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Preface

The 2020 Rules of the New Zealand Home Heating Association (Incorporated) updates the 2018 rules
published September 2018 and ratified at the Annual General Meeting held in Blenheim September
2018.

These rules bind all members, but are subject to:
(a) Legislative and common laws of New Zealand, and,

(b) The Constitution of the New Zealand Home Heating Association (Incorporated).

This document divides the various aspects of the Association's administration and management into
sections allowing the reader to focus on a particular area of interest. In addition, each section provides
a policy statement to give context to the rules and assists the reader to understand the underlying
rationale as to why a rule was included or drafted in a particular way.

October 2020

Mike Chilton

President
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SECTION 1 DEFINITIONS

Association

1.01  The New Zealand Home Heating Association (Incorporated).

BOINZ

1.02 The Building Officials Institute of New Zealand is an organisation that engages in the
education and advocacy for building surveyors, including building control officers,
throughout New Zealand.

Certified Installation Technician (SFAIT)

1.03 Is a member who has successfully completed all the training and experience criteria
as a Solid Fuel Appliance Installation Technician (SFAIT) and is up to date with
insurance cover and on-going certification requirements.

Certified Servicing Technician (SFAST)

1.04 Is a member who has successfully completed all the training criteria as a Solid Fuel
Appliance Servicing Technician (SFAST) and is up to date with insurance cover and
on-going certification requirements.

Committee
1.05 Is a sub-committee formed by the Executive for a specific project or task under
SECTION 5 of these rules.

Conferred membership

1.06 Is where a company or a partnership, that is a fully paid member, confers membership
on an employee or a partner (of a partnership) under Constitution Clause 5.02(e). A
conferred member shall not have any voting rights, unless expressly nominated in
writing as a representative of the company, or partnership, under Constitution Clause
5.02(d).

Constitution
1.07 Is the Constitution of the New Zealand Home Heating Association (Incorporated)
drafted in accordance with the Incorporated Societies Act 1908.

Executive

1.08 Persons appointed in accordance with the Constitution to represent the Association
comprising the President, Vice-President, and up to five Executive Committee
members.

Rules of the New Zealand Home Heating Association (Incorporated)



2 DEFINITIONS

Executive Committee

1.09 Are persons other than the Executive Officers (President and Vice-President) who
constitute the Executive and are representative of the three Association sectors.

Executive Officers

1.10 Are the President and Vice President elected pursuant to the Association's
Constitution.

GST

1.11  All amounts quoted in these rules are exclusive of Goods and Services Tax (GST).

Third Party

1.12  Any legal entity who is not a member of the Association.

Trainee Technician

1.13 Is a member who is undergoing training as either as an installation technician (SFAIT)
or a servicing technician (SFAST) and is yet to complete the theory, or practical
assessment, or experience requirements.

Restricted Technician

1.14 Is a member who has successfully met all the training and experience criteria as a
Certified Technician (SFAIT or SFAST) but has been removed from the Register of
Certified Technicians.

Sector
1.15 Determined upon application, a member can be categorised as either a manufacturer,
a retailer, or a technician.

Service Provider

A member of the Association who is registered on the Register of Approved Service
Providers and is contracted to supply specified services on behalf of the Association
to other members or third parties.

Rules of the New Zealand Home Heating Association (Incorporated)
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SECTION 2 ADMINISTRATION

POLICY

The Executive shall ensure that there is provision for regular reviews of the Rules and ensure
that the Association's records are kept in a secure environment and that bank accounts are
sufficient to manage the finances of the Association and that the Association limits legal risk
by way of appropriate insurance cover.

REVIEW

2.01  The Rules of the New Zealand Home Heating Association (Incorporated) (the Rules)
shall be reviewed regularly to ensure that they are up to date and provide for effective
management and operation of the Association.

2.02 When deciding when or how to amend any rule, consideration shall be given to:

(@) Changes in legislation affecting the Association,
(b) Events or circumstances that have shown a need to amend the rules,

(c) Recommendations from any committee formed under these rules.

2.03 The Executive shall pay particular attention to the policy statements (highlighted in
boxes) governing the development of rules for the effective management of the
Association.

2.04 The Executive shall review the Rules in their entirety within five years of the previous
Rule's publication date.

REGISTERED ADDRESS

2.05 The Association's registered address for service and the address for mail is held by the
Secretary.

BUDGET AND FINANCES

2.06 The Treasurer shall present a budget to the Executive for review and approval prior to
each Annual General Meeting.

2.07 Where unforeseen expenditure exceeds funding of the budgeted annual income, the
Executive shall have the expenditure considered by an Annual General Meeting or a
Special General Meeting for approval.

BANK ACCOUNTS

2.08 The Association shall hold the following bank accounts:

(@) Operating account,

Rules of the New Zealand Home Heating Association (Incorporated)



ADMINISTRATION

2.09

2.10

2.11

2.12

(b)  Term deposit account.

Bank account payments shall require authorisation from any two of the signatories
specified in Rule 2.10.

There shall be three Executive members recorded as authorised bank account
signatories:

(@) The President; and,

(b)  Two other Executive members.

The bank account signatories shall be appointed as soon as practicable following the
Annual General Meeting and recorded in the minutes of the first Executive meeting
following the Annual General Meeting.

The Executive may authorise the Treasurer to place funds on term deposit as and when
required.

INSURANCE

2.13

2.14

2.15

The Association shall be insured against claims for any act that causes a loss by way of
physical damage or damages arising from advice or information it provides to its
members or third parties during the execution of its duties as required by these Rules.

The type and level of cover shall include:
(a) Public liability,

(b)  Statutory liability,

(c) Association's liability,

(d) Defence costs.

The Executive shall, from time to time, obtain any other insurance cover needed to
operate effectively without undue exposure to risk.

Rules of the New Zealand Home Heating Association (Incorporated)
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SECTION 3 MEMBERSHIP

POLICY

The Executive shall ensure that policy and rules governing membership provide a simple
means of applying for membership. Reasonable fees shall be set commensurate with the
value and services provided to the members.

The Executive recognises the importance of communication and shall continue to develop
policies and rules that facilitate regular exchanges of information about the Executive's
decisions and activities, industry developments and member feedback.

Any rule facilitating a free flow of information shall be weighed against the need to protect a
member's rights to privacy and protection of confidential or sensitive information.

MEMBERSHIP CATEGORIES AND SECTORS

3.01 Any person, partnership, or company, shall be categorised under one of the following:

a) Manufacturer/Importer Sector,

(

(b) Retailer Sector,

(c) Technician Sector,
(d)  Associate Member,
(e) Corporate Member,
(

fy  Life Member.

3.02 Associate membership is available to persons, companies or partnerships, that do not
fall into one of the sectors, for example, a testing laboratory.

3.03 Corporate membership is exclusive to companies, national or international, seeking to
contribute to the Association and to further its objectives.

3.04 A Life Member is a special category, available only in the circumstances detailed in the
Constitution.

MEMBERSHIP APPLICATIONS
3.05 Membership applications shall be in writing and on the prescribed form.

3.06 The necessary information from industry-related referees may be given verbally and
recorded by the Secretary.

3.07 If an applicant requests a copy of the rules, the Secretary shall send the rules up to and
including SECTION 3 and advise the applicant that the full rules, covering other areas
of the Association, shall be forwarded upon approval of his or her application.
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MEMBERSHIP

3.08 The Secretary shall, within two weeks of receiving the application, gather the required
vetting information and forward the application to the Executive for consideration.

3.09 Where an application is declined, the Secretary shall advise the applicant in writing and
inform the applicant of the opportunity to apply at a future date.

3.10 The Executive is not required to give reasons for a declined application.

Successful applications

3.11 If the Executive approves an application, the Secretary shall advise the applicant and
send an email membership pack, that shall include:

(a)
(b)
(c)
(d)
(e)
(

f)

A welcome letter,

Member's guide to the NZHHA,
The Association's Constitution,

The Association's Rules,

Burn Bright Burn Right/Clear Skies,

Previous two newsletters,

3.12 The Secretary shall send the applicant via post or courier:

Window/Vehicle Emblems x 3,

Membership Year Sticker x 3,

Welcome to the Wonderful Warm Clean World of Solid Fuel Heating x 25,
Membership Certificate.

3.13 The above items above shall be reviewed annually by the Executive.

Membership Certificate

3.14 The Membership Certificate is an official document of the Association and shall display

the following:
a) NZHHA logo,
b The member's name,

(f)

Date of issue,

"This is to certify that" [members name] "has fulfilled all requirements for
membership prescribed by the New Zealand Home Heating Association
Incorporated and has agreed to abide by the Association's Code of Ethics listed
hereunder."

The Association's Code of Ethics as per Constitution Clause 8.2 (reproduced
below),

The signature of the President and the Secretary.

3.15 The certificate shall be made from high quality light rose coloured card with a minimum
weight of 300 grams per square meter.

Rules of the New Zealand Home Heating Association (Incorporated)



MEMBERSHIP 7

Code of Ethics

3.16  The following Code of Ethics applies to all members:
(@) To perform all contracts fairly and faithfully recognising the role of [the] industry in
contributing to the comfort and safety of the public.
(b)  To maintain the highest standards of business practice and courtesy.

(c) To make every effort to resolve complaints, grievances and disputes through fair
and reasonable negotiation and to abide by any decision reached by an Arbitration
Committee or [an] Inspector appointed.

(d)  To further the interests of the Association at all times, and to be loyal to its aims
and objectives.

(e) To apply the rule “Do unto others as you would have them do unto you” in all
relationships.

SUBSCRIPTIONS AND FEES

3.17 Each member shall pay a fee upon joining, renewal of his or her annual subscription or
when accessing the Association's charged services.

3.18 All fees are set by the Executive and shall allow for the recovery of expenses incurred
whilst performing functions and providing services for the governance, management and
operation of the Association.

3.19 A member admitted part way through the financial year shall pay the applicable annual
subscription fee on a pro rata basis in respect of the remaining full months.

3.20 Current fees are listed in the Schedule of Fees, which is held by the Secretary, and
covers the following:

a) Membership application,

Re-joining fee,

)
c) Annual subscription,
) Training,

)

Auditing,
f)  Technician identity card,

g) Inventory items.

3.21 The above fees shall be reviewed annually by the Executive at the last meeting prior to
the AGM.

Annual Subscription

3.22 Every member has the option of paying the annual subscription fee by either:

(@) One annual payment invoiced on the first day of the financial year (1 July),
whereby the due date is the 20" of the month following; or,

Rules of the New Zealand Home Heating Association (Incorporated)
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3.23

3.24

(o) Two equal payments each being one half of the full annual fee as invoiced on the
first day of the financial year (1 July) whereby the following due dates apply:

(iy 20t of the month following the invoice date; and,

(i) 20t of January of the following year.

Every member who wishes to select the two-part payment option must, within seven
days of receiving the annual subscription invoice, notify the Secretary who shall:

(@) Amend the member's record in the Register of Members; and,

(b)  Advise the Treasurer who will record this in the accounting records.

All other fees shall be payable prior to the service or product being supplied.

Branch Retailer subscription fee

3.25

3.26

3.27

3.28

3.29

Retailer Sector members, with more than one retail outlet, may confer membership on
additional branches by paying a reduced annual subscription fee for each additional
branch (Branch Retailer).

The Branch Retailer subscription fee is calculated at one half of the Retailer Sector
annual subscription fee.

Upon payment of the Branch Retailers subscription fee, a Retailer Sector member
confers membership onto the Branch Retailer and its employees. Accordingly, the
Branch Retailer has all the rights and benefits of conferred membership in accordance
with the Constitution.

Retailer Sector members may confer membership onto their Branch Retailers
regardless of the branch's location.

Branch Retailers do not have any voting rights. A Branch Retailer can obtain voting
rights by becoming a member in its own right as a Retailer Sector member in accordance
with the Constitution.

UNPAID SUBSCRIPTIONS

3.30

3.31

If a member fails to pay his or her annual subscription fee by the due date, the member
shall be in arrears, and all Association services and benefits, including voting rights,
shall be suspended.

If after seven days following the due date the member is still in arrears, the Secretary
shall send a reminder notice to the member stating that the member is in arrears and
offer the following options:

(@) To pay the arrears within seven days,

(b) Elect the option to make part payments under Rule 3.22(b),

(c) to offer any reasons for non-payment due to hardship that the Association ought
to consider.

Rules of the New Zealand Home Heating Association (Incorporated)



MEMBERSHIP 9

3.32

3.33

Should the member fail to pay the arrears or contact the Secretary within 14 days of the
reminder notice date, the Secretary shall give notice that:

(@) If the Association has not heard from the member within seven days, the
membership will be terminated,
(b) The member is welcome to apply within twelve months to rejoin the Association,

(c) After twelve months, the member is welcome to submit a new application.

The Executive may, in cases of hardship, consider a written request by the member to
alter the above rules relating to Unpaid Subscriptions, as appropriate.

COMMUNICATION

3.34

3.35

3.36

3.37

3.38

3.39

3.40

The Executive shall ensure that newsletters are distributed to all members every two
months to inform the members about the Association's work and industry matters of
interest.

Sales brochures or advertisements from member companies may be circulated or
advertised in the newsletter with the approval of the Executive.

Any member shall, upon written application to the Secretary, receive a copy of the
minutes of Executive meetings.

