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Why read this?
Whether owned by, or affiliated with, the University of Otago, residential colleges form 
an essential part of the fabric of the University. This document gives you an overview of 
relevant legal obligations applicable to those who work in a College. It is designed for staff 
of Colleges (both University owned and affiliated).  

This guide doesn’t cover employment law. You can find information about human resources 
and the University here and/or if you are part of an affiliated College you should talk to 
your Warden/Master/Head of College if you have any queries.   

Privacy and confidentiality
As you will know, the Privacy Act 1993 (Privacy Act) applies to all personal information held 
by the University and the College about students and staff. 

Personal information is basically any information about an individual (a living natural person) 
as long as that individual can be identified from that information. The information doesn’t 
need to be communicated to the College in writing. 

The Privacy Act sets out 12 ‘Privacy Principles’ that govern how agencies (i.e. the University 
and the College) may collect, store, use and disclose personal information. A helpful fact 
sheet setting out the relevant principles can be found here. 

Failure to comply with these principles can lead to a complaint to the Privacy Commissioner 
and may have financial and reputational implications for the University and your College. 

When can personal information be disclosed to parents and health professionals?

Under the Privacy Act, personal information, including health information, may be disclosed 
to a third party with the consent of the individual.  

Your College’s accommodation contract/agreement permits disclosure of any personal 
information to a resident’s parents or guardian or other contact nominated by the student 
in his her application. As discussed below, a College’s handbook legally forms part of the 
contract, so each College should ensure its handbook is also generally consistent with 
this position. In practice, the Warden/Master/Head of your College will exercise his or 
her judgment in the particular circumstances as to when and how personal information of 
students is shared with parents. There is no legal obligation to share a resident’s information 
with parents (even in relation to students who are minors). 
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2 Getting it right

With regard to disclosure to health professionals, the Privacy Act permits the disclosure 
of information where “the disclosure is in connection with, or directly related to, one of 
the purposes for which [the information] was obtained.”   It also permits disclosure of 
information to prevent or lessen a serious and imminent threat to a person’s life or health.

Other things to be aware of

Some other key points to be aware of are:

•	 Your	College’s	accommodation	contract	permits	the	University	to	share	the	student’s	
academic results with staff at the College provided that the information remains 
confidential to those staff and used solely for purposes in connection with the welfare 
of the student or for statistical purposes that do not allow the student to be identified.

•	 The	accommodation	application	also	permits	staff	members	in	the	Accommodation	
Division to obtain a student’s past academic results provided that the information 
remains confidential to those staff members and is used only for confirming the 
student’s past academic performance:

  I authorise the University of Otago to obtain from any educational institution  
 that I have previously attended and from any applicable authority (including  
 the New Zealand Qualifications Authority and the bodies responsible for  
 the International Baccalaureate and University of Cambridge International  
 Examinations) official records of my results and other personal information  
 relevant to the consideration of this application.  

•	 The	College	and	the	Accommodation	Division	may	owe	duties	to	third	parties	who	have	
provided information about students. For example, the University’s standard form for 
those giving a confidential reference for students seeking accommodation provides that: 

 This reference is being requested on the understanding that it will remain confidential to those 
concerned with considering applications for the type of accommodation specified by the applicant 
and those who may subsequently be entrusted with the applicant’s pastoral care, and will not be 
used for any other purpose. The Official Information Act 1982 and the Privacy Act 1993 provide 
protections for evaluative material and the University will decline to release or allow access to 
such material when requested by other parties to the full extent authorised by those provisions. 

•	 Your	College	may	also	have	a	specific	privacy	policy	which	you	should	review.	

•	 Assurances	of	confidentiality	given	in	writing	or	verbally	may	give	rise	to	additional			
legal obligations outside of the Privacy Act. Accordingly, these should be avoided.     

•	 Accommodation	Services	is	available	to	assist	University	owned	Colleges	with	privacy	
queries. Ultimately external legal advice may be required or the matter may need to 
be considered by the University’s Privacy Officer, the Registrar, Jan Flood who can be 
contacted at jan.flood@otago.ac.nz. 

