Electrical Workers

If you have limited movementin your
knees, hips, orhands, oryou have any
otherphysical concerns, please contact
us before you attend.

Additionally, we provide courses that
discuss mental health. These discussions
include images and videos that support
the course material, and we acknowledge
that this may be challenging forsome
learners.

If you have any concerns with this content
eitherbefore orduring the course, please
talk toyourtrainer.

If you have any feedback on the course
material we provide, please contact us.

Training venues

Site Safe delivers training across New
Zealand. Our main training centres arein
Auckland, Hamilton, Palmerston North,
Wellington, Christchurch, and Dunedin. We
also have staff located around the country
who are available to provide trainingin
most locations around New Zealand.

Please check out our website for alist of
courses and theirlocations.

Virtual classrooms

Passport courses for Building
Construction, Civiland Consultants can be
completed online. Some of our one-day
courses are delivered via webinar.

As with classroom delivery, during the
webinaryou are expected to be engaged
with the trainerand discussions during the
course.

Your course confirmation will give you
instructions onhow to accessyouronline

Digital enrolments

Site Safe has digital enrolment forms. You
will receive an email once you are booked
onyour course, with alink to update your
information, and upload a new ID photo if
we don’t have one foryou already.

If you have done training with us before,
parts of this form will be pre-populated
with the information you provided, which
you can update if your details have
changed.

Using digital enrolment meansless
paperwork and a quicker processinthe
classroom.

Once you have passed your course, and
yourrecord is updated, you will have
access to your Site Safety card through
the website learner portal.



Coursereminders

Whenyou book a course, a confirmation
email will be sent to you. You will also
receive a course reminder 24 hours before
the course by text and email.

The course confirmation and reminder will
include all the course details, including the
starttime, end time, and venue details.

If you have any questions about the venue,
oryou do not receive your confirmation
email, please contactus.

Health and Safety

Your trainer will advise you of the
emergency procedures and assembly
points before the course starts.

If you have any health or safety concerns
during the course, please notify your trainer.

Workbooks

Ourone-andtwo-day courses provide
you with aworkbook. These canbe usedto
support you with yourassignment orif you
would like to refresh yourself on the course
material at alater date.

Digital copies canberequested from
assignments@sitesafe.org.nzat any time.

Forwebinar training digital copies of the
workbook will be available to download.

Digital Certificates

When you pass your course, you will be sent
adigital certificate.

This is your official record of completion.
Make sure you save the certificate
somewhere safe.

You can also print a copy if you would like to
keep a paper version.

Catering

Ourvenues have kitchen facilities for tea,
coffee, and water. 1- and 2-day courses
include lunch, and we provide biscuits
during morning and afternoon tea breaks.

Site Safe requires three working days’
notice if you have dietary requirements.
Afterthat, we willdo ourbestto caterto
your specific requirements.



Alllearners

We have a commitment to ensuring all
learners are supported and safe while they
are training with us.

We commit to:

Having a transparent and supportive
system forlearnerwellbeing and
safety

Responding to diverse learner needs
and wellbeing in a way that upholds
theirmana and autonomy

Having safe, inclusive, and supportive
learning environments

Supporting ourlearnersto succeedin
theirlearning.

International learners

Anyone who livesin Aotearoa, New Zealand
onaWork or Student Visais considered an
international learner. If this is you, you will
receive the same support that we provide
for New Zealand citizens and residents. We
will also make sure that you have access
toinformation and advice about studying,
working, and livingin Aotearoa, New
Zealand (see the Additional Information
section of this guide).

In addition to this, we will keep an accurate
record of youridentification and visa
details. Please be aware that we may ask
you to bring your passport and evidence
of yourvisa to the course. Some training
options may also require you to provide
evidence of your English language skills.

Interpreters on course

If Englishis not your first language and you
would feel more comfortable participating

in training in anotherlanguage, we can
support you by delivering some of our
courses with aninterpreter or allowing you
to bring along alanguage support person.
Please getin contact with usif yourequire
this support.

Attending aninterpreted course

You canchoose to attend aninterpreted
course.

