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1 Disclaimer

MENZSHED NZ Inc does not impose any requirements on sheds as to how they create their rules and
implement financial, health and safety matters. The shed management team or governing body must
attend too and take full responsibility for those matters.

This resource has been put together as an aid for emerging or established sheds to set up as a legal
entity and some suggestions about important administrative matters. A significant number of links to
other resources are scattered throughout. We make no apology for that - there is little point in restating
what has already been created by experts in their field.

Sheds are encouraged to contact the nearest MENZSHED NZ regional representative for support.

e Northland, Auckland - Garry Bryant regrep1@menzshed.nz (Auckland Central)

e Waikato, Bay of Plenty - Wayne Anderson regrep2@menzshed.nz (Matamata)

e Taranaki, Manawatu, Hawkes Bay, Wellington - Murray Campbell regrep3@menzshed.nz
(Henley)
Nelson, Tasman, Marlborough - David Packer regrep6@menzshed.nz (Renwick)
Canterbury, West Coast - vacant
Otago, Southland - |lan Miller regrep5@menzshed.nz (Taieri)

2 MENZSHED NZ - Purpose

The objects for which MENZSHED NZ is established are to meet the needs of its member sheds by:

e Providing support and resources for member sheds and emerging groups aiming to establish
a shed,


https://menzshed.org.nz/about-us/region-1-representative/
mailto:regrep1@menzshed.nz
https://menzshed.org.nz/about-us/region-2-representative/
mailto:regrep2@menzshed.nz
http://menzshed.org.nz/about-us/region-3-representative/
mailto:regrep3@menzshed.nz
https://menzshed.org.nz/about-us/region-6-representative/
mailto:regrep6@menzshed.nz
http://menzshed.org.nz/about-us/region-5-representative/
mailto:regrep5@menzshed.nz

Providing a central contact point for all member sheds,

Maintaining a national register of sheds in New Zealand,

Providing benefits to member sheds, such as discounted group insurance rates,

Assisting member sheds to keep their members safe through quality health and safety
information,

Developing strategic alliances with key organisations,

Supporting member sheds to be accessible to all men, regardless of ability, background, or
culture,

Organising national conferences and facilitating regional and local networking opportunities,
Providing guidance regarding shed responsibilities, structure and operations,

Providing information and guidance to enable member sheds to establish opportunities for
effective and continuous learning where appropriate for skill transference and tangible
outcomes.

MENZSHED NZ will not have any direct control or responsibility for any individual shed.

(Extract from the constitution of MENZSHED NEW ZEALAND Inc)

3 MENZSHED® Trademark.

The word MENZSHED (and variations MenzShed or Menz Shed) is a Trademark owned by
MENZSHED NEW ZEALAND Inc. Please note:

e Member sheds may use the MENZSHED logo provided that the shed is not indulging
in activities or behaviour that brings or may bring the men’s shed movement into
disrepute.

e Sheds intending to seek membership of MENZSHED NZ or wishing to use the
expression MENZSHED in their name must seek pre-approval — send us draft copies
of Rules or Statement of Intent so the Executive can determine whether the intent of
our Rule 4.3 is likely to be met.

4 What is a Men’s Shed?

A shed brings men together in one community space to share their skills, have a laugh, and
work on practical tasks individually (personal projects) or as a group (for the shed or
community).

The sort of projects a shed tackles is entirely up to the shed concerned, however most sheds
around New Zealand take on some community projects, examples of which include building
playgrounds for pre-school centres, repairing toy library stock, repairing old bikes for distribution
to poorer communities, building planter boxes for the main street of the local central business
district, and the list goes on.

5 Why establish a Men’s Shed?

Men are known to have smaller circles of friends than women, so the shed offers opportunities
to foster new friendships outside the social circles their partners establish.



Men'’s sheds are an ideal place for health professionals to gain access to men who may
otherwise not take as much care of themselves as they could, and many sheds invite them to
give informational talks and basic health checks at the shed in the men’s own environment
where they feel the informality makes for a more relaxed atmosphere.

Couples may find that after retirement, the change of suddenly being with each other every
waking (and sleeping) hour can cause friction, so the shed is a great place to escape the
stresses of “underfoot syndrome”, and the result is that women are among the most ardent

supporters of sheds.

6 Mind Map of Activities

Public meeting
Visit other sheds
Regicnal Rep support

Community Groups

Church Getting Started

Build relationships
Women's groups

Local Government rep
Social media
Advertising
Community newspapers
Dedicated shed email account
MEMZSHED NZ webpage listing
Own website

Social Media e.g. Facebook

Corporate

Policy _

Sheddie induction

Safety matters

Equipment checks

Consider MENZSHED NZ group scheme

Arrange cover before new build or extensions

The mind map can be viewed on-line here.

7 How do sheds get started?

Who is interested?

How to get Publicity
e Newspapers

Physical Shed

Incorperated Society

Form Organisation Charitable Trust
Auspiced
Register with IRD

Chairman

Secretary
Establishment Committee

Treasurer

Other roles

Charities Services registration

Establish regular meeting procedures and routine

Choose bank
On-line transactions

Minimum three signatories

File annual reports (Societies office, Charities Services etc)

Audits vs Reviews (incorporate decision within Rules)

Rent vs Purchase

Seek donations
Equipment
Seek grants


https://mm.tt/1168906510?t=QSqWJF9562

e Community weeklies
e Community radio
e Churches

Holding a meeting to gauge interest
e Choose venue
Arrange publicity
Identify and invite key allies
Invite local journalist (or send an article for publication afterwards)
Invite the MENZSHED NZ Regional Rep and a sheddie from a nearby shed
Organise chairman
Prepare programme, slideshows etc
Gather names, phone numbers and email addresses of attendees
Have promotional material to take away

8 Establishing the Shed Entity

8.0 Choosing a name

Sheds often use the word MENZSHED (or variations e.g. Menz Shed) in their name. ltis
important to understand that MENZSHED is a Trade Mark registered and owned by
MENZSHED NEW ZEALAND Inc. The executive has a responsibility to ensure the brand is
used appropriately and that sheds choosing to use the word will comply with our ethos of
“providing an environment for men for their personal growth, well-being and understanding of
their roles in family and community.” (Society Rule 4.3).