All minutes of meetings held in-committee shall remain in confidence and any disclosure
must be approved by the Executive.

Minutes of sector committee meetings shall be recorded by a person nominated by the
sector committee and shall be circulated to the respective Sector Committee members
and the Secretary within 20 working days after the meeting.

A request for minutes shall be recorded at the next Executive meeting as part of the
inwards/outwards correspondence.

Any media releases shall be approved by the President and recorded in the minutes of
the next Executive meeting as part of the inwards/outwards correspondence.

REGISTER OF MEMBERS

3.41

3.42

The Secretary shall maintain a Register of Members and keep its contents confidential
unless permitted to disclose as a whole or in part:

(a) By these rules; or,
(b)  As directed by the Executive; or,
(c) Asrequired by law.

Each record within the Register of Members shall, where applicable, contain the
following information:

(a) If the member is a person, the member's name, address and company details,

Rules of the New Zealand Home Heating Association (Incorporated)



10 MEMBERSHIP

(b) If the member is a company or partnership, the company or partnership name,
address and the nominated representative,

(c) The commencement date of Association membership (taken as the date upon
which the application was approved),

d) The sector to which the member belongs,
e) The date and name of all training courses attended,
f

(
(
( All audits undertaken,

(g) Technician certification number,
(

(

(

~

h)  Technician insurance renewal date,

i)  Annual subscription payment option of either once or twice per year,
j)

Details of any disciplinary action regarding the member.

3.43 It is a condition of being on the Register of Members that the member agrees to be
bound by these rules.

Rules of the New Zealand Home Heating Association (Incorporated)
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SECTION 4 EXECUTIVE

POLICY

The Executive is a collective group of individuals elected by the membership at an annual
general meeting whose purpose is to develop policies and rules for the good governance
and the effective management of the Association.

At all times the Executive is required act in the interests of the Association's members and
is ultimately responsible for the success of the Association.

PURPOSE AND SCOPE

4.01 The Executive shall ensure there are comprehensive rules governing:

a) Strategic direction,
Policy formulation,

)

c) Risk management,
) Legislative compliance,
)

Measuring Strategic Plan performance,
f)  Protection and management of information about its members,

g) Disciplinary matters and settling disputes.

MEMBERSHIP

4.02 The Executive membership shall comprise a President, Vice-President and the
Executive Committee in accordance with the Constitution.

4.03 All Executive members are elected solely in their personal capacity and not as
representatives of any company or partnership including the Executive member's
employer.

EXECUTIVE CODE OF CONDUCT
4.04 Every Executive member shall be bound by the Executive Member Code of Conduct
that upholds principles of professional engagement in terms of:

a) Confidentiality,
Conflicts of Interest,

)

c) Abuse of Power,
) Receiving Gifts,
)

Compliance,

f)  Consequences of Breach.

Rules of the New Zealand Home Heating Association (Incorporated)
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EXECUTIVE

4.05 It is a condition of being on the Executive that the member agrees to be bound by the
Executive Member Code of Conduct.

4.06 The obligations will survive the member's tenure on the Executive in order to secure
ongoing protection of information disclosed to the member whilst on the Executive.

4.07 If the Executive Member Code of Conduct is amended in any substantive way, the
Executive member shall be required to sign the latest version of the Executive Member
Code of Conduct.

4.08 Any past or present member of the Executive who breaches the Executive Member
Code of Conduct shall be subject to disciplinary action, which may include expulsion,
significant periods of suspension, or, if applicable, removal from the Executive.

MEETINGS

4.09 A timetable for Executive meetings shall be scheduled at the first Executive meeting
following the Annual General Meeting. The Secretary shall give 14 days notice to every
Executive member of any changes to scheduled meetings or the scheduling of additional
meetings.

4,10 The number of scheduled meetings shall be no less than two and up to a number
required to facilitate effective governance and management of the Association.

4.11 The schedule of meetings shall be notified to the following Service Providers for the
purpose of fulfilling reporting requirements:

(a) Field Officers pursuant to Rule 13.20,
(b)  Sector Committee chairpersons pursuant to Rule 16.07.

412 The meetings shall take place at a venue that provides an effective meeting environment
having regard to noise, comfort levels and audio/visual needs.

4.13 Catering shall be provided for the duration of the meeting.

414 At every meeting, the minutes shall record:

a) Attendance,

b) Apologies,

c) Approval of previous minutes and matters arising,
d) Membership changes,

e) Correspondence,

~

Disciplinary or dispute matters,
g) Financial Statements,
h)  Decisions made,

i Motions moved, motions seconded, and the outcome of voting,

(
(
(
(
(
(f
(
(
(
(

)
j)  Recording conflicts of interest,
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EXECUTIVE 13

(k)

Closing and the next meeting date.

4.15 Minutes of Executive meetings shall be recorded by the Secretary and shall be circulated
to the Executive members within ten working days after the meeting.

Meetings in-committee

416 The Executive shall protect personal or sensitive information discussed during an
Executive meeting by recording such discussions in-committee.

417 When deciding whether or not to conduct discussions in-committee, the President, or a
person chairing the meeting in the President's absence, shall have regard to:

(@)

Any confidential or sensitive material pertaining to a member or third party, and
whether or not the information is subject to a confidentiality agreement,

Where disclosure could undermine an individual's rights to privacy,

Where the Association's interests of protecting the information outweighs an
individual's interest to disclose the information,

Any reasonable request by a member to keep certain information confidential,

Disclosure of any information in the minutes that may, if released to one or more
members, give rise to legal action.

4.18 All minutes of meetings held in-committee shall remain confidential and any disclosure
must be approved by the Executive.

Pre Annual General Meeting

4.19 The Executive, in the last meeting prior to the Annual General Meeting shall receive:

The President/Executive report for that Financial Year,
The Association's accounts from the Treasurer for review and approval,
The Auditor's report on the accounts for that Financial Year,

Review annual subscriptions to ensure that they are appropriately set to cover the
Association's proposed budget,

Review meal allowances specified in Rules 4.37 and 6.25 below,
Review course fees set pursuant to Rule 7.14 below.

Post Annual General Meeting

4.20 The Executive, within 14 days of the Annual General Meeting shall arrange for sufficient
members to carry out bank transfers in accordance with Rule 2.10 above.

4.21 The Executive, shall at the first meeting following the Annual General Meeting confirm
the appointment of:

(i)  Field Officers,
(i) Chairperson and members of each sub-committee,
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REMUNERATION
4.22 A position on the Executive does not attract remuneration for the time spent dealing with

Executive matters.

4.23 Executive members may engage in providing services to the Association under a service
contract provided:
(@) The Executive member is listed on the Association's Register of Approved Service
Providers; and,
(b) Islisted in a category of service authorised to receive remuneration.
EXPENSES
4.24 The Association shall cover all meeting expenses relating to:
(a) Travel, for every Executive member, and the Secretary, to and from the meeting,
(b)  The venue, including audio/visual requirements,
(c) Catering, for the duration of the meeting.
4.25 Travel and accommodation expenses include:
(a) Travel per kilometre,
(b)  Flights,
(c) Accommodation,
(d) Meals,
(e) Airport transfers,
()  Parking.
4.26 Accommodation expenses shall be met by the Association if:
(@) A meeting lasts more than a day,
(b)  The schedule does not permit return travel, or safe travel, within the same day,
(c)  Through no fault of the member, the scheduled return flight is unduly delayed or
is cancelled by the airline.
4.27 The Executive may approve expenses for other members or third parties attending an

Executive meeting.

Travel by motor vehicle

4.28

4.29

Costs per kilometre shall be the IRD rate. As per the IRD guidelines, the rate applies
irrespective of engine size or whether the vehicle is powered by a petrol, diesel or a
hybrid engine.

The IRD rate does not apply to motorcycles and is capped per person at 5,000 km per
annum after which a log book must be kept.
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4.30 In cases where an Executive member prefers to travel by land, but it is cheaper to
travel by air, he or she shall be compensated to an amount equivalent to the costs
of travelling by air, including airport transfers.

Flights

4.31 Flights shall be purchased well in advance of the meeting in order to minimise travel
costs.

4.32 The cheapest available flight on any of the main airlines, which satisfies the meeting's
scheduling requirements, shall be taken.

4.33 If the meeting is postponed, the Executive member shall not cancel the flight, but shall
reschedule the flight to the next Executive meeting.

4.34 Cancellation insurance shall be purchased for return flights exceeding $500.

4.35 Flight details, including any changes to existing flights, shall be forwarded to the
Secretary as soon as practicable following the initial purchase or any subsequent
change.

Accommodation

4.36 Accommodation shall be:

(a) Asreasonably close to the event venue as possible; and,
(b) A rate based on a modest room.

Meals

4.37 Executive members shall follow the meal allowance guidelines held by the Secretary in
the Schedule of Fees and Allowances.

Airport transfers

4.38 Taxifares are approved for travel within the metropolitan area.

Unforeseen expenses

4.39 Unforeseen, but justifiable, expenses shall be covered for Executive members who incur
expenses in the course of performing their duties. In every case, receipts must be
produced with an application for reimbursement.

4.40 Failing to gain prior approval shall not disqualify reimbursement but the Executive
member risks a claim being denied for an expense incurred without prior approval.

Expense claims

4.41 Every claim shall be made by submitting:
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4.42

4.43

(@) Aninvoice; and,
(b) A receipt for each expense claimed.

Unless there are extenuating circumstances, all claims must be made within one month
of the expense(s) being incurred.

The Executive reserves the right to deny a claim that has not been made in accordance
with these rules.

Payment of expense claims

4.44

4.45

4.46

4.47

4.48

4.49

4.50

The Executive shall approve bills for payment by a majority of no less than four executive
members.

Expense claims, approved by the Executive, shall be paid on the 20th of the same month
provided the claim is made with reasonable notice to allow for processing.

What constitutes reasonable notice shall be at the discretion of the Executive in
consultation with the Treasurer.

The Executive may, at its discretion, direct a payment for an expense claim made at
short notice.

An Executive member who challenges a bill must do so in writing and give reasons.

A challenged bill shall be paid where:

(@) The member challenging the bill withdraws the challenge; or,

(b)  The Executive, following a review of the bill may by a simple majority overrule the
challenge.

If, by a simple majority, the challenge is upheld, the company or person who tendered
the bill must be notified as soon as possible.

Rules of the New Zealand Home Heating Association (Incorporated)



17

SECTION5 COMMITTEES

POLICY

The Executive shall ensure there are resources for specialist projects to further the
Association's objectives as prescribed in the Constitution.

Where possible, a committee's membership is based on the skill and experience of
members, drawn from the Association's membership, who will make a positive contribution
to achieving the committee's goals.

In all cases, committees shall have reporting obligations to the Executive to enable strategic
planning and the allocation of finances where required.

GENERAL

5.01 Committees shall be formed by the Executive, at its discretion, and comprise of
Executive members and other members selected from the Association's membership.
Administration

5.02 Administration of a committee member's responsibilities shall be by way of a Service
Contract under SECTION 6 of these rules including:

(@) Remuneration (if applicable),

(o) Expenses,

() A Code of Conduct.
Formation

5.08 When forming a committee and selecting its members, the Executive shall have regard

to:

(@) The objectives prescribed in the Constitution,

(b)  The knowledge base required to complete the project,

(c) Attracting members with experience and the skills required to deal with the issues,
(d) Keeping member numbers to a minimum in order to keep costs down,

(e) Including a representative cross-section of the sectors relevant to the project's

goals.

5.04 All committees shall elect a chairperson who shall report, in writing or verbally, to the
Executive. The report shall be recorded by the Secretary in the minutes of the next
Executive meeting.

Meetings

5.05 A committee shall meet at least twice a year, or more frequently as circumstances
dictate.
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5.06 Meetings may be face-to-face, or via telephone or video conference as considered
appropriate by the committee chairperson.

5.07 Any committee members relying on the reimbursement of expenses must ensure that
all the expenses are covered in their Service Contract in accordance with SECTION 6
below.

Quorum

5.08 At least on half of the committee's members present in person, or via communication
technology, shall constitute a quorum. The quorum must be present, or in constant
communication, at all times during the meeting.

Confidentiality

5.09 Unless otherwise required by law or permitted by the Constitution or these rules, the
members of the Committee are required to keep committee discussions, committee
papers and deliberations, confidential.

Exercise of powers

5.10 A committee must exercise the powers delegated to it in accordance with any directions,
strategies, objectives or policies of the Executive.

5.11 Recommendations of a committee, where a committee has no delegated power, shall
not be binding on the Association unless the recommendations are approved by the
Executive.

ASSOCIATION COMMITTEES

The Committees that may be formed by the Executive include, but are not limited to:

Standards Committee

5.12 The functions of this committee are to:
(@) Represent the Association on the nominated Joint Australian New Zealand
Standards Committee or the New Zealand Standards Committee,

(o) Develop the Standard so as to best represent the interests of the New Zealand
industry.

Industry Training Committee

5.13 The functions of this committee are to:
(a) Review and update training resources such as the training manuals and audio
visual presentations,

(o) Develop the training syllabus, lecture notes and handouts for introduction,
technician and BOINZ courses,
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Keep up to date with trends within the building industry with regard to the New
Zealand Building Code and the Australia/New Zealand Standards,

Assist the Executive on technical issues, when required,

Delegate duties as and when necessary, for example, additional knowledge
requirements,

Recommend training programmes for sector members.