We deliver our Foundation Passport
courses with professionalinterpreters

so thatyou can participate in trainingina
language you are comfortable with. This
optionis available in avariety of different
languages including Mandarin and Filipino.
Language options and course availability
can be found on our website, oryou

can contactusif youwould like more
information. Please note that we do not
offerinterpreted options forourone-or
two-day course options.

The New Zealand Qualifications Authority
(NZQA) requires these courses to be
delivered and assessedin English. If you
would like to attend a 1- or 2-day course
and feel you need language support to do
this, please let us know before booking
your course.

If you choose to bring alanguage support
person to a course, you must:

Letus know atleast 48 hours before
your course

Make sure your support person can
give language support their full
attention - they cannot be another
learner attending the course

Not accept any assistance with the
review of understanding - the support
person canonly provide language
support

Agree to complete the assessment
in English.



Using Reader/Writer Assistance

Sometimes learners may need help to
complete anassessment. This could be
through areader/writer, or a Site Safe staff
member may help if there are technology
problems. If this happens, a note will be
made onthelearner’srecord.

The use of areader/writer must be
recorded at the time of the assessment.
This makes sure the learner’s work is still
recognised as theirown. The answers must
show the learner’s own knowledge and
effort.

The learnerisresponsible for making
sure the answers are theirown. The
reader/writerisresponsible forwriting
down exactly what the learner says.



Wellbeing

) We create learning environments
where people feel supported, both
mentally and physically.

Holistic Integration

Y Te Whare Tapa Wha underpins our
approach for supporting learners.
We understand that learners have
their own communities and that their
wellbeinginvolves more than just
being physically healthy.

Cultural Values

> We provide learning environments
that are welcoming, safe, inclusive
and free from discrimination.

Wide Applicability

) Everylearneris anindividual.
We are committed to providing
adaptable and tailored support to
meet the needs of all learners.

Diverse Realities

> Diversity is welcomed, valued,
respected and promoted.

> We empowerlearners to not only focus

on theirown wellbeing but to also
contribute positively to the wellness of
othersin theirlearning environment.

We recognise that all aspects of
wellbeing are interconnected, including
cultural beliefs and practices.

We maintain and develop relationships
with our communities to better
understand the needs of learners and
reduce educational barriers.

While our learning is contextualised to the
construction sector, we promote the
principles of life-long learning. This
supports learners to be curious and to
continue along their own learning journey.

Our learning environments are inclusive
for alllearners and we will continue to
engage with learners to ensure we are
meeting theirneeds.




The type of assessment depends on the course and ranges from a review of understanding,
to take-home assignments and/or practical assessments. All assessment tasks will be
explained by your trainer. If you are unsure of any parts of the assessment, please ask the

trainer for clarification.

We have three different types of assessment that we use:

The Review of Understandingis a set of multiple-choice questions
that checks your understanding of the key concepts we have
talked about during the course. This type of assessmentis used
within our 4-hour foundational-level courses.

These assessments are completed during the course and are a
mixture of practical and written tasks. Your trainer will provide you
with guidance during the course for completing each task.

Our take-home assignments include questions and/or tasks that
require written answers relating to what you have learnt during the
course. If youneed help or support to complete your take-home
assignment, please contact us. If your handwriting isillegible, then
our assignment coordinator will return it to you to eitherrewrite or
complete digitally.

Academic Integrity and Assessment Guidance

It'simportant that all assessments are completed by you and reflect your own work and
understanding. Thisis called academic integrity. If you don't pass (i.e. youreceive aNYC
result), don't worry. It's not a failure - it just means you need another go.

You'llget feedback and the chance to resubmit. Asking for help is okay, but copying or
getting someone else to do the workisn't. We want to see what you know.

If you're everunsure, just ask - we're here to help.

Using Al Tools Responsibly

Altools like ChatGPT can be useful forlearning, butit'simportant not to submit Al generated
answers as your own work. Why? Because we need to see your thinking, in your own words.