•	 If	you	are	part	of	an	affiliated	College,	your	College	should	have	a Privacy Officer who 
should be able to answer any queries. 
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General obligations to students
A student’s accommodation contract or admission agreement is the foundation legal 
document that sets out the Colleges’1 obligations to students. You should be broadly familiar 
with what is in the contract with your College and ask the appropriate person at your 
College or Accommodation Services (for University owned Colleges) if you have any queries. 

Always remember that the contract includes your College’s handbook and any other 
policies or requirements notified to residents by the College (for example a student 
welfare policy). This means that the College is legally required to comply with these 
documents (as well as the students) and you should be familiar with them (to the extent 
required by your role). 

Your College’s contract contains a general obligation to provide a safe and supportive 
environment to facilitate learning and access to the College’s programme of social and 
community activities or similar. Your role at the College will determine which parts of the 
contract (if any) are of most relevance to you. The provisions dealing with student health 
and welfare, disclosure of information to parents and others, parties/noise/disruption, 
alcohol/substance use and discipline tend to give rise to the most significant issues. 

Apart from the contract and the various pieces of legislation discussed in this guide, the 
College owes a general legal duty to take all reasonable steps to protect students and their 
property from harm. The College meets this obligation by:

•	 hiring	suitably	qualified	and	experienced	staff;	

•	 putting	in	place	and	following	appropriate	policies	and	procedures;	and	

•	 monitoring	and	acting	promptly	on	any	issues	affecting	students.			

Refer to the College handbook for the following types of regulations: 

•	 Confidentiality;

•	 Discipline;

•	 Drugs;

•	 Alcohol;

•	 Guests;

•	 Harassment/Discrimination;

•	 Lost/Found	Property	(storage	and	disposal);

1 For University owned colleges it is in fact the University that has the relevant legal obligations but for simplicity this 
guide simply refers to your college. 
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•	 Smoking;

•	 Weapons;

•	 Evacuation	Procedures;

•	 Fire;

•	 Earthquake;

•	 Reporting	Hazards;	and

•	 Safety	Measures.	

You should also be familiar with the University’s Ethical Behavior Policy, which applies to 
University owned Colleges and has been adopted by the affiliated Colleges. 

Finally, the Code of Practice for the Pastoral Care of International Students to which the 
University is a signatory also applies to international students. This is discussed under the 
International Students section of this guide.  

Note that your College may have residents who are not University students. These students 
may not be bound by the University’s policies or the Code of Student Conduct. 

Health and safety
As your College is a work place, the Health and Safety in Employment Act 1992 (HSE 
Act) applies. The University has comprehensive health and safety policies and procedures. 
University owned Colleges are covered by these policies and procedures, which can be 
found here. 

You should be aware of the University’s:

•	 Safe Driving Policy;

•	 Workplace	Vehicle	Guidelines;	and

•	 Draft	Guidelines	and	Policies	relating	to	Field	Activity.

Each affiliated College has its own policies and procedures. In line with the five yearly 
review contemplated by the University’s Affiliated Colleges Statute 2011, affiliated Colleges 
are audited every five years by the University’s Health and Safety team.   

All College staff members have an important role to play in terms of ensuring a safe 
environment for staff and students. Each University owned and affiliated College has a 
trained DHSO (Departmental Health and Safety Officer) or Health and Safety Officer. The 
role of this person is:
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•	 to	complete	hazard	identification	and	maintain	a	hazards	register	including	reviews	of	
the	register	and	hazard	auditing;

•	 to	maintain	an	accident	register	for	the	College	and	provide	copies	of	accident	forms	to	
the	University	Health	and	Safety	Manager;	

•	 to	report	on	hazard	management	issues	that	require	further	controls	to	the	Warden/
Head	of	College;				

•	 to	complete	accident	investigations	and	associated	documentation;

•	 co-operate	with	initiatives	from	the	University	Health	and	Safety	Team;

•	 liaise	with	Colleges’	emergency	wardens	to	ensure	emergency	procedures	are	in	place	
and	practised	as	necessary;

•	 act	as	a	resource	for	information	on	health	and	safety	matters;

•	 ensure	that	effective	health	and	safety	training,	information	and	supervision	is	available	
to	those	who	require	it;

•	 to	complete	the	staff	induction	for	new	staff	with	respect	to	the	health	and	safety	
requirements;	and

•	 liaise	with	University	departments	and	organisations	as	necessary.	