We encourage sheds to approach us (the MENZSHED NZ Secretary or Regional
Representative) for permission to use our brand before filing corporate documents at the
Societies or Trusts Offices.

8.1 Legislation Changes

A new Incorporated Societies Act came into effect April 2022. Here is the implementation
timeline...

April 2022 May 2022 - September 2023 = October 2023 - April 2026

New Act passed  Regulations developed Reregistration period

Incorporated Societies Regulations are being developed to support the new Act. The reregistration period will run for 2% years — from
Act 2022 (the new Act) October 2023 to April 2026.

) The regulations flesh out the details of the legislation.
received Royal Assent.

For example, they will determine what information To reregister you'll need to meet new requirements under
societies must provide to incorporate or reregister under the new Act.

the new Act. ) . .
Until you reregister your society will operate under the 1908

Consultation is now open — You have an opportunity, Act. Once you reregister, you will operate under the new Act.
from 11 October to 22 November 2022, to comment on

. . Any society that doesn’t reregister during this time will cease
what’s being proposed.

to exist.



New shed initiatives ought to familiarise themselves with this advice. And see also this law
changes hub.

The New Zealand Companies Office has an on-line Constitution Builder that will generate rules
compliant with the proposed Regulations.

8.2 Incorporated Society

Presently, sheds are usually either an Incorporated Society, a Charitable Trust or auspiced (part
of another organisation — church, council group). Useful resources are available at:

The NZ Companies Office website has information about establishing a Society.

CommunityNet Aotearoa — check this Community Resource Kit.

Community Law — provides free legal advice, and guidance on establishing a

community group, the responsibilities of officers, compliance matters and much more.
e NfP Law has many resources at their website and Mark von Dadelszen’s book “Law of

Societies in New Zealand” published 2023 may be available in your local library.

Information about the new Incorporated Societies Act 2022 on our website.

The Toolbox will include links to sample Incorporated Society Rules as sheds update their Rules
during 2024 to meet the requirements of the new Act.

The reasons for an organisation to follow the Incorporated Society and registration with
Charities Services include:

e an Incorporated Society is a more open and democratic organisation. The Societies Act
requires rules to set out how the organisation will be operated regarding election of
Officers, holding of meetings, membership etc etc. (Whereas with a Charitable Trust, a
Trust can be established by just one or two persons with minimal rules, and as has
happened in some cases can become autocratic.)

e Being an Incorporated Society and a Registered Charitable Entity means the
organisation remains as a legal entity if for any reason the charity registration is
cancelled (as has happened to some sheds through not filing the required returns). If the
organisation is established as a Charitable Trust (as some Sheds are) then the whole
organisation loses its legal status if the Charitable Trust is de-registered for whatever
reason.

8.3 Charitable Trust

From 2023, the option to establish as a Charitable Trust is not available. Sheds that are already a
Charitable Trust have no need to reregister.

8.4 Auspiced

Some sheds choose not to become a legal entity, instead operating within another organisation.
Matters to consider include:
e a formal written agreement between the two groups


https://www.bvond.co.nz/2020/02/06/new-incorporated-societies-act-what-existing-societies-will-have-to-do-and-be-aware-of/
https://is-register.companiesoffice.govt.nz/law-changes-for-societies/
https://is-register.companiesoffice.govt.nz/law-changes-for-societies/
https://isb.companiesoffice.govt.nz/constitutionbuilder/startscreen/
http://www.societies.govt.nz/cms/incorporated-societies/starting-an-incorporated-society
https://community.net.nz/resources/community-resource-kit/contents-of-the-community-resource-kit/#OrganisationalStructures
http://communitylaw.org.nz/community-law-manual/chapter-3-community-organisations-and-the-law/choosing-the-right-legal-structure-for-your-group-chapter-3/
https://nfplaw.co.nz/
https://store.lexisnexis.co.nz/products/law-of-societies-in-new-zealand-4th-edition-lexisnexis-new-zealand-skulaw_of_societies_in_new_zealand_4th_edition
https://store.lexisnexis.co.nz/products/law-of-societies-in-new-zealand-4th-edition-lexisnexis-new-zealand-skulaw_of_societies_in_new_zealand_4th_edition
https://menzshed.org.nz/resources/incorporated-societies-hub/
https://ct-register.companiesoffice.govt.nz/help-centre/starting-a-charitable-trust-board/before-you-set-up-a-trust-board/

e who owns what property
e operating principles.

8.3 Considerations for Rules

8.3.1 The purposes
This is the founding statement and guiding principles for the shed. It is important to get this
correct at the outset! Here is an example:
The purpose of MenzShed Anytown is to provide an environment for men in the Xyz
District to pursue their personal growth and develop a greater understanding of their role
in their community and their family.
In particular MenzShed Anytown aims to be beneficial to the community by-

e providing premises in the Xyz District for men to have access to workshop facilities
that enables them to share their knowledge, experiences and skills and work in
harmony on projects for the benefit of the community or for their own personal
benefit;

e promoting the benefits of men’s personal growth as affecting the community and
family;
facilitating the understanding of men’s issues by the community;
providing educational activities and other programmes and projects consistent with
the aims of MenzShed Anytown;

e liaising with other organisations to further the aims of MenzShed Anytown and
benefits to the community;

e providing other support and assistance as may be consistent with the charitable
purpose of MenzShed Anytown.

All of the activities of MenzShed Anytown shall be carried out within New Zealand and
none of its funds shall be applied for purposes outside of New Zealand.

Pecuniary gain, individually or collectively, is not a purpose of MenzShed Anytown.

Notes

1 The example Purpose is not mandatory. It is over to the group establishing the shed to
decide.

2 Men and women members, age - no breach of Human Rights legislation occurs when
a club restricts membership by age or gender.

Can | be denied membership of a club?