National Conference Committee

5.14  The functions of this committee are to assist the Secretary:

(@)
(b)
()

In the preparation for the national conference,
Preparation of the schedule and speakers list,

The planning of the conference's social functions.

Finance Committee

5.15 The functions of this committee are to:

Review aged debtors,

Monitor year-to-date and projected income and expenditure to ensure reasonable
alignment with the Association's approved budget,

Monitor income and expenditure for specialist projects or events approved by the
Executive,

Report to the Executive at each meeting on the budget and year-to-date figures,
Assess financial risk for the Association.

Membership Engagement Committee

5.16 The functions of this committee are aimed at how to better engage members by:

Developing recruitment and retention strategies,

Monitoring and reviewing the way in which the Association communicates with its
members,

Reviewing the usage and functions of the Association website and whether it
meets the needs of its members and the public,

Reviewing potential social media resources and how they would benefit the
Association,

Monitoring the risk management of communication strategies and engagement,

Ensuring that there are communication channels with stakeholder organisations,
for example:

(i)  Regional Authorities,

(i)  Building Consent Authorities,
(iiiy BOINZ,

(iv) Fire Safety NZ,
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(v)  Insurance Council of New Zealand,
(vi)  Ministry of Business, Innovation and Employment (MBIE),
(vii) Ministry for the Environment (MfE).

Rules Committee

5.17 The functions of this committee are to:

(@) Keep up to date with legislative changes that may affect the Association,
(o) Review and recommend amendments to the Constitution as and when required,

(c) Review and amend the Association's rules to facilitate the management and
operation of the Association,

(d) To work with all sectors to ensure that all rules are comprehensive and relevant.

Disciplinary and Disputes Committee

5.18 The functions of this committee are to receive and manage complaints lodged by a
member or a third party.

5.19 Specific aims are to settle any dispute between a member and:

(a) another member or members,
(b) a member of the general public,
(¢) abuilding consent authority.

5.20 All disciplinary and disputes procedures shall be carried out in accordance with
SECTION 19 below.
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SECTION6  SERVICE CONTRACTS

POLICY

The Executive shall ensure that services provided by members to the Association are
managed formally by way of written contracts.

All services the Association offers to its members must be performed by skilled and
experienced persons. Accordingly, the rules must provide for appropriate compensation to
service providers regarding remuneration and expenses.

All contracts shall be clear and concise so that the expectations between the parties
regarding performance and compensation are the same.

The Rules shall require all service providers to be bound by a code of conduct addressing
issues such as confidentiality, conflicts of interest and any other matter that protects the
interests of the Association and its members.

ADMINISTRATION

6.01 All services provided to the Association by its members shall be pre-approved by the
Executive by way of a written document called a Service Contract.

6.02 The provision of goods and services by a third party shall be administered under a
contract outside the Service Contract regime.

6.03 A service contract specifies the terms and conditions that govern the relationship
between the Association and the member providing the services.

6.04 A service contract is required regardless of whether the service attracts remuneration or
is solely for the recovery of expenses.

6.05 The Secretary shall be responsible for the administration of all service contracts.

6.06 A service contract shall state the essential terms and define the remuneration and
expenses covered during the performance of the contract and detail the following:

(@) The Parties being, the Association and the contracted member (taken from the
Register of Approved Service Providers),

) Inthe cases of auditing, the member to be audited,

c) Category and rate of paid service as appropriate,

) Scheduled event or work date and duration of the contract,

) Location,

f)  Travel method:

(i) By land: Calculations based on the Automobile Association's time and
distance calculator,
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SERVICE CONTRACTS

6.07

6.08

(i) By air: Tickets shall be purchased as soon as practicable after the date and
location of the venue is known.

(g) The expenses that the Association will cover,
(h)  Terms and conditions regarding the performance of the contract,
(i)  Conflicts of interest as addressed by the Service Provider Code of Conduct.

A service provider may accept the service contract’s terms by responding affirmatively
by email to the Secretary.

The Secretary shall, upon acceptance of the service contract, send a copy of the
contract to the Treasurer.

REGISTER OF APPROVED SERVICE PROVIDERS

6.09

6.10

6.11

The Secretary shall maintain a Register of Approved Service Providers and keep its
contents confidential unless required to disclose, as a whole or in part, by:

(@) These rules; or,

(b)  An Executive directive; or,

() The laws of New Zealand.

Each record within the Register of Approved Service Providers shall, where applicable,
contain the following information:
(a) The Service Provider's name and company, or employer, details,

(b) Usual address so that the Service Provider's economic catchment area can be
calculated if travelling by motor vehicle.

()  The sector to which the Service Provider belongs,

(d)  NZHHA certified technician number,

(e) The category, or categories, of service that the member may perform,
(f

~

Date on which the Service Provider Code of Conduct was signed.

It is a condition of being remunerated, or having expenses covered, by the Association
that a member is listed on the Register of Approved Service Providers.

SERVICE PROVIDER CODE OF CONDUCT

6.12

Members providing services to the Association shall be bound by the Service Provider
Code of Conduct that upholds principles of professional engagement in terms of:

a) Confidentiality,

Conflicts of interest,

)

c) Abuse of power,
) Receiving gifts,
)

Compliance,

fy  Consequences of breach.
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6.13 Itis a condition of being on the Register of Approved Service Providers that the service
provider agrees to be bound by the Service Provider Code of Conduct.

REMUNERATION

6.14 Services that attract remuneration shall be:

(@) Where the costs can be recovered by charging the beneficiaries of the service, for
example, training or auditing; or,

(b)  Where the overall benefit to the membership justifies the expenditure, for example,
members supplying specialist services for the membership's benefit.

EXPENSES

6.15 Pre-approved travel and accommodation expenses include:

a) Travel per kilometre,

(

(b)  Flights,

(c) Accommodation,
(d) Meals,

(e) Airport transfers,
()  Parking.

Travel by motor vehicle

6.16 Costs per kilometre shall be the IRD rate. As per the IRD guidelines, the rate applies
irrespective of engine size or whether the vehicle is powered by a petrol, diesel or a
hybrid engine.

6.17 The IRD rate does not apply to motorcycles and is capped per person at 5,000 km per
annum after which a log book must be kept.

6.18 In cases where a Service Provider prefers to travel by land, but it is cheaper to travel
by air, he or she shall be compensated to an amount equivalent to the costs of
travelling by air, including airport transfers.

Flights

6.19 Flights shall be purchased well in advance of the event or work date in order to minimise
travel costs.

6.20 The cheapest available flight on any of the main airlines, which satisfies event or work
date's scheduling requirements, shall be taken.

6.21 If the event or work date is postponed, the Service Provider shall not cancel the flight ,
but shall reschedule the flight as soon as the new event or work date is known.

6.22 Cancellation insurance shall be purchased for return flights exceeding $500.
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6.23 Flight details, including any changes to existing flights, shall be forwarded to the
Secretary as soon as practicable following the initial purchase or any subsequent
change.

Accommodation

6.24 Accommodation shall be:

(@) As reasonably close to the event venue as possible; and,

(b) A rate based on a modest room.

Meals

6.25 Service Providers shall follow the meal allowance guidelines held by the Secretary in
the Schedule of Fees and Allowances.

6.26 The Association requires that all Service Provider's exercise their discretion carefully
and act responsibly when consuming any alcohol with meals.
Airport transfers

6.27 Taxi fares are approved for travel within the metropolitan area.

Unforeseen expenses

6.28 The Association will cover unforeseen, but justifiable, expenses in the course of
performing the contract provided the expense:

(@) Was necessary in the circumstances; or,

(b)  Should have been included in the service contract.
6.29 In every case, receipts must be produced for reimbursement.

6.30 Failing to gain prior approval will not disqualify reimbursement but the service provider
risks a claim being denied for an expense incurred without prior approval.

6.31 The Executive's decision on whether or not to approve a claim is final.

Expense Claims

6.32 Every claim shall be made by submitting:
(@) Aninvoice; and,

(b) A receipt for each expense claimed.

6.33 The Treasurer shall ensure that any expense claimed under a service contract is
covered by that service contract.

6.34 Unless there are extenuating circumstances, all claims must be made within one month
of the expense(s) being incurred.
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6.35 The Executive reserves the right to deny a claim that has not been made in
accordance with these rules.
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SECTION7  TRAINING AND TECHNICIAN ADMINISTRATION

POLICY

The Executive shall ensure that training and certification systems facilitate highly skilled
persons delivering high quality training.

Courses shall be held nationwide and at regular intervals to ensure members have ready
access to training courses.

The Rules shall provide for the administration of Technicians by way of a register, adequate
insurance cover and a simple means of identifying the Association's Certified Technicians
to the public.

The register shall record all qualified technicians for publishing in various media to
encourage the public and Building Consent Authorities to utilise the Association's Certified
Technicians.

NZHHA TRAINING OVERVIEW

7.01  The Executive shall monitor the relevance of training services to ensure that all training
is up to date with industry developments such as:
(@) The Building Act 2004,
(b)  The Resource Management Act 1993,

(c)  Any other regulation or Standard impacting on the New Zealand solid fuel heating
industry,

(d)  Stakeholder information,
(e) Feedback from Service Providers and the members.

7.02 The Secretary shall maintain the training scheme in accordance with the policies, rules
and procedures contained within this document, which cover.

a) Introduction to Solid Fuel Heating,
b)  SFAIT Training Scheme,
c) SFAST Training Scheme,

)

(
(
(
(d

BOINZ training of Building Consent Officers.

Assessment
7.03 Every attendee shall be assessed by way of an online exam.

7.04 The exam shall be:

(@) Open book,
(b)  Taken within two weeks following the course.

7.05 The following pass marks apply to each course:
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(a) INTRO: 80%
(b) SFAST: 80%
(c) SFAIT: 90%
(d) BCOs: 90%

7.06 Where a trainee has failed an exam, the Trainer shall contact the trainee and go over
the exam and ask any other relevant questions to assess the trainee’s knowledge.

7.07 A Trainer may issue a pass mark if he or she is satisfied that the trainee has
demonstrated sufficient knowledge to justify receiving a pass.

7.08 The Trainer may require the trainee to sit another exam, if he or she considers this a
better way of assessing the trainee’s knowledge.
Appointment of Trainers

7.09 A member may, upon a written application to the Secretary, be considered for
appointment as a Trainer.

7.10 The Executive, when reviewing an application, shall have regard to the skills and
experience of the applicant, and the recommendations of other Trainers.

7.11  Applicants shall successfully complete a training programme, as determined by the
Executive, before being approved as a Trainer.

7.12 A member who has qualified to be a Trainer shall be recorded as such, by the Secretary,
in the Register of Approved Service Providers.

Remuneration

7.13 Trainers will be paid according to the Schedule of Fees and Allowances and expenses
will be covered in accordance with the Service Contract.

Training fees

7.14 Course fees shall be set at a rate that covers the costs of administration and the

provision of training and reviewed annually.

TRAINING ADMINISTRATION

7.15 Every course shall be delivered by a Service Provider who is recorded as a Trainer in
the Register of Approved Service Providers in accordance with SECTION 6 above.

7.16  The Secretary, in preparing courses, shall:

(@) Contact Technicians due for their refresher course in order fill places in the
upcoming courses,

(b)  Process first-time course attendees,
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717

7.18

(c) Book all venues, catering, and accommodation (if required) for the Trainer,

(d) Select a Trainer that is either in the local area or who can travel economically to
the proposed venue,

(e) Issue a Service Contract to the Trainer,

()  Ensure all necessary course materials are sent to the attendees and the Trainer
well in advance of the course.

If a Trainer cannot attend the assigned course, he or she must notify the Secretary as
soon as possible.

Flights, when approved by the Service Contract, shall be booked by the Trainer as soon
as practicable, after confirming the contract, in order to keep costs down.

Training venues

7.19

7.20

7.21

7.22

7.23

Courses shall take place annually (or more frequently if required) in the following
locations:

(@) Auckland,

(b)  Hamilton,

(c) Palmerston North,

(d)  Christchurch,

(e) Dunedin,

()  Annual Conference location.

Other areas may be considered depending on demand.

Courses, in a particular location, shall be scheduled consistently from year to year to
synchronise with the due dates for refresher courses for the local members.

Training courses shall take place at a venue that provides an effective training
environment having regard to noise, comfort levels and audio/visual needs.

Catering shall be provided for the duration of the course.

Course delivery

7.24

7.25

A Trainer shall declare any, or potential, conflicts of interest that may affect his or her
ability to deliver training services.

A Trainer, when delivering a course, shall:

(@) Ensure all appropriate persons are present and that the course starts on time.
(b)  Ensure that the attendees are briefed on:

(i)  Fire and earthquake procedures,

(i)  The location of bathroom facilities,

(iii)  The intended refreshments breaks,
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Ensure that the course material is followed and any off-topic subjects or
conversations are kept to a minimum.

Not criticise any product or service provided by any other person, company,
organisation or building consent authority.

Ensure that scheduling includes time for questions from the attendees and that
the course finishes on time.

Advise the attendees that they will receive a questionnaire from the Secretary to
provide feedback on the course.

Post-course tasks

7.26 A Trainer, post course, shall:

(e)

(f)

Ensure that any personal items left behind are accounted for and reported to the
venue management to arrange collection.