What you canuse Al for;

Gettingideas to help you understand a topic

Asking questions to clarify concepts before you start your assignment

Planning your approach

Checking your grammar or spelling



What you must not do:

Copy and paste Al generated answers into your assignment

Get Alto complete any part of the assignment for you

We want to see what you know, not what Al can guess. If you're ever unsure, contact us.
We're here to support you.

Online Learning and Access

We expect every learner to complete their own online training and assessments. To help
make sure of this, we use checks like personal logins, learner declarations, randomised
questions, built-in course activities, and monitoring of course times and logins. These steps
protect the value of yourlearning and make sure your results reflect your own knowledge
and skills.

If we notice unusual activity, such as skipping all learning content, completing a course too
quickly, or signs that someone else may be logging in for you, our Education team may getin
touch. This doesn’t always mean there is a problem, but it allows us to check that the training
is being completed properly.

In some cases, online access may be paused while we investigate, oryour company

may choose not to book online training for you. You will also need to use Multi-Factor
Authentication (MFA) when logging in, which adds extra security by sending a code to your
phone oremail. If you do notreceive this code, check your details are correct or contact
Customer Service for help.

Take-home assignments

Site safe expects allassignments to be completed and submitted for marking within
three months from the date of your course. If you would like more time to complete your
assignment, please apply for an extension: Assignments@sitesafe.org.nz. If you would
like some assistance with your assignment, we offer free assignment workshop sessions
thatyou can attend. Information about this can be found here.

Coursere-sits and resubmissions

If youreceive anot yet competent (nyc) result on your assessment or take-home
assignment, you will be offered one further attempt to complete the course requirements.
We will return your assignment to you, as well as a marking sheet that contains feedback
and coaching comments. You will be given the opportunity to make changes to your
answers and resubmit your assignment for reassessment. This must be resubmitted within
three months of receiving your first attempt back.

If you would like some assistance with your resubmission, please contact us and ask for
help. Make sure you do so before resubmitting your assignment, as there are no further
attempts allowed. Receiving a second nyc result will mean you need to attend the course
again and re-sit the assignment. If the course has an on-course assessment, you will be
eligible to one free re-sit. You will need to book your re-sit with our customer services and
re-sitthe assessment within six weeks from the date of your course.


https://www.sitesafe.org.nz/training/our-training-courses/free-assignment-workshop/

Achievement of unit standards

Some coursesinclude assessment against Unit Standards. Upon completion, we will
register Unit Standards on your NZQA Record of Achievement. To access your Record of
Achievement, please contact NZQA.

Appeals

If you are not satisfied with your result and/or marker comments, you have theright to
appeal.

Please submit your appeal via email to education@sitesafe.org.nz within five working days
of receipt of your assessment result.

If you are submitting your appeal via email, please include the following information:
A copy of your assignment
A copy of the marking sheet
Reason foryourappeal

Any otherinformation that would assist us to better understanding your appeal.

Our Education Team will be in touch once your appeal has been reviewed.

Appeals process

Assessment result Contact Reassessment Informed
If you are unhappy Complete the online Your assessment Once adecisionhas
with the result of appealsforminthe will be reconsidered beenreached, you will
an assignment you above link and tell by anindependent beinformed in writing
may appeal against us why you wish to assessor or Site of the result, and your
that decision. appeal yourresult. Safe’s Academic gradeinoursystem
Committee. will be updated to
reflect this.

Assignment support tips

We have provided some tips you may find useful when completing your assignment:

Find your best time

Some people work betterin the morning. Others work better at night. Work out which time
suits you and plan to complete your assignment during that time. Don’t stay up much later
than yourusual bedtime, as pushing yourself late at night can make you too tired to study

properly.
Make to-dolists

Creating alist helps you to break tasks downinto manageable chunks. Make a to-do list
whenyou start your assignment so that you're clear about what tasks or questions you aim
to complete as youwork through the tasks.


https://www.nzqa.govt.nz/

Set time limits

Before you start your assignment, have alook at your to-do list and give yourself a set time
to spendoneachtask. If youdon’t get something doneinthe set time, consider whether
it’s the best use of yourtime to keep going with it, or to start working on something else to
give yourself amental break.