The Human Rights Act has an exception that allows clubs to have membership criteria that would otherwise be discriminatory.
For example, senior citizens clubs can require members to be over 60 and a cultural club can be limited to people of a particular
ethnicity. However, once people have met the eligibility criteria to join the club, the club cannot further discriminate against
them. For example, if a senior citizen’s club is open to anyone over 60, it cannot refuse membership to someone over 60
because of their ethnicity.

This exception does not apply to all clubs. Clubs that are privately-owned and run more like businesses (sometimes called
‘proprietary clubs’) cannot rely on this exception.

Clipped 8/2/2024 from HRC website


https://tikatangata.org.nz/resources-and-support/frequently-asked-questions

And from Parry Field Lawyers regarding the new Incorporated Societies
legislation..

------ — Forwarded message -——-

From: Societies at Parry Field <Socisties@parryfield.com>
Date: Fri, @ Feb 2024 at 08:50

Subject: RE: New legislation, Q&As

To: Roger Bowman <bowman.rogeri@gmail.com=

Cc: Steven Moe <StevenMoe@parryfield.com>

Kia ora Roger
Thank you for your email, that's a great question.

The new Act doesn’t specifically cover this point, so we think it would be fine to set memberships that are gender specific. We
agree that it will be interesting to see how societies manage membership applications from people that identify as non-binary, and
societies will need to be careful to make sure they're not seen as discriminating.

Hope this helps, just let us know if there’s anything else we can do to assist.

Many thanks,

Tasha Fraser

Legal Secretary/PA

Lawyers

While the example Purpose above focuses on men, it does not exclude women or
youth members. Some sheds are men only and others are for men over a specific
age.

If the shed wishes to have women members, consider how it will meet the
MENZSHED NZ membership requirement where a shed is defined as “a legally
established organisation, either independent or under the umbrella of another
legally established organisation, whose primary purpose is to provide an
environment for men for their personal growth, well-being and understanding of
their roles in family and community.”

3 The NZ activities and pecuniary gain clauses are important for Charities Services
registration.

8.3.2 Quorums
Be wary of setting quorum requirements for general meetings at 50% of members.
Chances are, you may not achieve that level of member attendance, and so business
cannot be conducted. That could be critical if you wish to modify Rules.
More information here.


https://www.bvond.co.nz/2017/11/28/quorum-meetings/

8.3.3 Management Committee
Sets out the Officers (Chairman, Secretary, Treasurer) and any other members.
Elsewhere in the Rules will be information about election and removal of committee
members.
Code of Conduct resource here.

8.3.4 Officers - Responsibilities and Liabilities

Charities Services has a Resource for the Responsibilities of Officers here.

This is an extract from the Incorporated Societies Act 2022:

Officers have a range of duties, these are:

° the duty to act in good faith and in the best interests of the society when
acting as an officer

° the duty to exercise power for proper purpose

° the duty to comply with the new Act and the society’s constitution

) the duty to exercise powers or perform duties using the care and diligence

that a reasonable person would, taking into account the nature of the society, the
decision, and the officer’s role and responsibilities

° the duty not to agree to activities or cause or allow activities that are likely to
create a substantial risk of serious loss to the society’s creditors
° the duty to not agree to an obligation on the society’s behalf, unless the

officer reasonably believes that the society will be able to perform the obligation
when required to do so

These duties are owed to the society as opposed to members, meaning that the
society alone has the ability to take action against an officer for breach of these
duties.

More information at the Incorporated Societies website about committees and
officers and also see the form for completion by officers.

Concerning Personal Liability - see this article at Charities Services. It states “If you are
an incorporated society or a charitable trust, in general there is limited personal liability,
provided decision makers act honestly, prudently, within the group's charitable purposes
and not for personal gain.”

8.3.5 Elections
The majority of organisations elect officers and trustees on an annual basis. Consider
two or three year terms, since most elected folk serve 2-3 years or more anyway. That'll
save a little work each year for the Secretary.

8.3.6 Liquidation
To register with Charities Services, a clause is required stating that funds and assets will
be passed to another charitable organisation.


https://www.bvond.co.nz/2019/09/23/codes-of-conduct-in-not-for-profit-governance/
https://bit.ly/3nBHgqI
https://is-register.companiesoffice.govt.nz/law-changes-for-societies/committees-and-officers/
https://www.charities.govt.nz/im-a-registered-charity/officer-information/personal-liability/

8.3.7 Year end financial
Consider having annual accounts reviewed rather than audited. If an auditor was
appointed then the person has to be a member of the Chartered Accountants Society
and this means that a number of retired accountants/auditors would not be able to carry
out the audit (preferably on a voluntary basis), because many professionals do not
continue with the expensive society membership fees after they retire.
An independent review of the financial records and affairs of the shed is a less formalised
process but it gives independent confirmation that the finances and affairs of the
organisation are in order.
More information at Lawyer Charities Services

8.3.8 Cessation of Membership
Consider a cessation of membership along the lines of “the Committee may in its absolute
discretion immediately terminate membership.”

8.3.9 Complaints

Complaints are rare - what might be more likely is a “grump” about running out of tea or tools
not being returned to the correct place.

But when a matter escalates to a complaint, whether by a sheddie (e.g. regarding the behaviour
of a fellow sheddie) or a member of the public (e.g. poor workmanship), it's wise to have a
policy ready to follow. The policy might be specified in the shed constitution or held as a
separate document.

Helpful Resource: Community Net Aotearoa

MENZSHED NZ has a Complaints Policy, available here.

8.3.10 Forming the Committee (roles, responsibilities etc)
The Rules may contain basic information about the roles of specific officers. Consider having a
separate document that contains more detail, like this from MENZSHED NZ.

8.3.11 Constitution/Rules

The Companies Office hosts an on-line Constitution Builder to assist drafting a set of rules.
e First read these backaground notes.
e Then head to the on-line tool.