Collect all exam papers for marking.
Mark exam papers and send to the Secretary within seven days of the course.

Where a trainee has failed an exam, contact him or her to discuss the exam and
provide remedial consultation and training. If the trainer is satisfied with the
discussions with the trainee, then he or she may, at his or her discretion, issue a
pass mark for the course.

All follow-up remedial training results must be forwarded to the Secretary as soon
as possible.

Invoice all remuneration and expense claims (with receipts) to the Treasurer.

7.27 The Executive reserves the right to withhold payment until the Trainer fulfills all
obligations of the Service Contract.

Quality Assurance

7.28 Following a training course, the Secretary shall send a questionnaire to the member
regarding the quality of service offered to the member.

7.29 The information disclosed by attendees shall be kept confidential unless the attendee
agrees to disclose his or her identity.

7.30 Any feedback shall be recorded by the Secretary and presented at the next Executive
meeting, without disclosing the identity of the member.

REGISTER OF CERTIFIED TECHNICIANS

7.31 Certified installation and service technicians shall be recorded on the Register of
Certified Technicians only if they are members of the Association or are employed by a
member of the Association.
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7.32

7.33

The Secretary shall maintain a Register of Certified Technicians and ensure that the
details are uploaded to the website and also distributed to Building Consent Authorities
on a monthly basis.

Each record within the Register of Certified Technicians shall, where applicable, contain
the following information:
a) Technician's name and company, or employer company, details,
) NZHHA Certified Technician number,
c) Whether the Technician is a SFAIT or a SFAST,
) Approved appliance endorsements gained through the certification process.

Requirements

7.34

A Certified Technician will be recorded on the Register of Certified Technicians provided
he or she is up to date with:

(@) Annual subscription fees,

(b)  Public liability insurance cover,

(c) A current photo identity card,

(d)  Ongoing certification requirements.

Removal from the Register

7.35

7.36

A Technician may be removed from the Register of Certified Technicians for any of the
following reasons:

(a) Adirective issued by the Executive following a disciplinary investigation,

(b)  Failure to perform or complete remedial tasks as directed by the Executive,

(¢) Change of employment circumstances (see below).

If a Technician does not fulfill the conditions in Rule 7.34 or if any of the conditions in
Rule 7.35 apply, then the Secretary shall remove the Technician from the Register of
Certified Technicians and shall ensure the website is updated.

Change of employment circumstances

7.37

7.38

If a Technician leaves his or her employment, the employer shall notify the Secretary
who shall invite the Technician to apply for membership in his or her own right under
SECTION 3.

If an employer of a Technician either:

(@) Resigns from the Association; or,

(b) Has its membership cancelled,

the Secretary shall remove the member and the employee Technician(s) from the
Register of Certified Technicians.

Rules of the New Zealand Home Heating Association (Incorporated)



TRAINING AND TECHNICIAN ADMINISTRATION 31

7.39

7.40

7.41

7.42

The employer must, in the case of Rules 7.37 or 7.38 above, return the Technician's
identity card to the Secretary.

A Technician who resigns from the Association must return his or her identity card.

The Secretary shall remove from the Register of Certified Technicians, any Technician
who does not become a member after leaving his or her previous employment.

Where a Technician either:

(@) Joins the Association in his or her own right; or,
(b) Is employed by another member company,
the Secretary shall reissue the Technician’s identity under Rule 7.53 and register the

Technician in the Register of Certified Technicians under Rule 7.33 but subject to Rule
7.34.

TECHNICIAN PUBLIC LIABILITY INSURANCE

7.43

7.44

7.45

7.46

Every technician, or every member company that employs one or more technicians, is
required to provide evidence of current public liability insurance cover (cover).

Members shall, upon renewing their insurance, provide the Secretary with a cover note
that states:

(@) The member's name,

(b)  The name of the insurer,

(c) Policy details which must cover the member for accidental property damage and
damages resulting from a negligently installed appliance, flue system or flashing,

(d)  Expiry date of cover,
() The amount of coverage (minimum $2,000,000).

The Secretary shall send a reminder notice, if one month after the renewal date, the
Technician or his or her employer, has not provided evidence of cover.

The Secretary shall remove from the Register of Certified Technicians any member who
has failed to provide evidence of cover within two months following the recorded expiry
date.

TECHNICAN IDENTITY CARD

7.47 Certified installation and servicing technicians are required to have a current photo
identity card that is renewed every two years.

Initial issue

7.48 A technician shall apply for a card during the certification application process by

completion of the requisite forms and provision of a passport type photo.
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7.49 The Secretary shall issue a new card as soon as practicable, provided:

(@)
(b)
()

There are no outstanding subscription fees,
The Technician's public liability insurance cover is valid,

The Assessor's notice confirms that the technician has fulfilled all of the
certification requirements.

7.50 The initial issue shall be at no charge and will be valid until 1 March following the issue

date.

Renewal

7.51

7.52

7.53

7.54

7.55

7.56

A technician shall renew his or her identity card every two years.

The expiry date of all cards shall be 1 March, two years following the renewal date.

The Secretary shall renew a card soon as practicable, provided:

(a)
(b)
(c)
(d)

There are no outstanding annual subscription fees,
The Technician's public liability insurance cover is valid,
Ongoing certification requirements are up to date,

Payment of the appropriate fee.

The identity card renewal fee shall be invoiced to those technicians whose identity cards
are about to expire. The invoice shall be sent, by the Treasurer, in the second half of
January and is payable on the 20" of February.

Technicians, who do not renew their identity cards, shall be sent a reminder notice by
the Secretary and given 14 days to pay the fee.

If the renewal fee has not been paid by the end of the reminder notice period, the
Secretary shall remove the technician from the Register of Certified Technicians.

Format and contents

7.57 The card must be durable, resistant to water, and contain the following:

The NZHHA logo,

A passport type photo of the member,

The member's name,

The member’s employer or company name,

Technician certification number,

Certification date,

The words, where appropriate:

(i)  "Certified Solid Fuel Appliance Installation Technician" for a SFAIT; or,
(i)  "Certified Solid Fuel Appliance Servicing Technician" for a SFAST,
The card's background colour:
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(1) Light rose for a SFAIT; or,
(i)  Gull grey for a SFAST,

()  Where applicable, approved appliance endorsements gained through the SFAIT
certification process as detailed in Rule 9.15,

) Expiry date of the card.

RESTRICTED TECHNICIAN

7.58 A technician who is removed from the Register of Certified Technicians will be
reclassified as a Restricted Technician.

7.59 The Secretary shall reinstate a Technician on the Register of Certified Technicians, as
soon as practicable after the Technician has resolved the issues giving rise to the
removal.

7.60 All ongoing certification due dates will remain unchanged whilst reclassified as a
Restricted Technician.
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SECTION 8 INTRODUCTION TO SOLID FUEL HEATING

POLICY

The Executive shall ensure that the Association provides a course for all members to learn
about the solid fuel heating industry.

The contents and complexity of such a course shall be commensurate with the broad range
of members likely to attend the course, particularly those whom have little or no experience
in the industry.

SCOPE

8.01 The Introduction to Solid Fuel Heating Course is designed for all persons wanting to
know more about the solid fuel heating industry.
8.02 The prerequisites for taking this course are:

(a) Being an Association member under the appropriate category of membership,
(b) A written application submitted to the Secretary,

(c) Payment of the course fee.

8.03 Upon successful completion a certificate shall be issued and the achievement entered
into the member's record in the Register of Members.

8.04 The topics covered shall include, but are not limited to:

a) Environmental issues,

(

(b)  Selection of appliances,
(c) Installation,

(d)  Operation,

(e) Maintenance.

Introduction to Solid Fuel Heating Certificate

8.05 The Introduction to Solid Fuel Heating Certificate is an official document of the
Association and shall display the following:

a) NZHHA logo,

(

(b)  Member's name and company,

(c) Date of issue,

(d) Words: "...has passed the New Zealand Home Heating Association's Introduction

to Solid Fuel Heating course",

(e) Signatures of the President and Secretary.

8.06 The certificate shall be made from high quality buff coloured card with a weight of 300
grams per square meter.
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SECTION 9 SFAIT TRAINING AND CERTIFICATION

POLICY

The Executive shall ensure the Association provides for comprehensive training of safe and
practical methods of installing solid fuel appliances in New Zealand homes.

The Executive recognises that not all members install all types of fires. Systems shall be
flexible to allow a Certified Technician to install a limited range of appliances. The rules shall
put measures in place to require additional training for unique or complex appliances not
covered sufficiently by the Association's training courses.

SCOPE

9.01 The Solid Fuel Appliance Installation Technician (SFAIT) course is designed for a
member who wants to be a Certified Installation Technician.

9.02 The work undertaken by a Certified Installation Technician shall include:

a) Installation of freestanding, insert or built-in appliances,

(

(b) Installation of specialist appliances,

(c) Installation of flue systems,

(d)  Major repair work involving significant replacement of the flue system.

9.03 Welding work is not covered by a SFAIT certification.

9.04 Topics covered in the course shall include, but are not limited to:

a) Environmental issues and standards,

h) Laboratory testing,

(

(b) Industry-related legislation, regulations and standards,
(c) Fire safety and first aid,

(d)  Appliance, and flue, selection and installation,

(e) Floor protection,

) Shielding, guarding, ventilation,

(9) Flashings,

(

(

~

Maintenance and troubleshooting.

TRAINING PROCESS

9.05 The prerequisites for taking a SFAIT course are:

a) Being an Association member under the Technician Sector,

(

(b)  Successfully completing the Introduction to Solid Fuel Heating course,
(c) A written application submitted to the Secretary,

(d) Payment of the course fee.
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9.06

9.07

9.08

9.09

9.10

9.11

9.12

9.13

9.14

The SFAIT training scheme is undertaken over a two to three-year period consisting of
classroom and practical assessments. Until certified, the member will be classified as a
Trainee Technician.

A Trainee may wish to train in the installation of one or more categories of solid fuel
burner and will gain an endorsement for each category of appliance he or she is qualified
to install.

A Certified Installation Technician may, at any time, apply for an endorsement to install
an additional category of appliance through the certification application process.

Stages of development:
(a) Introduction to Solid Fuel Heating should be completed about six months after
becoming a member,

(b)  SFAIT Course is a one-day course that should be completed about twelve months
after completing the introduction course,

() SFAIT Audit is a one-day on-site assessment that should be completed 12 - 24
months after successfully completing the SFAIT Course.

A Trainee Technician may attend the Introduction and SFAIT courses on consecutive
days provided he or she has obtained prior approval from the Executive.

To obtain Executive approval, the Trainee Technician must apply in writing, to the
Secretary, at least 14 days prior to the course with reasons relating to his or her:

(a) Prior skills and experience,

(b)  Prior industry related training,

(c)  Support networks, such as being employed by an Association member where the
Trainee has ready access to supervision or consultation of an experienced
Certified Installation Technician.

The Secretary shall forward the application to the Executive who will, at its discretion,
approve or decline the application.

In order to advance to the next stage of training (refer Rule 9.09 above), the Trainee
Technician must apply to the Secretary and:

(@) Confirm successful completion of the previous stage,
(b) Be a financial member of the Association,
(c) Pay the course or audit fee as appropriate.

At all times during training, the member must:

(@) Record evidence of experience in the Association's SFAIT Logbook in accordance
with Rule 9.29,

(b)  Have public liability insurance cover in accordance with Rules 7.43 and 7.44.
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Appliance categories and endorsements

9.15

9.16

9.17

Every Certified Installation Technician shall be approved to install one or more of the
following categories of appliances (showing the endorsement code):
a) Freestanding (F),
) Insert (1),
c) Built-in (B),
) Specialist (S).

Each approved appliance category shall be recorded as an endorsement in the Register
of Certified Technicians and the endorsement code noted on the SFAIT identity card.

Whether or not a Certified Installation Technician is eligible to install a particular category
of appliance shall be determined during the certification application process (Rule 9.32
onwards) with regard to:

(@) The categories the Technician applies for,

(b)  The range of appliances inspected during an SFAIT Audit,

(c) The experience recorded across the range of appliances in the Technician's
logbook.

Specialist appliances

9.18

9.19

9.20

9.21

9.22

This category applies to those appliances that feature on the Specialist Appliance
Register whereby the manufacturer or importer requires the Trainee, or Certified
Installation Technician, to undergo specialist installation training beyond that which is
covered in the SFAIT training curriculum.

If an appliance is placed on the Specialist Appliance Register, the Association will
require all technicians to successfully complete the requirements of the manufacturer's
or importer's training scheme prior to being able to install the specialist appliance without
supervision.

A manufacturer or importer may apply to have an appliance placed on the Specialist
Appliance Register by:

(@)  Written application to the Secretary; and,

(b) Payment of the appropriate fee.

An application shall contain:

a) Reasons why the appliance ought to be on the Specialist Appliance Register,

) A copy of the installation instructions,

c) Adescription of the specialist training the Technician will be required to undertake,
) Any other information the manufacturer considers necessary for the application.

The Executive will determine whether or not to record an appliance on the Specialist
Appliance Register by having regard to:
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9.23

(@) The submissions made in the application,

(b)

()  Whether the Association's training sufficiently covers the appliance installation,
(d)

The complexity of installation,

Any other considerations relevant to the application.