Each affiliated College has a committee or similar responsible for health and safety matters 
and there is regular reporting to this committee.   

The	HSE	Act	is	performance-based	legislation	and	is	supported	by	regulations,	guidelines	
and codes of practice, which control specific health and safety issues. The requirement to 
take all practicable steps in relation to safety and different aspects of safety is a common 
theme across the HSE Act. 

Hazard management is a key part of the HSE Act. For more information on the University’s 
approach to hazard management, see here. 

Some key points to remember:

•	 Be	aware	of	the	key	areas	of	risk	in	the	College,	for	example,	the	kitchens.	

•	 The	HSE	Act	isn’t	just	about	protecting	employees.	It	imposes	a	range	of	overlapping	
duties on the College relating to employees, students, contractors and other visitors to 
the College.  

•	 Employees	also	have	duties	under	the	HSE	Act.	This	includes	the	duty	to	take	all	
practicable steps to ensure your own safety at work, report hazards and to ensure that 
no action or inaction by you at work causes harm to any other person.
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•	 Just	because	the	College	employs	a	contractor	who	manages	the	relevant	work	doesn’t	
relieve the University or the College of its obligations under the HSE Act. As part of 
meeting the University’s obligations, the University has a Compliant Contractors Health 
and Safety Policy.	For	University-owned	Colleges	not	looked	after	by	the	Property	
Services Division of the University, it is particularly important that you are aware of, and 
operate under, this policy. Each affiliated College also has systems and documentation in 
place to ensure contractors are aware of their health and safety obligations. 

Fire is, of course, a key safety risk at all Colleges. There is a range of ongoing obligations 
imposed on Colleges under the Fire Service Act 1975 and Fire Safety Evacuation of Building 
Regulations 1992. The key obligations include obligations:

•	 to	implement	and	maintain	evacuation	procedures;	

•	 to	take	reasonable	fire	prevention	precautions	in	relation	to	wiring,	equipment	and	
certain	appliances;

•	 relating	to	control	of	open	flames;	and

•	 relating	to	packing,	unpacking	and	storage	of	flammable	materials.		

Food and alcohol
Dunedin City Council manages food safety and sale of liquor requirements. 

Food safety

In general terms, food must be handled and prepared in a safe and hygienic manner to 
prevent food poisoning or the spread of communicable disease. Colleges are deemed to be 
“food premises” and must maintain minimum food safety standards. 

Overview of current regime 

The Food Act 1981 (Food Act) presently regulates domestic food produced or sold in New 
Zealand. In summary, it makes illegal preparing for sale or selling:

•	 contaminated	food;

•	 food	that	is	unsound	or	unfit	to	eat;

•	 any	food	that	has	in	or	on	it	anything	that	is	harmful	to	health.

The Food Act enables food safety and hygiene standards to be set.2    

The more specific and prescriptive requirements are contained in the Food Hygiene 
Regulations 1974. The regulations set out the requirements for food premises and, among 
other things, set out specific requirements for the conduct and maintenance of food 
premises and the conduct of persons who deal with food for sale.

2 www.foodsafety.govt.nz/
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These regulations are supplemented by the Food (Safety) Regulations 2002. Among other 
things, these regulations prescribe certain food safety standards. Part 1 contains general 
provisions relating to food safety including:

•	 misuse	of	food	containers;	

•	 safety	of	articles	in	contact	with	food;

•	 identifying	articles	used	with	food;	

•	 infected	persons	working	with	food	articles	used	with	food;	and

•	 persons	in	contact	with	infected	persons.

In	addition	to	the	Food	Act	and	regulations,	the	City	Councils	have	Food	Safety	By-laws	
which set out a number of other requirements and deal with the grading of registered food 
premises (see Dunedin City Council’s Food Safety Bylaw). 

Transition to the new regime 

There has been a review of New Zealand food legislation. The Food Bill was introduced to 
Parliament on 26 May 2010 although as at 1 June 2012 it had not yet been reported back 
from select committee. If and when the Food Bill becomes law there will be approximately a 
year before it comes into force and after that a transition period for food businesses.3  It is 
envisaged	that	once	the	new	law	comes	into	effect,	council	by-laws	will	no	longer	be	required.	