8.3.12 Inaugural meeting

A few suggestions to consider

Choose venue

Invite prospective members

Consider inviting the MENZSHED NZ Regional Rep

Prepare agenda

Call for nominations for specific roles and other committee members according to the
Rules

Deal with general business

Schedule next meeting.


https://www.bvond.co.nz/2017/11/24/audits-review-accounts/
https://charities.govt.nz/im-a-registered-charity/annual-returns/new-statutory-audit-and-review-requirements/
https://community.net.nz/resources/community-resource-kit/important-policies/#complaints
http://bit.ly/33PQF67
http://menzshed.org.nz/wp-content/uploads/2018/07/MENZSHED-NZ-Executive-Roles-and-Responsibilities-201711.pdf
https://www.bvond.co.nz/2019/10/23/constitution-builder-for-society-constitutions/
https://isb.companiesoffice.govt.nz/constitutionbuilder/startscreen/

8.4 Auspiced Sheds

If your shed is operating within another organisation, MENZSHED NZ can consider membership
if the group can meet our criteria of providing for the health and well being of men and operating
a workshop. Evidence of intent and agreement is required. Here are examples that satisfied
our membership criteria during 2022 - 2023.

8.5 Ongoing Governance

Officers have responsibilities to effectively lead the organisation - strategic management,
looking after the interest of members, compliance with laws and regulations.

Consider signing up to regular updates from the Community Governance organisation and have
a read of their Good Governance Code.

During March 2024, Community Waikato ran an informative webinar. A copy of the webinar
slides are here and there’s also a Governance of Small Organisations guide.

CommunityNet Aotaroa also has a wealth of information at their Community Resource Hub.

Steven Moe, lawyer of Parry Field Lawyers hosts regular podcasts. They’re very informative.
More information at Parry Field and their information hub relating to the new Incorporated
Societies Act 2022.

Sheds might consider a self review every few years. This Charities Healthcheck resource is
worth a read.

MENZSHED NZ also has a guide.

9 Joining MENZSHED NZ

After formally establishing as an organisation, the shed may apply to join the national
association. It's not compulsory, but check out the member benefits.

To apply, complete this on-line application.

In processing applications for membership, the executive of MENZSHED NZ has a
responsibility to follow our Society Rules, in Particular 4.3:
“For the purpose of this document, “shed” means a legally established organisation,
either independent or under the umbrella of another legally established organisation,
whose primary purpose is to provide an environment for men for their personal growth,
well-being and understanding of their roles in family and community.”


https://drive.google.com/file/d/1mSjDSo6kQZYQQKhjkq6UmYOTyM16RRot/view?usp=share_link
https://communitygovernance.org.nz/
https://communitygovernance.org.nz/assets/uploads/Good-Governance-Code-Waehere-Whakahaere-Tika.pdf
https://menzshed.org.nz/wp-content/uploads/2024/04/Intro-to-Governance-03.2024.pdf
https://menzshed.org.nz/wp-content/uploads/2024/04/Governance-of-Small-Organisations-guide-03-2024.pdf
https://community.net.nz/resources/community-resource-kit/
https://www.parryfield.com/advisory/governance/governance-essentials/
https://www.parryfield.com/home/blogs/resources-for-the-incorporated-societies-act-2022/
https://drive.google.com/drive/folders/1F7RRo1PQ5ICOIXjhSheVxrqnT9pIIUn2
https://menzshed.org.nz/wp-content/uploads/2024/05/Society-Committee-Meeting-Guidelines.pdf
http://menzshed.org.nz/membership/benefits/
http://menzshed.org.nz/application-to-join/

The executive will take into account:
e the recommendations of the regional representative,
e the intent of the applicant shed (aims, objectives, marketing and operation) and
e any other information as required to reach a decision.

The evaluation criteria is that:
e the applicant shed is a legally established or auspiced organisation,
e the shed’s primary purpose is to provide an environment for men for their personal
growth and wellbeing.

10 Charitable Status

We suggest that your group endeavour to have a structure and rules that enables registration
with Charities Services (CS). Some funding providers will not grant funds to organisations that
are not registered. The advantages of CS registration should outweigh compliance matters
(e.g. filing a Performance Report within six months of financial year end) and tax exempt status.

As at November 2022, we are aware that 83 of 120 member sheds are registered with Charities
Services.

When developing the Rules for the organisation, keep in mind the requirements under the
Charities Act to qualify for registration as a Charitable Entity. There are four categories under
the Charities Act for an Organisation to be registered as a Charity. The most appropriate
category for a Shed is "Beneficial to the Community".

See guidance on applying for charitable status from Community Law.

Read more at Charities Services here and here. Here is an Annual Return Checklist (if you're
registered.)

Sheds that are registered with Charities Services are required to undertake a self evaluation
every three years. Here’s a template. Adapt to your organisation as you see fit.

11 Financial

Review the Community Resource kit here

11.1 Bank Accounts

Shop around the banks for a suitable account - push hard for an account that pays interest and
no fees.

Other considerations:
e have three signatories so that you can maintain financial activity,
e ensure at least two signatories approve internet payments,
e encourage the Treasurer to copy statements to the committee as part of regular financial
reporting.


https://www.ird.govt.nz/roles/not-for-profits-and-charities/setting-up/when-nfps-do-not-pay-tax
http://communitytoolkit.org.nz/charities-and-charitable-status/
https://www.charities.govt.nz/ready-to-register/benefits-and-obligations-of-registered-charities/benefits-and-obligations-of-being-registered/
https://www.charities.govt.nz/ready-to-register/need-to-know-to-register/
http://charities.govt.nz/assets/Annual-Return-Checklist-for-Small-Charities-003.pdf
https://charities.govt.nz/assets/Governance-Review-Checklist-online.pdf
https://community.net.nz/resources/community-resource-kit/introduction-to-financial-management/

When you are ready to open your account, be prepared for a rigorous process from your bank.
MENZSHED NZ banks with Kiwibank and we are grateful for that bank verifying these notes -
which will be similar to other banks.

Your bank has to comply with the Anti-Money Laundering and Countering Financing of
Terrorism Act 2009. The process is commonly known as Customer Due Diligence (CDD) and
that involves checking your shed’s officers Identity and proof of address - verifying full name,
date of birth and address.

Identity proof - Usual forms are a Passport, NZ Certificate of Identity, Driver’s Licence. The
latter two will need to be supported with other evidence such as

e a bank statement from a different bank,

e a letter from a NZ Government agency (e.g. IRD, MSD and must be dated within the

previous six months),

e SuperGold card with your name and signature on it, or

e a different bank’s card with your name and signature on it.
The names on each identity document must match.