All information, including the fact that an application was made, will be in strict
confidence and considered by Executive members who do not have a conflict of interest
with the manufacturer/importer.

Specialist appliance training

9.24

9.25

9.26

9.27

The manufacturer or importer may carry out the training and assessment for the
installation and commissioning of its own appliances.

Upon successful completion of specialist training, the manufacturer or importer must
notify the Secretary who will amend the technician's record.

All endorsements gained by the technician shall be recorded on the SFAIT identity card.

The technician may update his or her SFAIT identity card immediately, or wait until the
card is reissued under the scheduled renewal process.

SFAIT LOGBOOK

9.28

9.29

9.30

9.31

Every SFAIT Trainee Technician must keep a record of his or her installations
throughout the training period.

The logbook is in a prescribed form and each record must contain the following
information:
a) Date of installation,
) Make and model of appliance,
c) Make and model of flue kit,
)

Whether the appliance is freestanding, an insert, built-in or a specialist category
of appliance,

e) Floor penetration,

f)  Flashings used: EPDM, lead, aluminium, or metal chimney cap,
g) Floor protection: insulated or ash hearth,

h)  Building consent number,

i)  Supervising SFAIT and NZHHA certification number.

As a guide, the logbook ought to record a minimum of 20 installations where the trainee
has contributed significantly to the work done.

Every member, who applies to be a SFAIT, must submit his or her logbook as part of
the SFAIT certification application process.
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CERTIFICATION PROCESS

9.32

9.33

9.34

9.35

9.36

Upon successful completion of all stages in rule 9.09 above, the Trainee may apply to
become a Certified Installation Technician.

The application shall be submitted in writing to the Secretary and be accompanied by a
copy of the Trainee's NZHHA Logbook and a passport photo for the SFAIT identity card.

The Secretary shall confirm that the Trainee has completed all stages of training and
forward the application and supporting documentation to an approved Assessor.

The approved Assessor shall review the application and confirm that the Trainee has
successfully completed all stages of training and has shown evidence of sufficient
experience in the categories of appliances the Trainee wishes to be certified to install.

The Assessor may request further information from the Secretary, or contact the Trainee
directly, and shall either approve or reject the application.

Failed applications

9.37

9.38

9.39

If the application is rejected the Assessor must give reasons and the findings passed
onto the Secretary, who shall pass the application and rejection onto the Executive for
a review.

The Executive, upon receiving a rejected application, shall either:

(@) Accept the Assessor's decision; or,
(b) Direct the original Assessor to review the application; or,

(c) Direct another approved Assessor to review the application.

The findings of the review shall be reported back to the Secretary who shall forward the
findings of the review to the Executive and advise the member accordingly.

Successful applications

9.40

9.41

Following a successful application, the Secretary shall issue the member a:

(@) NZHHA SFAIT number,
(b) NZHHA SFAIT certificate,
() NZHHA SFAIT identity card.

The Secretary shall amend the member's record in the Register of Certified Technicians

(@) Recording the SFAIT certification number,
Recording the date of gaining certification,

)
(c) Reclassifying the member from Trainee Technician to Certified Installation
Technician,

(d)  Recording or updating the endorsements applying to the Technician's certification.

Rules of the New Zealand Home Heating Association (Incorporated)



40

SFAIT TRAINING AND CERTIFICATION

SFAIT Certificate

9.42

9.43

The SFAIT Certificate is an official document of the Association and shall display the
following:

(@) NZHHA logo,

(b)  Member's name and company,

(c) Date of issue,

(d)  SFAIT certification number,

(e) Words: "...has passed the New Zealand Home Heating Association's SFAIT

examination and practical assessments and is certified as a Solid Fuel Appliance
Installation Technician",

()  Signatures of the President and Secretary.

The certificate shall be made from high quality buff coloured card with a weight of 300
grams per square meter.

ONGOING CERTIFICATION

9.44

9.45

9.46

9.47

9.48

9.49

9.50

9.51

A Certified Installation Technician must, at all times, have his or her own a copy of the
current AS/NZS 2918 as cited in the Building Code Acceptable Solution C/AS1.

The Technician is required to attend refresher courses every two years as part of his or
her ongoing certification.

The due date shall be defined as two years following the date of successful completion
of the previous training course.

A grace period may apply whereby the Technician may complete the refresher course
up to 12 months after the due date without being removed from the Register of Certified
Technicians.

A Technician, who wishes to utilise the grace period, must apply to the Secretary in
writing with reasons as to why he or she cannot attend a refresher course by the due
date.

The effective date of attending a refresher course during the grace period shall be back-
dated to when the refresher course ought to have been taken in order to preserve the
continuity of ongoing certification.

Failure to follow the ongoing certification requirements shall result in reclassification as
a Restricted Installation Technician (refer Rule 7.367.34).

Trainers, who are listed on the Register of Approved Service Providers, are not required
to undergo refresher training.
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INSTALLATIONS WITHOUT THE REQUISITE ENDORSEMENT

9.52 Any Technician who installs an appliance without the requisite endorsement, or does so
without appropriate supervision by a Technician who does have the requisite
endorsement, shall be subject to disciplinary action.
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SECTION 10 SFAST TRAINING AND CERTIFICATION

POLICY

The Executive recognises the need for dedicated service technician training for those
members who want to specialise in repair and servicing of solid fuel appliance installations.

SCOPE

10.01 The Solid Fuel Appliance Servicing Technician is designed for a member who wants to
be a certified Solid Fuel Appliance Servicing Technician (SFAST) in the New Zealand
solid fuel heating industry.

10.02 The work undertaken by a service technician shall include:

(@) Minor repair or replacement of appliance and flue components,
(b)  Repair or replacement of flue sections,

(c) Examining appliances and flues for defects,

(d)  Cleaning of flue-pipe sections and cowls,

(e) Repair or replacement of flashings.

()  Troubleshooting performance issues.

10.03 Topics covered in the course shall include but are not limited to:

a) Environmental issues and standards,

(

(b) Industry-related legislation, regulations and standards,
(c) Fire safety,

(d)  Appliance inspection and repair,

(e) Maintenance methods,

(

fy  Troubleshooting.

TRAINING PROCESS

10.04 The prerequisites for taking a SFAST course are:

a) Being an Association member under the Technician Sector,

(

(b)  Successfully completing the Introduction to Solid Fuel Heating course,
(c) A written application submitted to the Secretary,

(d) Payment of the course fee.

10.05 The training scheme is a series of classroom assessments. Until certified, the member
shall be classified as a Trainee Technician.
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10.06

10.07

10.08

Sequential development stages:
(@) Introduction course is a one-day course that should be completed about six after
becoming a member,

(o) SFAST Course is a one-day course that should be completed about twelve
months after completing the introduction course.

In order to advance to the next stage of training (refer 10.06 above), Trainee Technician
must apply to the Secretary and:

(@) Confirm successful completion of the previous stage,
(b) Be a financial member of the Association,
(c) Pay the course fee.

At all times during training, the member must have public liability insurance (see below).

CERTIFICATION PROCESS

10.09

10.10

10.11

10.12

10.13

10.14

10.15

10.16

10.17

Upon successful completion of the stages in Rule 10.06 above, the Trainee may apply
to become a Certified Servicing Technician.

The application shall be submitted in writing to the Secretary and be accompanied by a
passport photo for the SFAST identity card.

The Secretary shall confirm that the Trainee has completed all stages of training and
forward the application and supporting documentation to an approved Assessor.

The approved Assessor may request further information from the Secretary, or contact
the applicant directly, and shall either approve or reject the application.

If the application is rejected the Assessor must give reasons and the findings passed
onto the Secretary.
The Executive, upon receiving a rejected application, shall either:

(a) Direct the original Assessor to review the application; or,

(b) Direct another approved Assessor to review the application.

The findings of the review shall be reported back to the Secretary who shall forward the
findings of the review to the Executive and advise the member accordingly.
Following a successful application, the Secretary shall issue the member a:

(@) NZHHA SFAST number,
(o) NZHHA SFAST certificate,
() NZHHA SFAST identity card.

The Secretary shall amend the member's record in the Register of Members by:

(a) Recording the SFAST certification number,
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(o) Recording the date of gaining certification,
(c) Reclassifying the member from Trainee Technician to SFAST.

SFAST Certificate

10.18 The SFAST Certificate is an official document of the Association and shall display the

10.19

following:

(@) NZHHA logo,
(o)  The member's name and company,
(c) Date of issue,

(d) NZHHA SFAST number,

(e)

e) Words: "..has passed the New Zealand Home Heating Association's SFAST
examination and is certified as a Solid Fuel Appliance Servicing Technician”,

() Signatures by the President and Secretary.

The certificate shall be made from high quality buff coloured card with a weight of 300
grams per square meter.

ONGOING CERTIFICATION

10.20

10.21

10.22

10.23

10.24

10.25

A Certified Servicing Technician must, at all times, have his or her own copy of the
current AS/NZS 2918 as cited in the Building Code Acceptable Solution C/AST.

A Certified Servicing Technician is required to attend refresher courses as part of his or
her ongoing certification.

The due date shall be defined as four years following the date of successful completion
of the previous SFAST course.

A grace period shall apply whereby the Certified Servicing Technician may complete the
refresher course up to 12 months following the due date.

The effective date of the refresher course shall be back-dated to the SFAST refresher
course's due date.

Failure to follow the ongoing certification requirements shall result in reclassification as
a Restricted Technician (refer Rule 7.34 above).
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SECTION 11 BOINZ TRAINING SCHEME

POLICY

The Executive shall provide for specialist training for building surveyors and Building
Consent Officers via a collaboration with the Building Officials Institute of New Zealand.

ADMINISTRATION

11.01 The Association will provide training to Building Consent Officers through training
facilitated by BOINZ.

11.02 The terms and conditions of engagement between the Association and BOINZ shall be
by way of a written contract that shall be reviewed annually by the Executive.

11.03 A copy of the contract shall be held by the Secretary.

11.04 A budget for the supply of BOINZ training shall be prepared and reviewed annually by
the Executive having regard to:

(@) Trainer remuneration and expense,
(b)  Workbooks,
(c) Accommodation and meals (if required).

11.05 BOINZ will supply or fund:

(a) Venue,

(o) Catering,

(c) Logistics support,
(d) Incidentals,

(e) Photocopying.

COURSE DURATION AND CONTENT

11.06 The course will run for four hours and shall cover specialist areas relevant to consenting
and code compliance issues, such as:

a) Industry legislative and regulatory resources,

) Industry terminology,

c) Appliance and flue testing and safety clearances,

) Floor protection,

) Flashings,

f) External Flue Bracing,

g) Alcoves, shielding, guarding and ventilation.
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SECTION 12 AUDITING

POLICY

Auditing is an essential part of the Association's practical assessment training, ongoing
certification, and quality assurance.

The Executive will ensure that auditing services are provided in a cost-effective way to
uphold quality assurance and the high standards of installations throughout New Zealand.

Fees shall be set by the Executive and shall be commensurate with the need to recover the
time and expenses incurred by running such courses.

AUDITING SERVICES

12.01 The Association shall have three categories of auditing:

(@) SFAIT Certification Auditing,
(o)  Ongoing Certification Auditing,
(¢)  Quality Assurance Auditing.

Methods of auditing

12.02 The Association shall utilise the following methods of auditing:

(@) On-site Auditing, whereby an approved auditor makes several on-site
assessments of installations carried out by the member,

(b) Remote Auditing, whereby an approved auditor assesses a report compiled from
photographs taken of several installations carried out by the member.

GENERAL ADMINISTRATION

12.03 The Secretary shall administer audit applications made by members and the auditing
service contracts.

12.04 Upon application and payment of the applicable fee, the Secretary shall send to the
member an information pack containing:

a) The rules and procedures regarding auditing,

(

(o)  The proposed auditor,

(c) The member’s right to select an alternative auditor,
(d)  The member’s right of review to an Auditor's findings.

12.05 An Installation Technician may apply to be audited for one or more appliance categories:
(@) Freestanding (F),
(b) Insert (1),
(¢)  Built-in (B),
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(d) Specialist appliance (S).

12.06 The number of assessments carried out by the Auditor will depend on the number of
appliance categories the Technician intends to have endorsed on his or her certification.

12.07 The following shall act as a guide to the number of assessments required:

(@) One category: two to three assessments,
(b)  Two categories: four assessments,

(c) Three categories: four to six assessments,
(d)  Four categories: four to eight assessments.

12.08 An audit involving a specialist appliance must be carried out by an approved service
provider who is approved by the relevant manufacturer to carry out assessments of its
appliance installations.

12.09 There shall be no less than two assessments each of built-in or specialist appliances
during an audit consisting of multiple categories.
Appointment of Auditors

12.10 A member may, upon a written application to the Secretary, be considered for
appointment as an Auditor.

12.11 The Executive, when reviewing an application, shall have regard to the skills and
experience of the applicant and recommendations from Field Officers.

12.12 Members approved as Auditors shall be recorded as such, by the Secretary, in the
Register of Approved Service Providers.
Quality Assurance

12.13 Following an audit, the Secretary shall send a survey to the member regarding the
quality of service offered to the member.

12.14 Any feedback shall be recorded by the Secretary and presented at the next Executive
meeting, without disclosing the identity of the member.