Understand how youlearn

Auditory - some learners prefertolearn by listening. Try reading your notes aloud and
discussing them with other people. You might like to record key points on a device and
play them back.

Visual - some learners preferto learn by seeing. Try using coloured pens or highlightersin
your notes and draw diagrams to help represent key points. This can help you remember
someideas asimages.

Tactile/kinesthetic - some learners prefertolearn by doing. Try using techniques like
role-playing or building models to revise key points. Many people also have a mix of
learning styles, soit’simportant to dowhat’s best foryou.

Take breaks

It’simportant to take breaks while you're working through your assignment, especially if
you're feeling tired or frustrated. Working too long on a task can actually decrease your
performance. When you take a break, make sure you get away from your desk orworkspace.
Doing something physical, evenjust a walk around the block, can help youlook at a problem
in a different way.

Ask for help

If you’re stuck on something, or something doesn’t seem to make sense, you can ask
forhelp. Talking to colleagues or friends can help you make sense of the problem/task.
Alternatively, you can contact us, and we can provide you with support.

Review andrevise

You should go back over the things you’ve learned on your course using your workbook to
guide you. Thinking things over can help you to betterunderstand the course concepts as
well as making it more likely you will remmemberit in future.

Look after yourself

When completing your assignment, take care of yourself, both mentally and physically. Make
sure you:

Eat good nourishing food Get enough sleep and physical exercise
Drink lots of water Don’t push yourself to study late into the night
Reward yourself

Free health and safety information

We offer arange of helpful guides and resources to assist with yourlearning. These are
available through the Site Safe website:

Ask an Advisor Practical Safety Advice
Case Studies Toolbox Talks

Health and Safety Guides


https://www.sitesafe.org.nz/help-and-advice/ask-an-advisor/
https://www.sitesafe.org.nz/help-and-advice/guides-resources/case-studies/
https://www.sitesafe.org.nz/health-safety/policies-and-procedures/creating-an-emergency-response-plan/
https://www.sitesafe.org.nz/health-safety/managing-hazards-and-risk/toolbox-talks/

Health and safetyin
construction programme

HEALTH & NZ CERTIFICATE IN
@ SAFETY WWORKPLACE HEALTH &
v IN CONSTRUCTION SAFETY PRACTICE (LEVEL 3)

Want to get qualified in health and safety?

This programme gives you the health and
safety knowledge required by employers
and supervisorsin arange of construction
industries and disciplines.

You will learn how to assess your
workplace forrisks and hazards and
develop the skills to become a health and
safetyleaderinyourworkplace.

You'llbe able to play an active role in
analysing and improving your
organisation’s health and safety systems,
as well as demonstrate your commitment
to health and safety, and proudly stand for
health and safety within the wider New
Zealand constructionindustry.

If youwant to achieve a New Zealand
qualificationin Health and Safety, then the
Health and Safety in Construction
programme is a flexible option thatis
relevant to ourindustry and can be
completed at your own pace.

Once you have successfully completed
the programme, you will be awarded the
New Zealand Certificate in Workplace
Health and Safety Practice, Level 3.

Our Graduates of the programme can:

> Communicate health and safety
requirements clearly and effectively

2> Conductrisk assessments
> Apply risk management processes

2> Understand and apply legislative and
workplace health and safety
requirements in the construction
industry

> Ildentify constructive and effective
communication techniques toinform
others about good health and safety
practices

2> Actresponsibly and sensibly to
achieve a healthy and safe
environment forthemselves, their
families, and the communities they
livein.

How doienrolin the programme?

Complete aHealth and Safety in
Construction programme enrolment form
and send it to programme@sitesafe.org.nz.
We will be in touch if we need any further
information from you. We will also provide
you with a summary of any relevant training
you have already completed that canbe
recognised

What doineed to do to complete the
programme?