Address proof - These could include letters from NZ Government agencies mentioned above,
bank statement, utilities bill (e.g. electricity or rates). Whatever letter is produced, your name
and address must be clearly shown and the document must not be more than six months old.
Note - the Bank will require this information for the account signatories and the people
controlling the organisation or any names of controlling officers on the charities website - usually
all of the Chairman, Treasurer and Secretary.

CDD also requires evidence of the shed’s legal status and authority to open the account. This
will include:

e Full and signed Minutes (photocopy) of the shed meeting where it was agreed to open
the account and the establishment signatories. Thereafter, minutes will be required for
any signatory changes - removal, additions.

e Society Registrations - extracts from the Incorporated Societies or Charitable Trusts
register and Charities Services if applicable.

11.2 Budgeting

Consider preparing a budget to ensure you have sufficient funds to cover regular expenses.
Suggested items include:

Expenses Income

Rent Member subs

Rates Grant applications

Electricity Sales of shed manufactured products
Telephone Sales of surplus and donated equipment
Insurance

Coordinator contract



Shed maintenance

Tea, coffee, guest hospitality

Small tools

Large capital items (lathe, sawbench)
Fasteners

MENZSHED NZ sub ©

11.3 Membership Fee Example

Auckland East $50 p.a.

Dargaville $30 p.a. $2 per visit for tea, coffee milk, sugar, biscuits.
Hibiscus $75 joining fee, $100 annual fee.

Henley $70 p.a. No donation for tea and coffee

Kapiti $20 p.a. + gold coin for tea, coffee milk, sugar each visit
Tapawera $20 p.a. No donation for tea and coffee

Waimea $40 p.a. No donation for tea and coffee

New Brighton $20 p.a. + gold coin per visit

Oxford $50 p.a. No donation for tea and coffee

Taieri $10 p.a. $ for tea and coffee

11.4 Accounting Packages

Sheds typically use spreadsheet software - Microsoft Excel, Google Sheets or Apple Numbers.

There are commercial opportunities too - Xero, MYOB. They’re plans that you pay for each
month. They will integrate with the bank account and you have control over expense and
income categories. Charities Services has a template that could be used for both your financial
statements for members and filing the annual return. Download here.

11.5 How to make an income for the shed (to pay rent, power etc.)

Expect members to pay a modest annual sub (but make it too high and you will lose
prospective members)
Picnic tables and outdoor furniture can be good earners
Repairs to toys, furniture
Support community events and expect a donation for manpower (e.g. car parking)
Painting and maintenance of community facilities and expect a donation for manpower
plus materials at cost.
Some funding providers will make grants for operational costs, but do not become too
reliant on these.
Sell surplus equipment, donated tools and furniture using

o TradeMe,

o Facebook Marketplace

o Garage Sale.



https://www.charities.govt.nz/news-and-events/blog/automated-cash-book-helping-you-report-your-cash-transactions/
https://www.trademe.co.nz/seller-information-centre/getting-started/
https://www.facebook.com/help/1889067784738765/?helpref=hc_fnav

11.6 Getting funding

Have a look at the Community Matters website for an overview and then here for well known
funders. Good resource at Charities Services too, including these Hot Tips from a 2023
webinar.

Most libraries will have free access to the website Generosity NZ where you can search a
database of NZ funders that may be willing to receive a grant application.

Many councils also offer funding for community organisations, check their website.

Tips:

e thoroughly read the application criteria - don’t waste your or the funders time applying
when you don’t qualify

e discuss your proposal with a rep from the funding organisation - you will almost certainly
get a tip or two about preparing a successful application
formally move a motion to apply for a grant at a committee meeting
if applicable, make sure your Charities Services profile is up-to-date
provide all of the supporting documents at time of application - incomplete applications
will be whittled out first
consider a funding resource document that can be reused - see this Howick example
send a thank-you letter or email whenever a grant is approved

¢ file whatever compliance information is required when the grant is spent.

11.7 Raffles
An overview of the requlations.
11.8 Year End Activity - Review or Audit?

Your Rules will state what is required. The term audit implies something in excess of what is
required for typical sheds.

The Charities Services website has this information on their website:

What if our rules say we need an audit, but we're
below the statutory audit and review threshold?

Registered charities with total operating expenditure of less than $550,000 are not required
by law to have an audit or review. However, you may be required by your rules (e.g. trust
deed, constitution, or charter) or as a condition of receiving a grant to have your financial
statements audited or reviewed. These charities may choose who performs the audit; it
does not need to be a qualified auditor unless stated in your rules.


https://www.communitymatters.govt.nz/requesting-a-grant/
https://www.communitymatters.govt.nz/community-organisations-grants-scheme/
https://charities.govt.nz/im-a-registered-charity/running-your-charity/how-to-fund-your-charity/?fbclid=IwAR0rMrzEbJwlLW4i4obHTxXVkMnYw_lTBa4KBb2h6_aB-wI4oP-FgXXbfP4
https://drive.google.com/file/d/1IjipZmsHWWuKmc-dUZ8YCjjpmceAVxct/view?usp=sharing
http://generosity.org.nz/
http://menzshed.org.nz/wp-content/uploads/2020/02/Howick-Funding-Resource-2019.pdf
https://www.dia.govt.nz/press.nsf/d77da9b523f12931cc256ac5000d19b6/d13bab6aafb48b0bcc258411001d42dc!OpenDocument

Most sheds have a review by an independent person with basic accounting skills. It is less
formal than an audit, yet gives members and funders confidence in the shed’s accounts.

More information at Societies Office Lawyer Charities Services

An example disclosure letter for financial reviewer Disclosure letter

11.9 Charities Services Reporting

If the shed is registered with Charities Services, a Performance Report will be required.
e Most sheds will come within Tier 4, for Charities that have annual operating payments of
less than $140,000. A simple cash accounting system can be used to record the
transactions in and out of the bank account. Details here.