ON-SITE AUDITING

12.15 On-site auditing shall be used for:

(@) SFAIT certification,
(b)  Where the Executive directs for quality assurance purposes.

12.16 All on-site audits shall be carried out by persons on the Register of Approved Service
Providers categorised as an Auditor.
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12.17

12.18

12.19

12.20

Provided there is no conflict of interest, audits shall be carried out by an Auditor in the
member's local area.

The member has the option to request an Auditor provided there is no conflict of interest
and the Auditor is located near the member.
A selected Auditor has the option to refuse to carry out an audit if:

(@) He or she is unavailable, or,
(b)  Where there is a potential or actual conflict of interest.

All marking schedules and reports shall be filed by the Secretary and the audit results
entered onto the member's record in the Register of Members.

Auditor Responsibilities

12.21

The Auditor must:
(a) Contact the member to arrange a schedule suitable to both parties and the
homeowners or tenants,

(b) Engage with the member to discuss the number of appliances to be assessed
covering the appliance categories the Technician intends to have endorsed on his
or her certification,

(c) Inspect each installation for compliance and quality in accordance with the
prescribed marking schedule,

(d) Complete a report of the audit,

(e) Submit the report and marking schedules to the Secretary within seven days of
the audit.

Member responsibilities

12.22

The member must:
(@) Contact the Auditor to discuss a schedule suitable to both parties and the
homeowners or tenants,

(b) Discuss the proposed installations with the Auditor to ensure they cover the
appliance categories the member intends to have endorsed on his or her
certification,

(c) Gain permission from the homeowners for the installations to be inspected,
(d)  Ensure that there is available onsite:
(i)  All consent authority paperwork relevant to the installation,

(i) A copy of the current AS/NZS 2918 as cited in the Acceptable Solution
C/AS1 and C/VM1,

(i)  Any other documentation the member has relied upon to carry out the
installation.

(iv) The Technician’s NZHHA logbook,

Rules of the New Zealand Home Heating Association (Incorporated)



AUDITING 49

(v)  Photos that show any covered elements of the installation such as clearance
for built-in appliances.

REMOTE AUDITING

12.23 Remote auditing shall be used for:

(a)
(b)

SFAIT certification by prior approval of the Executive,
Where the Executive directs for quality assurance purposes.

12.24 All marking schedules and reports shall be filed by the Secretary and the audit results
entered onto the member's record in the Register of Members.

Auditor Responsibilities

12.25 The Auditor must:

(@)

Engage with the member to discuss the number of appliances to be assessed
covering the appliance categories the Technician intends to have endorsed on his
or her certification,

Inspect each installation for compliance and quality in accordance with the
prescribed remote auditing marking schedule,

Complete a report of the audit,

Submit the report and marking schedules to the Secretary within seven days of
receiving the audit report from the member.

Member responsibilities

12.26 The member must:

(@)

Contact the Auditor to discuss the proposed installations to ensure they cover the
appliance categories the member intends to have endorsed on his or her
certification,

Ensure that the Auditor has available:
(i)  All consent authority paperwork relevant to the installations,

(i)  Any other documentation the member has relied upon to carry out the
installations.

FAILED AUDITS

12.27 Where the Auditor considers that the member has not passed the required standard, the
member must be advised, within seven days:

(a)
(b)
(c)

Of the failed result; and,
The reasons for failing the audit; and,

Rights of appeal and review.

12.28 The Auditor must forward all assessment forms to the Secretary.
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AUDITING

12.29

12.30

12.31

The Executive, upon receiving a rejected audit, shall review the Auditors report and
either:

(@)  Accept the Auditor's decision; or,

(b) Direct the original Auditor to review the application; or,

(c) Direct an approved Assessor to review the application.

The findings of the Auditor’s review shall, within seven days, be reported to the Secretary
who shall notify the Executive and advise the member accordingly.

Where the member:

(@) Does not file an appeal; or,
(b)  The decision of the Auditor is upheld on appeal; or,
() The member wishes to take another audit,

the Secretary shall notify the member of the process and any additional fees payable to
undergo another audit.

QUALITY ASSURANCE AUDITING

12.32

12.33

12.34

The Executive may, in accordance with these Rules, require a member to undergo
Quality Assurance Auditing as a result of disciplinary proceedings.

Quality Assurance Auditing will follow the on-site or remote auditing procedures detailed
above.

All costs associated with Quality Assurance Auditing will be met by the audited member.
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SECTION 13  FIELD OFFICER

POLICY

The Executive shall ensure the provision of accessible and experienced members as Field
Officers to advise members whenever possible, and third parties when appropriate.

The relationship between Field Officers and members must be one of confidence so as to
encourage a free flow of information ensure safety issues are of paramount importance.

The information gathered by Field Officers shall be used for the betterment of the
membership by enhancing the safety and training aspects of the industry.

The rules shall facilitate the giving of advice on installations or the operation of appliances.
However, the rules shall avoid allowing the Association to act as a principal, for any
installation or repair work carried out by its members.

The rules shall protect against conflicts of interest whereby any advice given to third parties
does not conflict with a member's rights to confidentiality or undermine the ability for the
Association to advocate on the member's behalf.

FIELD OFFICER SERVICES

13.01 The Association shall provide for on site or remote advisory services by the appointment
of Field Officers for issues relating to:

(a) Practical advice regarding installation, repair work, operation or troubleshooting of
solid fuel appliances,

(b) Interpretation of industry-related legislation, the Building Code, Standards,
installation manuals, or any material published by the Association,

(c)  Advice regarding safety, compliance and best practice.

13.02 The Field Officer shall only engage in providing industry-related advice or
demonstrations for educational purposes. The Field Officer is not required to advise on:

a) Customer disputes,

(

(o)  Contractual terms,

(c) Costings of jobs or the value of a contract,
(d) Disputes over payment.

13.03 The Field Officer shall direct all enquiries regarding Rule 13.02(a)-(d) to the Secretary.

13.04 In order to promote full disclosure of all issues, the Field Officer shall not initiate
disciplinary proceedings except in cases of serious misconduct as outlined in Rule
13.33.

Rules of the New Zealand Home Heating Association (Incorporated)



52

FIELD OFFICER

ADMINISTRATION

13.05

13.06

13.07

13.08

13.09

13.10

The administration of Field Officer services shall be by way of a Service Contract in
accordance with SECTION 6 above.

Field Officers may provide advisory services to:

(@) Members; or,

(b)  Third parties, including members of the public, Regional Authorities or Building
Consent Authorities.

All enquiries from government departments, such as the Ministry of Business Innovation
and Employment or the Ministry for the Environment, shall be directed to the Secretary.

A Field Officer shall not give advice to a third party where such advice gives rise to a
conflict of interest against a member. For example, where the advice given to a third
party may undermine a member's rights to confidentiality and to be represented by the
Association advocacy services pursuant to Constitution Clause 4.1(j).

Prior to giving information to a third party, the Field Officer must establish whether the
information sought relates to a dispute between a member and a third party.

If providing information to gives rise to a potential conflict of interest, the Field Officer
must decline to answer the question(s) and refer the matter to the Secretary for
administration through the Association's disputes resolution process.

Appointment of Field Officers

13.11

13.12

13.13

A member may, upon a written application to the Secretary, be considered for
appointment as a Field Officer.

The Executive, when reviewing an application, shall have regard to the skills and
experience of the applicant and any recommendations from other Field Officers or
experienced members.

Members approved as Field Officers shall be recorded as such, by the Secretary, in the
Register of Approved Service Providers.

Field Officer categories

13.14

There shall be two categories of Field Officer:

(@) National Field Officer,
(o)  Regional Field Officer.

13.15 The Regional Field Officers shall select, from within their group, a National Field Officer

who shall:

(@) Actas a chairperson for all Field Officer meetings,
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(o) Represent the Regional Field Officers in communicating concerns and
recommendations to the Executive,

(c) Ensure that the Regional Field Officers report to the Executive in accordance with
these rules.

13.16 Regional Field Officers shall liaise with members and/or third parties and provide advice
within the scope prescribed in Rule 13.01.

REGISTER OF ENQUIRIES
13.17 Regional Field Officers shall have reporting obligations.

13.18 For simple enquiries the Field Officer shall record:
a) The name of the third party; or,
)  That the enquiry was from a member; and,
c) The date; and,
) The nature of the enquiry and any advice given.

13.19 For lengthy consultation or complex enquiries the Field Officer shall, in addition to 13.18
above, record where applicable:

(a) Questions of interpretation and specific reference to the rules discussed,

(b) Incidents and issues arising that are of concern to the Field Officer,

(c) Disputes or disagreements with a Building Consent Authority,

(d)  Compliance or best practice issues,

(e) Recommendations for improvements to training or targeted articles for publishing

in the Association's newsletter.

13.20 A Regional Field Officer shall send the record of enquiries to the Secretary no later than
two weeks prior to each Executive meeting with recommendations from the Field Officer
relevant to improving the industry training and the services the Association provides to
its members or to third parties.

13.21 The Secretary shall enter all enquiries as and when they come to hand onto the Register
of Enquiries and forward all Field Officer enquiries/reports to the Executive for
discussion at the next Executive meeting.

Remuneration and discretionary fees

13.22 By default, advisory services are free of charge, however the Association may charge a
fee if:
(@) The service provided is to a third party,

(o) The Field Officer, at his or her discretion, considers that the time to resolve the
issue(s) will be significant,
(c) The travel distance is outside the Field Officer's local area.
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FIELD OFFICER

13.23

13.24

13.25

13.26

13.27

13.28

13.29

13.30

Where a Field Officer considers that the service may attract a fee under Rule 13.22, the
Field Officer shall discuss with the member, or third party, that:

(@) A fee may be incurred; and,

(b)  That the member will have to waive any rights to anonymity under these rules.

If the member or a third party is prepared to pay a fee and waive all rights to anonymity,
the Field Officer shall notify the Secretary in writing and state:

(@) The member or third party requiring the service,

(b)  The nature of work involved,

(c) Anticipated time to complete the work,

(d)  An estimate of the anticipated costs,

(e)  Whether the Field Officer wishes to carry out the work.

The Executive shall, upon receipt of the notice from the Secretary, determine whether
or not the Association will provide further assistance. The Association is under no
obligation to assist a third party.

Where the Executive decides that the Association will provide further assistance, it will
select the person(s) who may carry out the work by either:

(@) Appointing a specific member; or,

(b) Recommending a list of members.

When determining who will be eligible for selection, the Executive shall have regard to:

a) A request by the Field Officer to carry out the work,

) The skills required to complete the work,

c) The proximity of the member to the site location (in order to keep costs down),
) Areal or potential conflict of interest between any two or more of the following:

(i)  The member selected by the Executive,

(i) ~ The member or third party requiring the service,

(ii) A third party having an interest in the work being carried out.

The Secretary shall notify the Executive's decision to the member selected and to the
member or third party requiring assistance.

Where the member selected is required to undertake repair or installation work, he or
she and the member requesting assistance, or the third party receiving the service, must
agree to their own terms of engagement. Under this rule, the selected member carries
out the work in his or her own capacity and not as an agent of the Association.

In all other cases, the work carried out by the selected member under Rule 13.26 shall
be performed subject to the requirements of SECTION 6 above as an approved Service
Provider.
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13.31 Where the Association provides the services, the terms of engagement between the
member, or third party, and the Association shall be by way of a written contract
detailing:

(@) Named parties to the contract,
(b) Effective dates,

(c) Payment,

(d)  Hours,

(e) Description of work required,
()  Termination.

ANONYMITY OF MEMBERS

13.32 The Field Officer shall recognise the importance of a member's anonymity to promote
full disclosure of all issues and the free flow of information with the aim of assisting a
member as far as practicable without fear of ridicule.

13.33 Where a member has not waived his or her right to anonymity, a Field Officer shall, in
limited circumstances, disclose the name of the member where:

(@) Inthe opinion of the Field Officer, the member has engaged in criminal conduct,
(b)  There is a serious safety risk to any person affected by the work,
(c) Required to by the laws of New Zealand or a Court Order.

13.34 Where the Field Officer considers disclosing the member's identity is necessary, he or
she shall notify the Secretary in writing of the member's identity and the reasons for
disclosure.

13.35 The Secretary shall immediately notify the President who shall determine the
appropriate course of action by initiating contact with the Field Officer.

QUALITY ASSURANCE

13.36 Where the member's identity is disclosed, and there are no issues of serious
misconduct, the Secretary shall send a survey to the member regarding the quality of
service received from the Field Officer.

13.37 Any feedback shall be recorded by the Secretary and presented at the next Executive

meeting.
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SECTION 14 SECRETARY

POLICY

The Executive shall ensure the provision of adequate and cost-effective secretarial services
to cover the operational aspects of the Association and organisation of the Annual General
Meeting and the National Conference.

SECRETARIAL DUTIES

14.01 The Executive shall review annually the secretarial needs of the Association. The duties
shall include, but are not limited to:
a) Membership application and termination,
) Communication with members and the general public,
c) Complaint management,
) Attending and recording minutes at Executive meetings,
) Maintaining membership and document databases,

f)  Organising training, audits, the Annual General Meeting, and the National
Conference,

(g) Advising the Treasurer whenever a member uses any of the Association's
services.

(h)  Ensuring members are meeting their public liability insurance obligations.