To complete the programme, you will
needto:

> Complete the programme enrolment
form and sendit through to
programme@sitesafe.org.nz

2> Achieve a minimum of 40 programme
credits - this mustinclude completing
two of the following Site Safe courses:

o Site-Specific Safety Planning
e RiskManagement
e Leadershipin Safety

Please note: If yourepeat the same
course, the credits will only count once
toward your programme. You willneed to
complete adifferent course to earnmore
credits and work toward your total of 40
credits.
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https://www.sitesafe.org.nz/globalassets/training/hsc-programme/hsc-online-enrolment-application.pdf

Site Saferecognises arange of learning and
assessment options toward completion of
the programme. This includes training we
provide, as well as some training you may
have completed

with other providers.

Onceenrolled, if youneed more
information on your progress toward
completing the programme,

such as which course to do next, please
contactus at programme@sitesafe.org.nz.

Graduation -
Evening of Celebration events

Eachyear Site Safe holds annual Evening of
Celebration events to celebrate health and
safetyin the constructionindustry.
Auckland hosts Site Safe’s main Graduation
event forthe Health and

Safetyin Construction Programme.

This event also hosts the Construction
Health and Safety Awards to recognise and
award people and organisations for their
hard work in making our workplaces safer.

We also hold Evening of Celebration events
in Wellington and Christchurch to celebrate
our graduatesin those regions.

Programme enrolment

This programme is open to anyone
aged 18 andover.

You willneedto complete a
programme enrolment form.

Verify ID.

If you are on a work or student visa you
may be required to:

Provide a copy of your passport
and/orvisa.

Provide evidence of your English
language skKills level. We will let you
know if this applies to you and provide
you withinformation on what to provide.

Corerequirements

Leadership in Safety - 7 Credits

Lead animproved safety culture and
implement effective health and safety
systems.

Risk Management - 8 Credits
Designed to assist youinimplementing
andimproving your company’s risk
management framework and processes.

Site Specific Safety Planning-7 Credits
Learnhow to complete Site-Specific
Safety Plans (SSSPs)

Programme completion

If you have completed all of the
programme requirements, you are ready
to graduate! We celebrate graduation
eachyearwith eventsin Auckland,
Wellington and Christchurch.

You can also opt toreceive your certificate
inthe mail.

If you complete the programme earlierin
the year and would like evidence of
completion. We can provide a letter of
confirmation foryou.

Site Safe will be in touch with more details
once you are ready to graduate.



Optional requirements - Complete any 40 to reach programme credits

Startyour training with any of our Passport or

Passport Plus courses.

6 Programme Credits |
Unit Standard 17601
Understand how to
conduct anaccident
investigation and how
tolook fortheroot
causes to prevent
future accidents.

8 Programme Credits |
Unit Standard 23229 &

15757

A mix of theory and
practical learning
providing the skills to
work safely at height.

2 Programme Credits
In conjunction with St
John, learn essential
first aid skills for the
constructionindustry

7 Programme Credits
Understand yourrole
and responsibility in
influencing the
contracting process
fromaHealthand
Safety perspective.

4 Programme Credits |
Unit Standard 23229
The knowledge,
resources to work
safely at height, and
use personal safety
harness equipment
under supervision.

9 Programme Credits |
Unit Standard 29315
Understand yourlegal
responsibilities and gain
skills in working with
managementasa
Health and Safety
Representative.

10 Programme Credits |
Unit Standard 21970
On-site leadership skills
in construction health
and safety.

7 Programme Credits
Learn Examine the link
betweenyourworkers’
training needs,
experience and
competency.

Externally Assessed
Learning*

Site Safe willrecognise
up to 10 credits of
externally assessed
learning. We will
recognise externally
assessed learningifit
includes unit standards
that have been assessed
and approved as meeting
our programme outcomes.

Please contactus for
furtherinformation

Learning that you have
completed with Site Safe
before enrolling to the
programme may also be
considered toward
programme completion.

*Please note that these
options may not resultin
Site Safe card renewal.
Please talk to us first.

2 Certificate Credits
This one-day course s
suitable foranyone,
including managers
responsible for their
staff, those interacting
with the public, or
improve theirknowledge
around mental health.

4 Certificate Credits
Thisis aone-day
electrical safety
competence course.
To attend this course,
youmust already be a
Registered Electrical
Worker.