In October 2022, Charities Services announced simplified reporting requirements:

New, Simplified Tier 4 Performance Report

If you are a very small Tier 4 charity you should check out the new Tier 4 template. Earlier
this year the External Reporting Board [XRB) released a simplified version of the Tier 4
Performance Report template. It has all the same minimum required information, but is
condensed into a short and more manageable three pages.

This is great for small charities, as it will make meeting the reporting requirements much
easier. It's specially designed for charities with only one bank account, few or no assets or
commitments, and no complex transactions.

If you feel like this might be right for your charity have a look at the quick quide &,
and find the template on our website & .

View the resources: Quick Guide and Template

e Tier 3 is for Charities that have operating expenses over $140,000. They have to use an
accrual accounting system. Details here.

11.10 Getting sponsorship

11.11 Fraud and Scams

Don’t lose your shed’s hard earned funds through fraudulent activity or falling for scams.

e The Charities Services has “Top 10 Tips for Fraud Protection” and other resources on their
website.

e Check out the Commission for Financial Capability’s “Little Black Book of Scams”



http://www.societies.govt.nz/cms/incorporated-societies/financial-statements/do-they-need-to-be-audited-reviewed
https://www.bvond.co.nz/2017/11/24/audits-review-accounts/
https://charities.govt.nz/im-a-registered-charity/annual-returns/new-statutory-audit-and-review-requirements/
http://menzshed.org.nz/wp-content/uploads/2014/06/Disclosure-letter-to-Financial-Reviewer-Oct-2014.doc
https://www.charities.govt.nz/new-reporting-standards/tier-4/tier-4-annual-reporting-guide-template-standard-and-guidance-notes/
https://charities.govt.nz/assets/Templates/A-Quick-Guide-to-the-simple-Tier-4-reporting-template.pdf
https://charitiesupdate.cmail20.com/t/j-l-vikhhdl-dttuyhirkk-c/
https://www.charities.govt.nz/new-reporting-standards/tier-3/
https://www.charities.govt.nz/assets/Uploads/Resources/Top-10-Tips-Fraud-Protection.pdf
https://www.charities.govt.nz/news-and-events/blog/fraud-in-the-charitable-sector/
https://cffc-assets-prod.s3.ap-southeast-2.amazonaws.com/public/Uploads/Frauds-Scams/Downloads/CFFC-Little-Book-of-Scams.pdf

11.12 Electricity

The Consumer NZ Powerswitch tool may help you find the best plan for your shed.

11.13 TradeMe success fees rebate.

If you're selling surplus or donated material on TradeMe, and your shed is registered with Charities
Services, there is a 50% saving on success fees. Read here.

12 Committee Meetings

Your Rules will likely set the minimum requirements for committee meetings.

A useful resource for the conduct of meetings is this book Members Meetings.

Difficult meeting coming up? Advice for the Chairman.

Engaging with Sheddies: Some sheds have established “user groups” to elicit member
feedback - whether ideas or grumps. The Napier Menzshed’s video “The Ultimate Democracy”
is linked as an idea for consideration.

13 Records and Record Keeping

Here’s a good overview:
e Essential Record-Keeping

13.1 Privacy of Member Records

The Privacy Act 2020 applies to societies and charities, so that legislation is applicable to your member
records. Privacy Principle 1 in the Act states....

Information privacy principle 1
Purpose of collection of personal information
Personal information must not be collected by an agency unless
(a) the information is collected for a lawful purpose connected with a function or an activity of the
agency; and
(b) the collection of the information is necessary for that purpose.

And the Incorporated Societies Act 1908 states that

Societies registered under the Incorporated Societies Act 1908 are obliged by section 22 to maintain a
register of members including “the names and addresses of the members, and the dates when they
became members.”

Helpful resources: NfP Law Privacy Commissioner

Sheds need to:


http://powerswitch.org.nz
https://help.trademe.co.nz/hc/en-us/articles/360007001472-Information-for-charities-and-fundraisers
https://store.lexisnexis.co.nz/product?product=members-meetings-3rd-edition-ebook&meta_F_and=9781927149652
https://www.bvond.co.nz/2017/10/26/chairing-a-difficult-meeting/
https://www.youtube.com/watch?v=_UB3h-_yMcI
https://www.bvond.co.nz/2019/09/23/essential-record-keeping-for-not-for-profit-organisations/
https://nfplaw.co.nz/privacy-of-society-and-charity-records/
https://www.privacy.org.nz/news-and-publications/guidance-resources/information-held-by-clubs-and-societies/

appoint a Privacy Officer to oversee compliance (shed secretary or chairman?)
consider how members’ information will be stored

what information is reasonable to collect

who has access.

Note: MENZSHED NEW ZEALAND Inc has a record of sheds and the names, addresses and phone
numbers of at least one and often two officers. The contact information is usually available on the shed
web pages at www.menzshed.nz to facilitate public access to shed contacts. Despite the information
being available on webpages, the policy of MENZSHED NZ (confirmed at an executive meeting on 28
September 2020) is that the database file will not be released as a file for other organisations, sheds or
sheddies.

13.2 Sheddie Membership Application and Database

Google Forms could be a solution to create a membership application form and database. You would
need to have a dedicated Google account - see Section 15.

Prototype Application Database

If you would like a copy, contact secretary@menzshed.nz to be added as a temporary collaborator for
you to copy the Form and then amend as required.

Another option is Google Contacts. One record for each sheddie. You can add notes for each
sheddie’s record, for example to add emergency contact or skills information. Within contacts, you can
group the records using Labels, e.g. a label for Members and another for Committee. To send an email
to all sheddies within a label group, you just enter the Label title in the address field.

Get started with Google Contacts. Get started with_Labels

14 Tax

When you have the organisation set up, you are recommended to register with Inland Revenue
Department and get a tax number.

Also review this information about applying for tax exempt status, which is easier if you are
already registered with Charities Services - more information here and here.

Charities registered by Charities Services are exempt from income tax and don't need to file an
income tax return, regardless of their annual turnover. Source here.

If you are asked to issue a receipt for a charitable donation, check this information.