ADMINISTRATION

14.02 Secretarial services may be contracted to a third party. The Secretarial Services contract
shall govern the parties and stipulate the following:

a) Named parties to the contract,

)  Effective dates,

c) Remuneration,

) Working hours,

) Duties,

f)  Facilities,

g) Confidentiality,

(h)  Termination.

The Secretarial Services contract shall be in writing, reviewed annually, and a copy held by
the Secretary.
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SECTION 15 TREASURER

POLICY

The Executive shall ensure the provision of adequate and cost-effective financial services
to cover the bookkeeping tasks of the Association and administration of accounting
compliance with the Association's approved Accountant and Financial Auditor.

TREASURER DUTIES

15.01 The Executive shall provide for a Treasurer to carry out the bookkeeping and accounting
compliance needs of the Association. The duties include, but are not limited to:

(@) Annual subscription invoicing on the first day of the financial year,

(b)  Receipt and entering of bills into the Association's accounting database,

(c) Payment of bills authorised by a simple majority of the Executive,

(d) Invoicing members whenever the Association's services are supplied,

(e) Preparation of the Financial Statements for all Executive meetings including:

()  Balance sheet,

(i)  Profit and loss,

(iii)  Year-to-date accounts,
()  Preparation of all accounts for the Annual General Meeting,
(g) Reporting to the Executive when called upon by the Executive.

ADMINISTRATION

15.02 Financial services may be contracted to a third party. The Treasurer Services contract
shall govern the parties and stipulate the following:

a) Named parties to the contract,

b) Effective dates,
c) Remuneration,
d)  Working hours,
e) Duties,

f)  Facilities,
g) Confidentiality,
h)  Termination,

The Treasurer Services contract shall be in writing, reviewed annually, and a copy held by the
Secretary.
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SECTION 16 SECTOR COMMITTEES

POLICY

The Executive shall encourage each sector (manufacturers/importers, retailers, and
technicians) to form committees to discuss and highlight issues relevant to their particular
category of membership.

The Executive shall encourage sectors to form committees and make recommendations on
the strategic direction of the Association and its rules, for the Executive to consider with
regard to the overall interests of the Association.

FORMATION AND ADMINISTRATION

16.01 Each sector may form a committee to represent their own unique interests as a means
to recommend changes for the benefit of the sector.

16.02 For each sector committee, all members who are recorded in a particular
category/sector of membership are automatically eligible to be members of that
particular sector committee.

16.03 Members of the sector committee shall elect a chairperson for the coming year at or
about the time of the Annual General Meeting.

16.04 Sector meetings are held where and when the Executive or the chairperson deems fit
but consideration shall be given to a location convenient to the majority of the attending
members.

16.05 Any recommendation made by a sector committee requiring action by the Executive
shall be made in writing and forwarded to the Secretary.

16.06 The Executive shall consider and act on a recommendation by a sector committee
having regard to:

a) The benefit the recommendation will have to the sector,

(

(b)  The impact the recommendation will have on other sectors,
(c) The costs of implementing the recommendation,

(d)  The overall benefit to the Association.

REPORTING AND COMMUNICATIONS

16.07 The chairperson shall report to the Executive the sector's aims, responsibilities, and
objectives for the coming year for consideration by the incoming Executive.

16.08 Minutes of sector committee meetings shall be recorded by a person nominated by the
respective committee and shall be circulated to the respective members and the
Secretary within 20 working days after the meeting.
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16.09 All meetings of sector committees shall be treated as confidential by its members and
the Executive unless the sector committee waives its right to confidentiality.

16.10 Sector committees are not permitted to communicate with third parties without the prior
approval of the Executive.
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SECTION 17 ANNUAL GENERAL MEETING

POLICY

The Executive shall give effect to the legislative requirements governing Annual General
Meetings.

The Executive shall ensure that all rules relating to the running of the AGM are consistent
with the obligations prescribed by the Incorporated Societies Act 1908 and the Constitution
of the New Zealand Home Heating Association (Incorporated).

SCHEDULE

17.01 The following time periods shall be followed for the scheduling and administration
leading up to an Annual General Meeting (AGM):
(@) The meeting shall be held within four months after the end of the financial year,

(o)  Nominations for the election of officers shall be lodged with the Secretary at least
21 days before the meeting,

(c) The list of eligible candidates shall be forwarded to all members at least 14 days
before the meeting,

(d) The Secretary shall give 14 days’ notice of the AGM to all members using the
contact details in the Register of Members,

(e) The Secretary shall, at least 14 days’ prior to the AGM, distribute to all members
a copy of the Annual General Meeting's agenda,

()  Any proposed amendments to the Constitution shall be distributed to all members
at least 14 days before the AGM.

ADMINISTRATION
17.02 Annual General Meetings shall be held pursuant to Clause 9 of the Constitution.

17.08 Members holding office on the Executive shall be elected at an AGM pursuant to Clause
12 of the Constitution.

ATTENDING MEMBERS

17.04 Each member attending the Annual General Meeting shall receive a folder containing:

(@) Annual report and accounts,

(b) Lists of office bearers,

(c) Attendees,

(d) Agenda,

(e) Such other documentation as the Secretary determines is necessary to conduct

the Annual General Meeting.
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17.05 Voting rights are limited to one vote per member, or a member's nominated
representative, who is physically present at the meeting or by a proxy vote.

17.06 Conferred members may contribute to discussions but do not have voting rights unless
he or she is a nominated representative of the member company, or partnership,
conferring the membership.

17.07 Each member of the Association shall, within 20 working days, receive a report on the
business concluded at the Annual General Meeting.
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SECTION 18 NATIONAL CONFERENCE

POLICY

The Rules shall provide for a National Conference where the members can meet to hear
industry experts and share innovative ideas.

The conference shall also provide an opportunity for delegates to network and discuss
issues of importance and provide the Executive with feedback that to assist in strategic
planning.

The conference shall also provide delegates a means of engaging in social interaction to
build stronger relationships with stakeholders and other members of the Association.

PURPOSE

18.01 The Executive shall provide for an annual event where members from around the
country can meet at one venue and have an opportunity to:

a) Network with other members of the Association,

(

(b) Hear updates of the Executive's proposed initiatives and anchor projects,
(c) Hear presentations from industry leaders and stakeholders,

(d) Discuss, in an open forum, matters of importance to the members.

LOCATION AND TIMING

18.02 A national conference may, at the discretion of the Executive, be held in conjunction
with the Annual General Meeting.

18.03 The venue, location, and scheduling of the conference shall be determined by the
Executive.

18.04 When selecting the venue, the Executive shall have regard to:

(@) The conference being located in the South Island no less than once every three
years,

(b)  Alocation reasonably close to an airport, but if not, the unique attraction of holding
the conference at that location must outweigh the additional cost and time of
getting there,

(c) A venue that provides a quality setting with facilities to cater to the needs of the
delegates, and that does not impose an unreasonable financial burden on
members.

(d) The fees set shall be based on a cost recovery basis.
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FUNDING

18.05 The registration fee for delegates attending the conference shall be based upon a
budget prepared by the Secretary and approved by the Executive.

18.06 Wherever possible, the Executive shall encourage sponsorship and give exhibitors an
opportunity to promote their products and/or services at the conference.

18.07 The conference income and expenditure accounts and records of payments and
receipts shall be tabled at the first Executive meeting following the conference.

WAIVER OF FEES

President, Secretary and Treasurer attendance

18.08 Travel expenses and up to three nights accommodation, if required, shall be covered
for the President or Acting President, the Secretary, and the Treasurer.

18.09 Reimbursement of accommodation expenses of more than three nights shall require
approval by the Executive.

18.10 The President, Secretary and Treasurer are not required to pay a conference fee.

Executive members

18.11 Accommodation for one night shall be covered for the Vice-President and the other
Executive Committee members.

Life Members

18.12 A Life Member's conference fee and one night's accommodation shall be paid by the

Association.

NATIONAL AWARDS

18.13 Awards recognising exceptional performance and work carried out consistently to a high
standard shall be recognised at the National Conference.

18.14 Awards shall be available under the following categories:

a) Manufacturer/importer of the year,

(

(b) Retailer of the year,

(c) Technician of the year,
(d) NZHHA Supreme Award.

18.15 The Secretary shall call for nominations for the above awards eight weeks prior to the
Conference.
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NATIONAL CONFERENCE

18.16

18.17

18.18

18.19

All nominations shall be considered by the Executive and voting shall take place no later
than 14 days prior to the Conference.

If an Executive member considers he or she has a conflict of interest with one or more
of the nominees, the conflict shall be disclosed to the President who will at his or her
discretion decide whether the Executive member can vote.

The Secretary shall ensure certificates and trophies are prepared and, if necessary,
engraved as soon as the award winners are selected.

The Executive may approve funds for prizes awarded at the Conference.
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SECTION 19 COMPLAINTS PROCEDURES

POLICY

The Executive shall ensure that there exists a system of settling disputes and disciplinary
matters affecting members and also the facilitation of complaints by members or the general
public or building consent authorities against members of the Association.

Any rule or procedure must follow the principles of natural justice to provide for a fair and
reasonable outcome.

PRINCIPLES OF NATURAL JUSTICE

19.01 The rights of both parties to a formal complaint shall be protected by the principles of
natural justice. These are:
(a) Freedom from bias on the part of the person making the decision/judgment; and

(b) Transparency and fairness of the procedure.

19.02 The Association's processes for resolving complaints shall be fair and include steps to:

(@) Take a complaint seriously and act on it immediately,

(o) Consider all the evidence and weigh it carefully before deciding whether there is
substance to the complaint,

c) Maintain confidentiality,
d) Inform a respondent of the allegations against them,

(

(

(e) Give arespondent the opportunity to respond to the allegation,

()  Keep both parties informed about the progress of an investigation,
(

g) Ensure the parties' safety is protected during an investigation, including protection
from retaliation or victimisation,

(h)  Advise both parties of the decision and the reasons for the decision, and their
options in terms of settlement, or review,

(i)  Ensure any disciplinary action is proportionate to the level of breach,
(j)  Offer aright of appeal or review.

COMPLAINTS PROCEDURE

19.03 The complaints procedure is a means by which the Executive can hear a complaint
against a member initiated by:
(@)  Another member of the Association; or,
(b) A third party being:
(i) A member of the general public; or,
(i) A building consent authority.
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COMPLAINTS PROCEDURES

19.04 A complaint may give rise to either disciplinary action or dispute resolution proceedings.

19.05

The decision of which process to engage shall be determined by the Executive having
regard to:

a) The nature of the complaint,

(

(b)  The parties involved,

()  The submissions of the complainant,

(d) The fact that the Respondent is not bound to participate in a disputes resolution

process,

(e) The appropriateness of treating the complaint as a mere dispute rather than a
disciplinary matter that may justify remedial intervention by the Executive.

The Executive may appoint a Disciplinary and Disputes Committee (Committee) to
investigate and report its findings to the Executive.

ADVERSE FINDINGS AND CONFLICTS OF INTEREST

19.06

19.07

19.08

The Association's obligation to represent the interests of its members is paramount and
must be upheld at all times.

In cases where the Executive makes adverse findings against a member, the Executive
shall avoid conflicts of interest if reporting to a third party. Regard must be given to:

(@) The adverse effect the information could have on the member,

(b) The possibility that the information could be used by a third party against the
interests of the member.

Unless required by law, the Association, an Executive member, or a service provider, is
barred from testifying or being an expert witness for a third party against any Association
member.

GENERAL PROVISIONS

19.09

The administrative workings of the Committee shall be handled by the Secretary
pursuant to the Constitution Clause 14.1.

Powers

19.10

19.11

The Committee is a committee of the Executive, formed pursuant to the Association's
Constitution.

The Committee, at its own discretion, shall:

(@) Rule on a complaint alleging a breach by a member regarding:
(i)  An Act of Parliament or Regulations,
(i)  The Association's Constitution, Rules, or Code of Ethics.

(b) Facilitate a dispute resolution process between members or between a member
and a third party.
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19.12

19.13

The Committee shall not deal with issues that are purely commercial or legally complex
in nature such as, but not limited to:

(a) Pricing issues, unless considered unconscionable so as to breach the Code of
Ethics,

(b) Intellectual property matters,

(c) Employment disputes.

The Committee shall act on the matters raised in a complaint. However, the Committee
may begin disciplinary proceedings of its own volition if, whilst investigating a complaint,
it considers that any New Zealand laws, Association rules, or the Code of Ethics, have
been breached.

Confidentiality and conflicts of interest

19.14

19.15

19.16

19.17

Committee members shall be bound by a general and fiduciary duty of confidentiality
regarding facts, actions and information disclosed to them whilst serving on the
Committee.

To ensure full confidentiality regarding facts, actions and information, the minutes of the
Committee's meetings shall not be disclosed to any member. A summary report of the
Committee’s findings shall be presented to the Executive.

An Executive member party to, or with a material interest in, the case is not eligible to
be a Committee member. Furthermore, an Executive member is barred from
participating in the process if at any time there might be a potential conflict of interest.

At any time throughout the process, an Executive or Committee member shall disclose
whether he or she might face a genuine or apparent conflict of interest and excuse
himself or herself from the process.

Procedure and record keeping

19.18

19.19

19.20

19.21

Costs

19.22

To keep procedures as short as possible, the Committee shall principally work by email
and telephone. It may however convene meetings, if necessary, providing the costs are
approved by the Executive.