The new regime moves away from registration of premises and instead adopts a risk 
based approach with a focus on registration of a plan. Through the plan, the business will 
identify the practices it has in place to produce safe and suitable food and to safeguard food 
throughout the operation.  

For some years, a similar approach has been adopted through what is known as a ‘food 
safety programme’. This is a programme designed to identify and control food safety 
risk factors in order to establish and maintain food safety. A business which adopted an 
‘appropriate’ food safety programme can obtain an exemption from the Food Hygiene 
Regulations	1974	and	the	Council’s	Food	Safety	By-laws	(note	that	the	Food	(Safety)	
Regulations 2002 will continue to apply. An appropriate food safety programme is defined in 
section	8G	of	the	Food	Act	and	(among	other	things)	must:

•	 be	based	on	the	principles	of	Hazard Analysis Critical Control Point4;

•	 deal	with	the	identification,	monitoring	and	control	of	hazards;

•	 for	each	food	preparation	task	or	category	of	tasks	identify	the	skills	required	to	
perform it, the persons or categories of person who will perform it and the training and 
instruction;

3 www.foodsafety.govt.nz/policy-law/reform-nz-food-regulations/food-bill/
4  As set out in the current edition of the Codex Alimentarius.
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•	 address	regular	maintenance	to	the	premises	and	associated	equipment;

•	 provide	for	regular	auditing;	and

•	 provide	for	appropriate	record-keeping.	

Businesses that have a food safety programme will be recognised and brought into the new 
system.

Application to your College

Each College has its own food safety programme as discussed above. 

Sale of alcohol 

All Colleges have rules and policies around where and when alcohol can be consumed by 
students. Failure by students to comply with the rules and policies can result in disciplinary 
action.  

Sale of alcohol is regulated by the Sale	of	Liquor	Act	1989 (Sale	of	Liquor	Act).	“Sale”	
includes	cash	over	the	counter,	a	ticket	system,	and	a	door	entry	fee.	The	Sale	of	Liquor	Act	
requires that licences be obtained for any function where liquor is sold for consumption by 
students	or	staff.	Generally,	liquor	licences	are	approved	via	the	District	Licensing	Agency,	
which forms part of Dunedin City Council. 

Irrespective of whether a license is required, it is an offence for any person to supply a 
minor (i.e. someone under 18) with alcohol. This is reflected in your College’s rules about 
who can attend College functions.  

Any function that involves students, and at which alcohol is present, is also covered by 
University Regulations. For more information, see here. 

Note	that	the	Liquor	Reform	Bill	is	currently	before	Parliament.	This	section	of	the	guide	
will be updated once this reform takes effect. 
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Some contracting tips
You should be familiar with the University’s Conflicts of Interest Policy. 

The following tips may be useful if your role involves entering into contracts on behalf of 
the University or your affiliated College. 

Contracts can be formed verbally

Be	aware	that	contracts	can	be	formed	verbally	or	by	exchange	of	letters	or	e-mails.	That	is	
not to say this is good practice (as such contracts create the potential for dispute because 
of the uncertainty involved).  

Delegations/authorisations

Whether you are part of a University owned or affiliated College, your first question 
should always be whether you have the appropriate authority to negotiate and/or sign the 
relevant contract. For example, should the contract be handled through Accommodation 
Services or Property Services?           

Check the parties

If you are at a University owned College, then all contracts should be in the name of the 
University. For an affiliated College,  contracts should be in the name of the legal entity that 
owns and runs the College (for example, in the case of Knox College and Salmond College, 
this would be the Council of Knox College and Salmond College Incorporated). 

You should always understand the legal nature of the other contracting party. Is it an 
individual, a company, a partnership, an incorporated trust or some other type of entity?    

Is the document legally binding? 

Is any document you are asked to sign intended to be an enforceable contract or is it just 
a	non-binding	statement	of	intent	or	basis	for	further	discussion/negotiation?	This	needs	
to be very clear, particularly if the document is called an MOU or heads of agreement or 
similar. 