141 GST

A shed is treated just as any other small business. The threshold for needing to register for GST is the
operating income - presently $60,000.

There can be benefits for GST registration particularly if there are significant capital works going
on where the shed can claim the refund of the GST component for purchases. However if the
shed subsequently de-registers, GST may have to be repaid.


https://docs.google.com/forms/d/1hFN1kC6NhNF60xtqNLrWFBTjsdIZrP_OymuO5KNsJ_M/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1kLR_npoBEkoADmuPfcC0IK3kHVdqCbDE4UbT3f3Jx8s/edit?usp=sharing
mailto:secretary@menzshed.nz
https://support.google.com/a/users/answer/9310148?hl=en
https://support.google.com/contacts/answer/30970?hl=en&co=GENIE.Platform%3DDesktop
https://www.govt.nz/browse/tax-benefits-and-finance/ird-numbers/get-an-ird-number-for-a-business-charity-or-trust/
http://www.ird.govt.nz/charitable-organisations/chart-orgs-intro/chart-orgs-intro.html#03
https://www.ird.govt.nz/roles/not-for-profits-and-charities/setting-up/when-nfps-do-not-pay-tax
https://www.charities.govt.nz/im-a-registered-charity/running-your-charity/tax-information/
https://www.business.govt.nz/compliance-matters/tax-and-levies/annual-returns/tax-returns-non-profit-organisations
https://www.ird.govt.nz/resources/f/7/f7d57b27-0162-4d4e-9514-1e1d11460f94/qb1605.pdf

The shed will need to charge GST on their sales and deal with regular additional accounting
work.

A shed really needs to talk to an appropriate accountant if they are considering registering for
GST.

15 Google Apps

Think Gmail, Docs and Sheets on steroids. More cloud storage, multiple email addresses, file
sharing.

If your shed is registered with Charities Services, you become eligible for “G Suite” and other
benefits. Here’s how - two steps:

e First join with Tech Soup. That'’s free for basic membership.
e After your shed has been accepted, then you apply for G Suite.

If your shed has a domain, you then link the domain to the Gmail addresses. As an example,
MENZSHED NZ owns the domain “menzshed.nz”. Our Gmail addresses are then styled

“secretary@menzshed.nz”; “treasurer@menzshed.nz” ....

Our member database utilises Google Sheets, policies and other corporate documents in
Google Docs are easily shared amongst the executive.

Google services could offer a paperless solution for your membership records - an on-line
membership form that hooks up with a database. For an overview, read this.

And while on the topic of records, from time to time you will be asked to sign forms that have
been emailed as a pdf. Sure - you can print the form, ink in the date, signature, address, then
scan the form again to return. But there are apps that you can download to annotate the form
without printing and scanning. Foxit Reader- https://www.foxitsoftware.com/pdf-reader/ will do
the job. You can store a signature within the app to paste where it is required. And add
whatever text is necessary.

16 Email

During the establishment phase of a shed, people tend to use their personal email account.
Inevitably these accounts get used for registration with the Societies Office, Charities Services,
the bank. As officers change, the address doesn’t get updated and important communications
get lost.

We recommend that sheds consider using a free corporate style email account. A very good
option is Google which provides email — Gmail.

You could have addresses for each officer like this


https://www.google.co.nz/nonprofits/
https://www.techsoup.net.nz/membership-benefits?action
https://docs.google.com/document/d/1jZsQ6bkdS9f2hN9jSjOMJGzIdzIT2wqdC1UsgeJrVZ0/edit
https://www.foxitsoftware.com/pdf-reader/

chairman.xyz.shed@gmail.com
secretary.xyz.shed@gmail.com
treasurer.xyz.shed@gmail.com

... or just one account xyzshed@gmail.com and a shared password.

Each address can be shared with the others, so if one of the team is out of action, another
person can access or reassign the account.

Google Gmail is by far the most popular choice of sheds with corporate addresses. Gmail also
powers the MENZSHED NZ Executive email.

Google can also provide a shared drive (cloud storage) and popular applications Sheets and
Docs (the equivalent to Excel and Word). It is a great way of storing your important documents —
registrations, rules, minutes, financial reports, correspondence.

Ensure two or three other members are aware of the password. At least two sheds have lost
control of their account through a sheddie going rogue.

Get started with Google here.

Another option for sheds that have a website domain, is to use email accounts associated with
the domain, styled e.g. secretary@xyzshed.nz .

17 Other Software Options

Note - MENZSHED NZ cannot provide techy assistance for deployment of the Google services
mentioned above nor the Microsoft and LibreOffice mentioned next.

17.1 Microsoft

Sheds might prefer to use the Microsoft product suite including Outlook for email, Word, Excel
cloud storage and more.

If your shed is registered with Charities Services, you may be eligible for free MS benefits.
Here’s how - two steps:

e First join with Tech Soup. That’s free for basic membership.
e After your shed has been accepted, then you apply here to Microsoft for verification.

17.2 LibreOffice

This is a free and fully featured office type suite that will run on Windows and Mac machines. |t
will open up pdf files for editing too.
More information and the installation files are at the LibreOffice website.

18 Donations

Equipment and materials:


https://www.gmail.com/intl/en/mail/help/about.html
https://www.techsoup.net.nz/membership-benefits?action
https://www.microsoft.com/en-nz/microsoft-365/nonprofit/plans-and-pricing?tab=1%3ftab%3d1&activetab=tab%3aprimaryr1
https://www.libreoffice.org/discover/libreoffice/

An example from the Henley shed of how to manage donated resources. Who owns it.

Money:

Sheds having approved donee status from Inland Revenue (usually by being registered with
Charities Services) may be asked to supply a receipt for a charitable donation from a shedder or
other donor. When the Charities Services Registrar registers the organisation as a Charitable
Entity, the Registrar will also advise IRD of the organisation's charity and donee status if the
"donations" box is also ticked in the Charity application form as having donations as part of the
organisation's income stream. IRD should then send a letter to the organisation to confirm the
organisation's "Donee organisation status" which means that any donor can be issued with a
tax receipt for a donation of $5 or more for the donor to claim a tax rebate. Also, a Donee
organisation is exempt from the payment of tax on bank account interest and most bank
accounts will also be exempt from fees.