*If you take both safety harness systems (heights) courses, the maximum number of Site Safe credits you can gainis 8.



Important Change to Programme Credits

From1January 2026, Foundation and Passport Plus courses will no longer count
toward the Health and Safety in Construction Programme (HSCP).

Thisincludes:

Foundation (Passport):

e Building Construction

e Civil

o Consultants
Passport Plus:

e Heights

o ToolsandPlant

o WorkerHealth

o Flexi

If you finish your HSCP by 31 December 2025, these courses will still be counted. If you
finish after this date, they will not, and you will need to choose other courses toreach the

required credits for the programme.

You can see the full course list on our website or contact us at programme@sitesafe.org.nz
forhelp and advice.



Privacy

Onyour course enrolment form, we ask
you sign an authorisation to allow us to

collectand securely store yourinformation.

We collect the enrolment and assessment
information you give us so that we can
keep accurate records of your training
history, and to provide you with your Site
Safety card. We cannot create a Site
Safety card or store yourinformation
without authorisation fromyou.

Allinformation that we collectis kept safe
and secure. To change yourrecord, or
request a copy, please contactus.

For furtherinformation about our privacy
policy please referto our website or email
Privacy@sitesafe.org.nz.

Emergency contactinformation

We collect your emergency contact
information during our enrolment process.
The personyou identify will be contacted
inthe event of an emergency, or if
something happens to you during the
course, e.g., medical event.

Our staff are trained torespondinan
emergency situation. These situations
couldinvolve the whole training venue, or
they couldinvolve learners. If you have any
questions about this, please contact us.

Complaints procedure

If you feel that you have been unfairly
treated orwronged during the course, you
have the right to make a formal complaint.

Tolodge a complaint, you must submit a
written statement outlining the
circumstances andreasons for the
complaint.

Your complaintis to be sent within10
working days from the end of the course
by either:

Completing our Online Complaint
Form, which willbe sent directly to our
EducationTeam.

Sending an email to:
education@sitesafe.org.nz

Via post to Site Safe New Zealand, PO
Box 9445, Wellington, 6011 Attention:
Education Manager.

Please ensure you include the following
specifics:

e Date

e Time

o Site Safe personnelinvolved
e Description of the complaint.

Academic - Acomplaint about your
learning experience with us. Examples
may include significant delay in
returning assignments, adelay in
resolving your appeal, or the material
providedisinadequate.

Behaviour - Acomplaint about the
behaviour of either a staff member or
anotherlearner. Examples may include
inappropriate comments, sexist
behaviour, rudeness or bullying,
comments about your appearance,
genderidentity, sexual orientation,
race, religion, background, or beliefs.

Service - Acomplaintabout the
service that you have received fromus.
Examples may include the enrolment
process, fees, or facilities.



Complaints process

Do
Dot

Learner has acomplaint Investigation Meet Resolution
Complete the online Site Safe will We will meet with We willsendyou a
Complaints formin investigate your you to discuss our letter of email detailing
the below link and tell complaintto finding and discuss the discussion, the

us theissues you have understand what the options for agreementreached,
had when learning has occurred. resolving theissue. and any further actions.
with Site Safe.

A member of our Education Team will carry out a formal investigation into the circumstances
of the complaint. We will advise you of the results/decision made regarding your complaint
and any actions to be taken to resolve the matter.

If you feel that we have not resolved your complaint, you can seek further support through
Study Complaints, and they willwork with you, and us, to reach aresolution.

You also have the right to redirect your complaint to the New Zealand Qualifications
Authority or appropriate Government authority such as:

Topic of complaint Contact details

Education compliance NZQA

Financial dispute Study Complaints
Discrimination Human Rights Commission
Someone’s safety at risk WorkSafe or NZ Police
Storage oruse of information Privacy Commissioner

Student fee protection

The New Zealand Government requires all registered Private Training Establishments (PTEs)
to have protection for course fees paid directly by learners.

Any learner enrolled with Site Safe, who is paying their fees personally, will have their fees
protected if the course costis more than $500 + GST for the duration of their course.