What are the terms of the contract?

You obviously need to be very clear as to what does and what does not form part of the 
contract.	For	example	a	letter	or	e-mail	between	the	parties	will	generally	not	form	part	of	
a signed contract unless specially referred to.   

Check the term and cancellation provisions

Make sure you understand how long the contract is to run for (it is possible to contract 
forever!)  If there is to be a right of renewal, make sure the contract is very clear who can 
exercise the right of renewal and the process.   
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Understand the key risks 

Prior to signing, take a step back and consider what are the worst things that could go 
wrong with the contract. Are the interests of your College protected in these situations? 
 

Trusts 
From time to time benefactors leave or settle sums of money or property to or on 
particular individuals within an affiliated College (for example the Warden from time to 
time) to be held ‘on trust’ for particular purposes.   

In these circumstances it is important to understand that the law imposes specific duties 
(known as fiduciary duties) on the individual(s) to deal with the property exclusively in 
accordance with the ‘trust’ imposed and to act in the best interests of the trust. The funds 
or property must be separately accounted for and, unless permitted by the terms of the 
trust, must not simply be used for general purposes associated with the College. 

If you are a trustee, you should also be aware that the Trustee Act 1956 imposes a range of 
duties on trustees including duties relating to prudent investment of trust funds and the duty 
not to delegate trust duties to others or leave it to one of the trustees to make decisions.  

International students 
As a signatory to the Code of Practice for the Pastoral Care of International Students (Code), 
the University has particular obligations relating to the welfare of international students. 

Each College works closely with staff from the International Office to ensure these 
obligations are met. Further information on the support services provided by the 
International Office is available here.  

Part 15 of the Code provides a range of obligations relating to accommodation provision. 
As the University recommends a range of accommodation to international students over 
the age of 18 it is not generally required to undertake the vetting of facilities contemplated 
by the Code. However, Aquinas College is made available for international students 
under the age of 18 so it is required to be vetted and all staff and service contractors 
police vetted as required by the Code.5  Monthly meetings are held by the University’s 
International Office with students under 18 (which exceeds the requirement of quarterly 
meetings required by the Code).   

5 Other colleges also undertake police vetting. Salmond College accepts Foundation international students under the 
age of 18. 
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Building and environmental       
Building and environmental issues for your College may be managed by the Property 
Services Division of the University as well as your College’s building manager or similar.  
You should consult the Head of College or Accommodation Services and the Property 
Services Resource Planner Katrina Roos (email katrina.roos@otago.ac.nz) prior to 
undertaking any building works to University property that are not simple repairs or 
maintenance. In addition to this, be aware of University requirements regarding interior 
and exterior aesthetics i.e. for University owned colleges, paint colours must be approved 
by	the	Strategy	and	Planning	Manager,	Sue	Larkins	(email sue.larkins@otago.ac.nz) and fit 
within	the	University	colour	palette.	Significant	landscaping	or	tree-related	work	should	
be approved by the Property Services Facility Manager for the campus grounds Pete 
McGrouther	(email pete.mcgrouther@otago.ac.nz)

Please note that the requirement to consult Property Services’ Resource Planner extends 
to Arrow International and any other entity engaged by Accommodation Services to 
manage building projects for the University’s colleges. 

The following is an overview of some of the key requirements which may be relevant to 
you depending on your role at the College. 

Building work must comply with Building Code

All building work must comply with the Building Code (whether or not a building consent 
is required for that work). A copy of the Building Code can be found here. 

The Building Code has 35 clauses setting out performance standards that buildings 
must meet relating to structural stability, durability, fire safety, access, moisture, safety of 
users, services and facilities, and energy efficiency. For each clause, there is a compliance 
document published by the Department of Building and Housing which sets out ‘acceptable 
solutions’ and ‘verifiable solutions’. Building work undertaken in accordance with a 
compliance document will comply with the Building Code. Alternative solutions are 
permitted provided it can be demonstrated to the Dunedin City Council that the solutions 
meet the performance standards in the Building Code. 

