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[bookmark: _Toc18350392]Health and Safety Policy

At Vape Merchant, everyone’s health and safety is our number one priority. Read and be familiar with the Work Safe obligations of employers and staff to ensure a healthy and safe working environment, as well as to avoid hefty fines for not taking the issue seriously (See H&S at Work – Your obligations) 

Your obligations include:

· providing and maintaining a safe working environment for employees and others in the workplace
· providing and maintaining facilities for the welfare of the employee while at work
· providing all necessary training and instructions to employees
· making sure equipment is safe
· making sure working arrangements are not hazardous
· providing procedures to deal with work emergencies
· making sure health and safety employee engagement and participation processes are in place
All staff can contribute to a safe and healthy work environment by adhering to the following:

· following all reasonable health and safety rules and instructions
· participating in health and safety discussions
· exercising their right to refuse to do unsafe work
· taking reasonable care that their actions (or inactions) do not cause harm, or risk of harm, to themselves or others
· not reporting for duty under the influence of alcohol or drugs that impair their performance or fitness for work
Employees must report any potential risks, incidents and near misses to their Manager so Management can investigate, eliminate or minimise harm or risk of harm. Such potential risks must be recorded in a Hazard Register, maintained by the Store Manager, detailing the following:

· What the work-related risks are, particularly those that can cause staff, customers and others serious injury or illness
· The likelihood of those risks occurring
· The degree of harm that could result from those risks
· The options to eliminate those risks
· The options to minimise the risks (where they can’t be eliminated)
· The associated costs. (Consideration of cost should only take precedence over safety when it is grossly disproportionate to the risk.)

Under the Health and Safety at Work Act (HSWA) all businesses must have employee engagement and participation practices, regardless of size, level of risk or the type of work carried out. Under HSWA, a business must:

· ensure employees’ views on matters that could affect their health and safety are asked for and taken into account
· have clear, effective and on-going ways for employees to raise concerns or suggest improvements on a day-to-day basis.
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Health & Safety folder
Store Managers are required to keep an up-to-date Health & Safety folder to store the following documents:

· All Health & Safety meeting minutes
· First Aid register
· Hazard register
· Vape Merchant’s Health & Safety Policy Document
· Copy of the Evacuation Plan
· Copy of the Emergency Call Plan
· Fire Extinguisher servicing certificates

[bookmark: _Toc18350403]Health & Safety meetings
The Store Manager is to implement a regular (at least every two months) Health and Safety meeting with staff to discuss H&S issues. Meeting minutes must be prepared and signed by all staff in attendance and kept on file. Use the Health & Safety Meeting form for this purpose. If any new hazards are identified, it is the Store Manager’s responsibility to add these to the Hazard Register.
All completed Health & Safety minutes are to be filed in your Health and Safety folder.

Copies of your Health & Safety Meeting minutes must be uploaded to the Store Dropbox, within seven days of the completion of the meeting.

[bookmark: _Toc18350404]First Aid kit
Your First Aid kit must be located in an area known to all employees and as a minimum must contain the following:
· Band aids
· Bandages
· Scissors
· Alcohol wipes
· Compresses

For an example of an acceptable First Aid kit see: https://www.worksafe.govt.nz/assets/dmsassets/WKS-17-First-aid-at-work.pdf


[bookmark: _Toc18350405]Liquids introduced to the Store
Under no circumstances should you taste liquids from customers’ devices. When testing devices brought in by a customer, for your own protection, do not vape the liquid in their tank. Either change the tank or empty the customer’s tank and fill it with liquid from the store. You are not able to verify what has been added to the liquid or what the liquid contains.
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Establish contact with local Police station
Once your store is open for business, one of the first jobs of the Store Manager is to pay a visit to the local Police Station to introduce yourself and advise them you are open for business, your location, your security setup and opening and closing times. Obtain their contact details and add this to your Emergency Call Plan.

Ensure all staff are made aware of the local Police contacts.

[bookmark: _Toc18350396]Test and Tag
All electrical cabling to appliances such as computers, printers, POS, EFTPOS, jugs, microwaves, external air-conditioners etc must display a current “Test and Tag” issued by a qualified practitioner. 

Testing is required to be completed annually.

[bookmark: _Toc18350397]Fire Extinguisher
An approved and tested fire extinguisher must be prominently located in the store room. Establish a contract with a reputable firm to test the extinguishers annually. All staff must be trained in the use of the extinguisher and the types of fires it is intended to be used on.

[bookmark: _Toc18350398]Evacuation Plan & Assembly Point
An Evacuation Plan should be prominently displayed in the Store Room, including the location of the Assembly Point outside of the building. All staff are to be familiar with the Evacuation Plan including the Assembly Point.

[bookmark: _Toc18350399]Emergency Call Plan (ECP)
Complete an Emergency Call Plan and have it laminated and placed in a prominent position in the office/storeroom. Ensure all staff are aware of its location and contents. There is a template for the ECP which must be completed once all local phone numbers and addresses have been obtained. The location of the template is in Store Dropbox.
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