All paperwork relating to a complaint or dispute, including all correspondence, shall be
forwarded to the Secretary who shall store the files securely.

The Secretary shall, at all times, protect the confidentiality of the files.

The Secretary shall act as the contact point between the Committee and the parties and
shall oversee the administrative aspects of the procedure.

The parties must meet their own expenses and are barred from claiming expenses from
either the Association or the other party.
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COMPLAINTS PROCEDURES

19.23 Unless otherwise agreed by the Executive, each position on the Committee is voluntary
and forms part of the normal duties performed by an Executive member.

19.24 Any matter giving rise to costs for the Association, beyond the budget allocated to the
Committee, shall be subject to prior approval by the Executive. Such costs include, but
are not limited to:

(a)
(b)
(c)
(d)
(e)

Travel,
Accommodation,
Meals,

Venue hire,

Legal consultation.

Other matters

19.25 For any situation not expressly covered by these Rules, the rules of the Arbitrators' and
Mediators' Institute of New Zealand (AMINZ) shall apply.
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DISCIPLINARY PROCEDURE

Pre-admissibility of a complaint

19.26 A member of the Association or a third party may wish to question a member's conduct.

19.27 The conduct brought into question may include, but is not limited to, a dispute as to:
(@) The interpretation of:
(i)  Building Act and or the Building Code,
(i)  Statutory obligations regarding consumer legislation,
(iii)  NZHHA Constitution,
(iv) Rules of the NZHHA,
(v)  New Zealand Standards,
(

vi) Manufacturer's instructions associated with a solid fuel appliance
installation, repair or servicing,

(b)  Conduct inconsistent with the NZHHA Code of Ethics,

(c) Inaccurate representations members make about their products or services.

19.28 Any member or third party, may ask the Association to rule on a complaint against one
or several other members.

19.29 The person filing the application is deemed the Complainant.
19.30 The Respondent must be a current member of the Association.

19.31 The application must be sent to the Secretary on the prescribed form and shall:

a) Specify the parties,

(

(b) State the issue(s) to be considered,

(c) Provide the supporting documentation,

(d) State that, if there is a hearing, whether the complainant wishes to be present.

19.32 Any application not submitted on the prescribed form or lacking the required information
shall not be accepted.

19.33 A correctly submitted application received by the Secretary shall be forwarded to the
Executive to commence the process of determining the application's admissibility.

Determination of admissibility

19.34 Where the Executive has decided that disciplinary matters shall be heard by the
Committee, it shall convene to elect a chairperson. The chairperson shall ensure the
efficient and effective operation of the Committee.

19.35 The Committee shall decide on the admissibility of the complaint by a simple majority
within seven days of receiving the complaint.
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19.36

19.37

19.38

The Committee shall reject any complaint that:

(a) Falls outside its jurisdiction. For example, the respondent is not a member of the
NZHHA.

(b) Is frivolous, vexatious or in bad faith.

() The matter will, or is likely to, be heard in another forum such as the Disputes
Tribunal.

(d)  Any matters relating to those covered by Rule 19.12.

If rejected, the Committee shall notify the Secretary setting out the grounds for its
decision. The Secretary will immediately inform the Complainant of the Committee’s
decision and, if authorised by the Committee, the reasons given.

No appeal may be filed against the Committee's decision to reject a complaint.

Disciplinary process

19.39

19.40

19.41

19.42

If the Committee decides that the complaint is admissible, it shall notify the Secretary
who shall notify the Complainant that the application has been accepted. The notification
shall include:

a) That the complaint has been accepted and the disciplinary process has begun,
The names of the Committee members,

That the Complainant will need to meet his or her own expenses during the entire
complaints process.

)
c) A copy of the disciplinary process,
)

The Secretary shall notify the Respondent of the disciplinary proceedings. The
notification shall include:
a) A copy of the complaint and all supporting documents,
) The names of the Committee members,
c) A copy of the disciplinary process,
) Advice that the member is obliged to participate,
) The time frame within which to respond,
f)  Potential penalties,

g) That the Respondent will need to meet his or her own expenses during the entire
complaints process.

The Respondent must reply, in writing, to the Secretary within 14 days of being notified.
The response must address the issues covered in the complaint and include all
supporting documentation. The Respondent shall also state whether he or she wishes
to be heard by the Committee.

Once selected by the Executive, the Committee alone shall be responsible for
conducting the investigation.
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19.43

19.44

19.45

19.46

19.47

19.48

19.49

The Committee, where appropriate, shall carry out the following:

(@) The Committee may ask the Complainant or Respondent to provide additional
information, clarification, explanation or documentation that is relevant and
necessary to assist the enquiry. A refusal to provide additional material may attract
an adverse inference against the person to whom the request is made.

(o)  Upon request, or by its own initiative, the Committee may decide to hear the
Complainant and/or the Respondent in person.

() The Committee may approach other members of the Association such as the Field
Officers or other specialists within the Association's membership to assist.

(d) On the condition that confidentiality is safeguarded, the Committee may also
approach third parties to obtain any relevant information and/or documents to
assist with the case.

(e) The Committee shall have the discretion to extend any procedural deadline on the
basis of a reasoned request by either party or where it is appropriate in the
circumstances.

(H  The Committee may consult a lawyer, if necessary, subject to budget approval by
the Executive.

Hearings shall be convened, using facilities close to the parties, having regard to
fairness, efficiency, convenience, and cost.

The Executive or Secretary shall immediately forward any new information or exhibits to
the Committee who shall forward the new information or exhibits, relevant to the case,
to either party (as appropriate) in a timely manner so as not to prejudice either party.

Where no information is received from the Respondent within the specified deadlines,
the Committee, at its discretion, may issue a decision using what information it has
available.

The Committee shall make a decision having regard to the parties' submissions,
evidence, and any other relevant information gathered during the investigation process.

Where, by a majority decision, a member is found to have breached any New Zealand
law(s) or Regulation(s), the Association's Constitution, Rules or the Code of Ethics, the
Committee shall consider which, if any, penalty or penalties shall apply:
a) Suspension of membership,

) Expulsion,
c) Sanction,

) Warning,

) Quality assurance auditing,
f)  Revert the member to a restricted category of technician for a specified time.

The Committee shall, within 14 days, send a preliminary decision with supporting
documentation to the Executive. The Committee's preliminary decision shall not be
forwarded to members of the Executive who might have a conflict of interest.
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19.50

19.51

19.52

19.53

19.54

19.55

The Executive shall, within seven days, accept the Committee's preliminary decision
unless:

(@) The decision is outside the Committee's powers; or,

(b)  The decision contains a material error of law or fact; or,

(c) The process was flawed so as to prejudice either party; or,

(d)  The decision is plainly wrong; or,

(e) The penalties imposed are inappropriate in the circumstances.

Expulsion or suspension shall require a minimum two-thirds majority of votes of the
Executive pursuant to Constitutional Clause 7.5.

Sanctions or warnings require a simple majority of the Executive.

On the advice of the Executive, the Secretary shall notify the Complainant and the
Respondent of the decision by email or registered mail, as soon as practicable.

Notification to the Respondent shall include reasons for the decision.

Information given by the Executive to third parties regarding the specific findings will be
limited in order to avoid a conflict of interest against the member.

Appeal and review

19.56

19.57

19.58

19.59

19.60

19.61

The Respondent may lodge an appeal against a decision within seven days of receiving
the Committee's decision.

An appeal shall be sent to the Secretary and shall set out the grounds of appeal. The
filing of an appeal shall stay an expulsion; however, a suspension will continue until the
appeal process is complete.

If an appeal to an expulsion is not lodged by the prescribed deadline, the Respondent
and the Complainant shall be informed of the expulsion.

The Secretary shall notify the expulsion to the Association membership and remove the
member from the Register of Members.

If an appeal regarding a written warning, a written sanction, or a suspension is not
lodged by the prescribed deadline, the Respondent and the Complainant shall be
informed. The Executive, at its discretion, may withhold communicating the findings to
the Association membership.

Upon notice of an appeal, the Executive shall, within seven days, nominate a person
(Reviewer) independent of the disciplinary proceedings. The Reviewer must have no
conflict of interest with the parties or the subject matter. The Reviewer shall make a
determination subject to the following terms of reference:

(@)  Whether or not the case is within the administrative powers of the Committee,
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19.62

19.63

19.64

19.65

19.66

(b)  Whether or not the decision and any penalties are within the powers conferred on
the Committee by the Association's rules,

(c) Whether or not the decision making process was fair and reasonable in the
circumstances,

(d)  Whether or not the Committee has made a material mistake in fact or in law with
the information it had at the time the decision was made,

(e) Whether or not the Committee's conclusions led to a decision that was plainly
wrong,

()  Whether or not any penalty issued was appropriate and proportionate in the
circumstances.

The Reviewer must set out reasons for accepting or overturning the Committee's
decision in whole or in part.

The review must be presented to the Executive within 28 days of the Reviewer's
nomination.

The Executive is obliged to follow the Reviewer's determination unless the terms of
reference have not been followed.

The Secretary shall, within seven days, notify the Respondent of any changes to the
decision following the review.

If the Reviewer's decision confirms the Executive's or Committee's decision, the
penalties, if applicable, shall take effect from the date of the original decision and the
Respondent shall be notified immediately.
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DISPUTES RESOLUTION PROCEDURE

Pre-admissibility of an application

19.67 A member of the Association or a third party may wish to question a member's conduct.

19.68 The conduct brought into question may include, but is not limited to, a dispute as to:

(@) The interpretation of:
(i)  Building Act and or the Building Code,
(i)  Statutory obligations regarding consumer legislation,
(iii)  NZHHA Constitution,
(iv) Rules of the NZHHA,
(v)  New Zealand Standards,
(

vi) Manufacturer's instructions associated with a solid fuel appliance
installation, repair or servicing,

(b)  Conduct inconsistent with the Code of Ethics,

(c) Inaccurate representations members make about their products or services.

19.69 Any member or third party, may ask the Association to rule on a complaint against one
or several other members.

19.70 The person filing the application is deemed the Applicant in the dispute.
19.71 Either the Applicant or the Respondent must be a current member of the Association.

19.72 The application must be sent to the Secretary on the prescribed form and shall:

(a) State the issue(s) to be considered,
(b)  Provide the supporting documentation,

(c) State what remedy or outcome the Applicant is seeking.

19.73 Any application not submitted on the prescribed form, or lacking the required
information, shall not be accepted.

19.74 A correctly submitted application received by the Secretary shall be forwarded to the
Executive to commence the process of determining the application's admissibility.

Determination of admissibility

19.75 Upon notice of a dispute, the Executive shall, at its discretion, appoint a Disputes
Committee (Committee). The Committee will convene to elect a chairperson. The
chairperson shall ensure the efficient and effective operation of the Committee.

19.76 The Committee shall decide on the admissibility of the dispute by a simple majority within
seven days of receiving the notice of the dispute. The Committee shall reject any dispute
that falls outside its jurisdiction or which is clearly frivolous, vexatious or in bad faith.
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19.77 If rejected, the Committee shall notify the Secretary setting out brief grounds for its
decision. The Secretary will immediately inform the Applicant of the Committee’s
decision and, if authorised by the Committee, the reasons given.

19.78 No appeal shall be filed regarding the Committee's decision to reject a complaint.

Disputes resolution process

19.79 The Respondent is not bound to engage in the disputes resolution process.

19.80 If the Committee decides that the complaint is admissible, it shall notify the Secretary
who shall notify the Applicant that the application has been accepted. The notification
shall include:

(@) The names of the Committee members,

(b) A copy of the disputes resolution process,

(c) That the Applicant will need to meet his or her own expenses during the process.

19.81 The Secretary to notify the Respondent of the dispute proceedings. The notification shall
include:

(@) A copy of the Application and all supporting documents; and,

(b) A copy of the disputes resolution process, including a statement that the member,
whilst encouraged, is not obliged to participate; and,

() The names of the Committee members; and,

(d) That the Respondent will need to meet his or her own expenses during the
process.

19.82 If the Respondent chooses to engage in the disputes resolution process, he or she must,
within three weeks, send a written response, including all supporting documentation, to
the Secretary.

19.83 The Committee may facilitate a mediated agreement between the parties. To better
understand the issues, the Committee may seek any additional clarification,
explanations or documents that it deems necessary.

19.84 The parties may wish to convene in person with a meeting facilitated by one or more
members of the Committee. Parties shall sign a pre-negotiation agreement and agree
to pay their own costs.

19.85 The Committee shall endeavour to settle the dispute by negotiation or mediation. If the
disputes resolution procedure is successful, the file, together with the Agreement, shall
be forwarded to the Executive and to the Secretary for archiving.

19.86 If both parties agree, the Committee can act as an arbitrator and make a substantive
decision by which both parties agree to be bound.
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19.87 In the event that the parties cannot agree, the Committee shall notify the Executive and
shall recommend what it considers the best course of action including, but not limited
to:

(@) No further action, whereby the parties agree to disagree; or,

(b)  That the parties may wish to seek clarification through the Determinations panel
at the Ministry of Business, Innovation and Employment; or,

(c) That the parties consider Arbitration under the Arbitrators' and Mediators' Institute
of New Zealand (AMINZ); or,

(d)  That the parties seek legal advice.
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