If the University or your College appoints a consultant to design the building works, the 
consultant must use his or her professional judgment to ensure that the works, if built 
in accordance with the plans and specifications, will comply with the Building Code. The 
contractor is then required to construct the works in accordance with the plans and 
specifications and otherwise in a workmanlike manner. 
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Consent will be required unless work exempt

All building work needs a building consent unless it is ‘Exempt Building Work’. Schedule 1 of 
the Building Act 2004 (Building Act) tells you what work is in this category (for example most 
‘like for like’ repair and maintenance, replacing windows, interior alterations etc. are exempt).  

The Department of Building and Housing has published a guide to assist in determining 
what does and doesn’t need a building consent. 

The person responsible for managing the works (be it a consultant or a staff member) is 
required to consult Katrina Roos, Resource Planner, Property Services (katrina.roos@
otago.ac.nz) for advice as to whether or not consent is required. 

As	part	of	its	review	of	the	Building	Act,	the	Government	has	put	in	place	a	framework	for	
the	introduction	of	a	new,	stepped,	risk-based	approach	to	the	administration	of	building	
consent	and	inspection	requirements.	This	creates	different	categories	of	building	consent;	a	
low-risk	building	consent,	a	simple	residential	building	consent,	a	standard	building	consent,	
and a commercial building consent, which are intended to streamline the consenting 
process. Each type of building consent will have slightly different application, building works 
and inspection requirements aligned with the risk and complexity of the work. For details 
of the intended building consent changes please see the Building Amendment Act 2012. 

As at the date of publication, the new regime is not in force. The Department of Building 
and Housing advises that this new system will be ‘activated’ only once other quality 
assurance measures have been bedded in. Contact the University’s Design Office Manager, 
Vince Simmonds, at vince.simmonds@otago.ac.nz if you have any questions regarding the 
new regime. 

Compliance schedule

Your College will have a number of ‘specified systems’ which are required under the 
Building Act to have a compliance schedule describing the systems and listing a range 
of other matters. An annual warrant of fitness must be obtained from the Dunedin City 
Council. A copy of the building warrant of fitness must be displayed in the public area of the 
building. 

Electrical work, gas fitting, plumbing or drain laying

You will need to ensure that the work is undertaken by appropriately qualified tradespeople 
(either	contractors	or	the	University’s	contracting	team’s	own	in-house	trade	staff)	and	
appropriate certificates and documentation provided to the applicable City Council as 
part of the consenting process. The Electricity Act 1992 and the 2010 regulations apply to 
electricity work while the Plumbers,	Gasfitters	and	Drainlayers	Act	2006 and regulations 
apply to sanitary plumbing, gasfitting and drain laying.  
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Historic Places Act 1993 

The Historic Places Act 1993 applies to building works on registered historic places, areas 
and	waahi	tapu.	It	imposes	a	3-tier	hierarchy,	with	commensurate	protection,	depending	on	
whether buildings or sites are scheduled under the District Plan, registered with the New 
Zealand Historic Places Trust (Trust), or not registered/ scheduled. 

If not registered, then there is no legal duty to notify or consult. If a building or site is 
registered with the Trust, then the City Council notifies the Trust where building works are 
proposed or resource consents applied for. This generally does not create legal obligations 
on the University but may prompt the Trust to provide conservation advice. 

Where a building or place is scheduled in the District Plan, then the University or the 
Affiliated College must consult and potentially seek Trust approval for resource consent or 
building works. 

Your	College	may	be	both	registered	and	scheduled	in	the	District	Plan.	Generally	Trust	
input on resource consents is limited to the exterior of building works. 

Property Services has a close working relationship with the Trust and manages heritage 
buildings under a campus heritage strategy. The University is developing a Memorandum 
of Understanding with the Trust, to formalise that relationship. If you are in doubt as to 
how the requirements of the Historic Places Act 1993 effects your college or would simply 
like more information, please contact Katrina Roos, Resource Planner, Property Services 
(katrina.roos@otago.ac.nz).

Resource Management Act 1991 issues

The University and each affiliated College has a duty under the Resource Management Act 
1991 (RMA) to obtain all necessary resource consents for its activities. Failure to obtain 
resource consent can expose the University (and management/staff personally) to criminal 
or civil liability, with significant penalties (up to $600,000 fines and/or imprisonment). The 
RMA is effects based and the University/affiliated College is expected to avoid, remedy or 
mitigate adverse effects of its activities on the environment. 