To do this we will keep your fees in a Trust account. This arrangement has been accepted
by the NZQA as it meets the requirements of the student fee protection rules made under
section 452 of the Education and Training Act 2020.

Frequently asked questions

If you have any questions that this guide has not covered, please visit our Frequently Asked
Questions page on our website, or contact us.


https://www.studycomplaints.org.nz/
http://www.nzqa.govt.nz/
https://www.studycomplaints.org.nz/
https://www.hrc.co.nz/
https://worksafe.govt.nz/
http://www.police.govt.nz/
https://www.privacy.org.nz/
https://www.sitesafe.org.nz/about-us/contact-us/

Please note:

The mobile phone number that you use to view your Site Safety Card must match the
number that we have underyour profile in our system. If you are having trouble logging
in or believe your details need to be updated, please callus on 0800 SITE SAFE

We only accept Aotearoa, New Zealand cellphone numbers

If you require a physical copy of your Site Safety Card, please refer to our website.

Working in constructionin Aotearoa, New Zealand

If you are new to working in construction in Aotearoa, New Zealand, we recommend that
you read this guide. It contains useful information about working in Aotearoa, New zealand
construction site, as well as safety standards and where you can go for more information.

Communication and culture New Zealand law and your rights

Communication and Social Culture in NZ Citizens Advice Bureau

Guide to Kiwi Workplaces WorkSafe NZ



https://www.sitesafe.org.nz/training/passport/
https://www.newzealandnow.govt.nz/live-in-new-zealand/tips-for-settling-in/customs-communication
https://www.cab.org.nz/
https://www.newzealandnow.govt.nz/live-in-new-zealand/tips-for-settling-in/customs-communication
http://www.worksafe.govt.nz/worksafe/
https://www.newzealandnow.govt.nz/resources/working-in-construction

Key Site Safe contacts

There will be times when you need to contact us.

Reason Information

Feedback For any general feedback or assistance with booking courses or
accessing your Site Safe information.

theteam@sitesafe.org.nz 0800748 372

Assignments For any questions or guidance relating to your assignments. Our
teamwill be able to assist you with accessing assignment files or
setting you up with aninternal marker that can give you some
further assistance with completing your assignment.

assignments@sitesafe.org.nz

Certificate For any questions or further assistance with the Health and Safety
Programme in Construction Programme.

programme@sitesafe.org.nz

Complaints & Foranything relating to yourlearning at Site Safe or to lodge any
Appeals appeals or complaints.

education@sitesafe.org.nz

Ask an Advisor For any questions you would like answered by our advisors, you
can fillin the online form on our website and one of our team will
beincontact to see how we can support you.

https://www.sitesafe.org.nz/guides--resources/ask-an-advisor/

Privacy Forany questions or concerns relating to the information we hold
onyouinoursystem.

privacy@sitesafe.org.nz

Passport ID checker

The Member portal of Site Safe’s website includes access to the Passport- ID-Checker.
This feature allows Site Safe Members to check that the Site Safety cards of their workers
are valid and current. It also allows companies to do a check of new employees and
contractors.

Please note: As alearner you can opt-out of having your name, photo, card expiry date,
and course history shown on Passport ID-Checker.

Thereis an opt-out option onyour course enrolment form, oryou can contact us to have
yourinformation removed.


https://www.sitesafe.org.nz/help-and-advice/ask-an-advisor/

Healthy individuals and populations are happier, more productive and live longer.
Research has found strong links between our physical health, mental health, social
connectedness, family health, and our sense of fulfilment and ability to live life in a way that

feels meaningful.

The Te Whare Tapa Wha model of health reinforces the importance of nurturing the
cornerstones of our health: Tinana, Hinengaro, Wairua, Whanau, and Whenua.

Taha hinengaro - Mental health Taha whanau - Family health
> Mentalresilience > Family and friends
> Acknowledgement of feelings > Workplace & colleagues

> Managing stress > Community

Whenua - Land, place to be, roots

Tahatinana - Physical health Taha wairua - Spiritual health
> Healthy eating > Connectedness
> Physical activity > Values

> Goodrestandsleep > Faithand beliefs


https://www.healthnavigator.org.nz/healthy-living/t/te-whare-tapa-wh.-and-wellbeing/

Contactinfo

Need to talk?

