
HEALTH & SAFETY 

TEAM WORKING DOCS

COMMUNICATIONS 

EXTERNAL RELATIONSHIPS

Academic Relationships - NZ

Academic Relationships - Overseas

Community Relationships

Corporate Relationships

Cultural Relationships

Govt Relationships

Industry Relationships

FINANCIAL PLANNING 
Budget Development

Forecasting

POSITION 1 

POSITION 2 etc, etc 

PEOPLE MGMT 

POSITION 2 etc, etc

POSITION 1

Dept Structure & Change

DEPT PROJECTS & INITIATIVES

Unitec folder structure for 
H:\ DEPT FOLDERS \ [Name of Dept/Service 

Unit or Directorate/Faculty Office ]

HAZARD MANAGEMENT

INCIDENT MANAGEMENT

TRAINING & SUPERVISION

COMMUNICATIONS

Incident Reports

Incident Registers

Hazard Identification

Hazard Control Plans

Safety Plans

Hazard Monitoring

Hazardous Substances

COLLABORATIVE WORK SPACE

Access to HOD / Manager only 

Access to Exec Dean/Director; HOD / Manager & HSE 
Improvement  Group Members only

Full Access to HOD / Manager only
Read Access to whole team

Access to position holder only 

Access to position holder only 

Full Access to HOD / Manager only
Read Access to whole team

Access to HOD / Manager only 

Access to all team members

Full Access to HOD / Manager only
Read Access to whole team

MEETINGS

Mgmt Team Meetings 
Access to Mgmt team only 

Activity Reports 

EVENTS

Functions & Conferences

Open Evenings 

Dispute Resolution 

Personal Grievances

Complaints 

Disciplinaries 

Team Meetings 
Access to team only 

Staff Notices  

Shortcut to HEALTH SAFETY & ENVON GROUP

KEY

UPPERCASE FOLDERS = standard structure for 
all departments/service units 

lowercase folders = suggested sub folders to 
help categorise / aid the discovery of the type of 
information you should be putting in each high 
level folder. Use where needed or create others
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