Among other things, building related activities which may trigger the need for resource 
consent include building projects, signage, discharges to air, land or water, subdividing land, 
works to protected trees, earthworks and infrastructure and changes to the use of a building. 

Resource consents are triggered by rules under District and Regional Plans. This reflects a 
2-tier	system:	land	use	matters	are	addressed	by	zoning	in	the	District	Plan	and	discharges	/	
use of water through the Regional Plan. 



14 Getting it right

The Campus Zone gives the University an allowance to carry out a large number of land 
use activities without consent. However, you should be aware that most Colleges sit outside 
the Campus Zone boundary, and often have stricter resource consent requirements. Where 
consents are required, consultation is often required for affected persons. This may include 
neighbouring owners/occupiers, tangata whenua or special interest groups. Depending on 
the scale of activity, an AEE (Assessment of Environmental Effects) is usually required, and 
notification either publicly or to specified persons may be required by the City Council. 

Discharge consents may be required from Regional Councils for discharge of contaminants 
into water, air or onto land in circumstances where contaminant then escapes into water. 

Again, please contact Katrina Roos, Resource Planner, Property Services (katrina.roos@
otago.ac.nz) for all matters pertaining to resource consents.

Hazardous substances
A range of hazardous substances may be used and/or stored at your College. Hazardous 
substances are regulated by the Hazardous Substances and New Organisms Act 1996 (HSNO). 

What is a hazardous substance?

A hazardous substance is any substance that has one or more of the following properties 
above specified levels:

•	 an	explosive	nature	(including	fireworks);

•	 flammability;

•	 ability	to	oxidise	(i.e.	accelerate	a	fire);

•	 corrosiveness;

•	 acute	or	chronic	toxicity	(toxic	to	humans);

•	 ecotoxicity,	with	or	without	bioaccumulation	(i.e.	can	kill	living	things	either	directly	or	
by	building	up	in	the	environment);	or

•	 can	generate	a	hazardous	substance	on	contact	with	air	or	water.
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Overview of key requirements

HSNO is administered by the Environmental Protection Agency (EPA). The EPA website is a 
useful source of information. 

In summary, under HSNO all businesses are required to:

•	 identify	a	person	in	charge	to	manage	the	hazardous	substances	that	are	stored	and	
used	at	the	place;

•	 prepare	a	hazardous	substances	inventory	that	lists	the	substances	at	the	site	and	their	
hazardous	properties;

•	 ensure	staff	are	appropriately	trained	to	handle	the	substances	safely	and	use	the	
required	personal	protective	equipment;

•	 ensure	that	there	is	adequate	information	available	for	staff	and	visitors,	such	as	product	
labels,	safety	data	sheets	and	signs;

•	 have	emergency	management	procedures	and	equipment	in	place	to	deal	with	any	
potential	emergency,	e.g.	fire	extinguishers	and	an	emergency	response	plan;	and

•	 have	current	test	certificates	to	confirm	that	these	key	controls	are	being	properly	
addressed.
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Application to Colleges
The University runs a University wide system to meet its obligations under HSNO. 
The University Health and Safety team can assist and advise Colleges on the legislative 
requirements. Different aspects of the requirements described above will apply to your 
College depending on the type of substances involved. In this regard, the University 
Health and Safety team has a HSNO expert who has assessed most of the Colleges.  The 
University also has a Hazardous Substances and Radiation Committee which, among other 
things, advises the University on all matters relating to hazardous substances safety at the 
University. For more information you can contact Andrea McMillan, University Health and 
Safety Compliance Manager.  

All University owned Colleges are covered by the University systems. Affiliated Colleges 
have their own systems for ensuring compliance. 

Your College will also have a building manager/officer or similar who has responsibility for 
HSNO compliance.  

This guide is intended solely for use by the University of Otago and its related entities. The 
guide is general in nature and, if you have a particular query or problem, specific legal 
advice may be required. Please contact the University’s risk manager, Alex Sweetman at 
Alexandra.Sweetman@otago.ac.nz or (03) 479 5005 if you have any feedback on the guide 
or any general compliance or risk related queries.   