If you need support, here are some useful links and contacts:

Information

Free call or text 1737 any time for support
from a trained counsellor.

Lifeline 0800543354 (0800 LIFELINE).
Youthline 0800 376 633, free text 234 or email

talk@youthline.co.nz or online chat.
Samaritans 0800726 666.

Mental health support

Contactinfo Information

Suicide prevention

The Mental Health Foundation develops
information resources to support people who
are worried about their own suiciderisk or the
suicide risk of someone close to them.

Connecting through Korero

Talking about suicide with Taiohi/young people

Matesin Construction
0800111315

MATES in Construction focuses onreducing the
number of lives lost to suicide in the construction
industry.

Open minds: for employers

OpenMinds equips managers with the
confidence and skills to talk about mental health
inthe workplace.

Five Ways to Wellbeing toolkit

The Five Ways to Wellbeing at Work Toolkit
includes fact sheets, tips, tools and templates to
make it easy for you to support your teams to
build the Five Ways into their daily lives.

Site Safe’s Mental Health
First Aid in Construction course

We have teamed up with St John New Zealand to
deliver amental health first aid course designed
toraise awareness of mental health issues that
workers are faced with in the construction and
widerindustry.

Registered Master Builders
member counselling service
0508 664 981

Registered Master Builders hasintroduced a
member counselling service so you can get
some help when you feel the pressure at work or
athomeis becomingtoo much.

Mental Health Foundation

Forany information that may not be provided here.



http://livechat.youthline.co.nz/mibew/chat?locale=en&style=youthline
https://www.mentalhealth.org.nz/home/our-work/category/51/suicide-prevention
https://www.mentalhealth.org.nz/get-help/connecting-through-korero/
https://mates.net.nz/
https://www.mentalhealth.org.nz/home/our-work/category/40/open-minds
https://www.mentalhealth.org.nz/home/our-work/category/42/five-ways-to-wellbeing-at-work-toolkit
https://www.sitesafe.org.nz/training/our-training-courses/mental-health-first-aid-in-construction/
https://www.masterbuilder.org.nz/RMBA/News/Mental_Wellbeing/Mental_Wellbeing_RMBA.aspx?WebsiteKey=a792ced6-8a14-43e1-bef6-785c7aabd610
https://mentalhealth.org.nz/helplines
https://www.masterbuilder.org.nz/RMBA/News/News-items/RMBA_News/Free_helpline_for_members_.aspx

Maori

Contactinfo

Information

Te Kahui Mangai

Te KahuiMangaiis a useful tool for anyone to find
out basicinformation about iwi, hapt and marae.

Te Whare Marie - Wellington

This service is for anyone who identifies as Maori
and is experiencing mentalillness, who livesin
Wellington, Porirua or Kapiti and wants to engage
in a cultural and clinical pathway of healing.

Mental Health Education &
Resource Center

MHERC are leading providers of education on
mental health, wellbeing, and addiction for
individuals seeking support forthemselves or others.

International learners

Contactinfo

Pacific People

Information

The Ministry for Pacific Peoplesis the Crown’s
principal advisor on policies and interventions
aimed at improving outcomes for Pacific
peoplesin Aotearoa.

United Kingdom

Building Mental Healthis a group of volunteers
from the construction industry who pull together
thinking and information around mental health

Asian Services

Nationwide professional and confidential
support for Asians livingin New Zealand. These
services are offered in English, Mandarin,
Cantonese, Korean, Vietnamese, Japanese, Thai,
Hindi, Gujarati and Marathi.



https://www.tkm.govt.nz/
https://www.mhaids.health.nz/our-services/te-whare-marie-maori-mental-health-service/
https://mherc.org.nz/directory/maori-mental-health-services
https://mherc.org.nz/directory/maori-mental-health-services
https://www.mpp.govt.nz/
https://www.mentalhealthatwork.org.uk/toolkit/building-mental-health-in-construction/
https://www.asianfamilyservices.nz/
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