Specific information must be provided on the receipt - see here. Consider a self inking rubber
stamp which shows the Organisation's Name, the Tax Number, and the Registered Charity
Number. The Wellington Rubber Stamp Co is good for this.

See also these articles about donation rules, definitions:
Not for Profit resource.

IRD definition

Income tax and GST treatment of
koha (Donations, grants and ...
https://www.ird.govt.nz > np-donations

The GST treatment on any payment
depends on whether it's an unconditional
gift or not. An unconditional gift is a
voluntary payment to a non-profit body
where the person making the payment
doesn't receive any direct benefit from it in
the form of goods or services.

Here’s an idea from the St Martins shed - a graphic appended to outgoing emails
acknowledging shed supporters.


http://menzshed.org.nz/wp-content/uploads/2014/06/Who-owns-it.docx
https://www.charities.govt.nz/im-a-registered-charity/running-your-charity/tax-information/
https://www.not-for-profit.org.nz/ird-rules-donations/
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19 Premises

19.1 General

If you are looking for premises, consider all options...
e Sunday school halls New Brighton
Church
Scout hall Tapawera
Railway station Whangarei
Club rooms on council domains Auckland Central.
Hospital facility City Wellington
Surplus council property Invercargill

A shed that took up an opportunity of a building on a family owned property found themselves
homeless after the property was sold. And beware the owner offering a building with an ulterior
motive - keeping the value of shed improvements, expecting other property maintenance etc.

Take care that if your building is on a council reserve, that you understand the lease agreement
and the title to the building. If the shed opts to vacate, the council may insist on the type of
organisation that the building may be sold too.

19.2 Noise

Noise arising from the use of machinery or power tools is a health & safety matter - the next
Section 19 deals with workplace hazards. Hearing protection should be available to anyone
operating noisy equipment.

In addition, each shed should aim to be a good neighbour. The Resource Management Act
requires noise affecting neighbours to be kept to reasonable levels. Each Council has
applicable guideline noise limits in their district plans which need to be complied with, however


http://menzshed.org.nz/new-brighton/
http://menzshed.org.nz/tapawera/
http://menzshed.org.nz/whangarei/
http://menzshed.org.nz/auckland-central/
http://menzshed.org.nz/citywellington/
http://menzshed.org.nz/invercargill/

applying common sense about where and when noisy activities take place can avoid most
problems.

If you need advice around dealing with any noise complaints received from neighbours or when
applying for a resource consent to establish a new shed, Malcolm Hunt is a now-retired
environmental noise specialist with 30+ years experience who has offered to assist men’s sheds
(for free). Applying for a resource consent can sometimes result in neighbours expressing fears
about noise from a proposed new shed, however mostly there are no issues at all with noise
from a well run and organised shed. As neighbours' fears about noise can hold up obtaining
resource consent, Malcolm has offered to help by providing the necessary reports and noise
readings if necessary. His experience at the Kapiti shed and elsewhere is that neighbours
generally do not experience any noise problems from a well run shed.

If you're wanting assistance with noise issues due to complaints or when applying for resource
consent, contact Malcom at mha@noise.co.nz or by phone on 027 444 9848.

For noise within the shed, Autex is a firm that supplies acoustic panels and periodically has
product overruns. In August 2023, indicative pricing for men’s sheds was about half price. For
the latest stock availability, please contact:

North Island - Sarah Cook scook@autex.co.nz 021 820 247

South Island - Julia Lindsay julia@autex.co.nz 021 816 073

20 Safety in the shed

20.1 Does the Health and Safety at Work Act 2015 (HSWA) apply?

If your shed has no paid staff, the answer is - no. See advice WorkSafe Citizens Advice Bureau
Community Law Manual; Lawlink

If your shed directly employs any staff, the answer is - yes.

See this decision matrix from the WorkSafe website

Are you working for a
community purpose?
Is everyone involved
in your volunteer group
acting on a voluntary
basis?

Do you employ any
person to carry out work
for your volunteer group?

The organisation Is a PCBU


mailto:mha@noise.co.nz
https://worksafe.govt.nz/managing-health-and-safety/getting-started/understanding-the-law/volunteers/information-for-volunteers/
http://www.cab.org.nz/vat/eb/Health-Safety/Pages/Health-safety-volunteers.aspx
http://communitylaw.org.nz/community-law-manual/chapter-15-being-employed/other-types-of-workers-contractors-and-volunteers-chapter-15/
https://www.lawlink.co.nz/article/health-safety-obligations-clubs-societies-charitable-trusts/

If your shed engages a person (e.g. a shed coordinator) on an independent contractor basis,
that person has the responsibility as a PCBU to comply with the HSWA.

20.2 Our shed is not a PCBU - what are the obligations?

A guide for voluntary organisations is available for download here The guide is out of print, but
it was supplied from Worksafe in July 2018. It is unknown if it will be updated, but it is a good
read. See also the Health and Safety Toolbox from Community Waikato - download here.

See also resources on the MENZSHED NZ website safety section.

20.3 Our shed is a PCBU - what are the obligations?

We recommend that your shed reviews all of the relevant guides at WorkSafe. Start here.
You may wish to take independent advice.

20.4 Our shed hosts groups - what are our obligations?

Consider a relationship that a shed may have if it hosts visits of people with disabilities, e.g. with
IDEA Services, a division of IHC. IDEA Services is a PCBU and have a responsibility to ensure
that their people are safe at the shed.

If you have decided that your shed is a PCBU then you too have responsibilities within your
Health and Safety Plan.

If your shed is not a PCBU, then you still have what is referred to as a “General Duty of Care” for your
visitors. More here at the Worksafe website.

20.5 Electrical Safety

Unlicensed Electrical Work. Beware! During 2021, the Electrical Workers Registration Board took a case
against a sheddie who had relocated a switch on a dust extractor fan. The Men’s Shed did not have
sufficient funds to pay for an electrician, so the well meaning sheddie offered to do the job.
Subsequently, another sheddie reported the work to the EWRB which took a case to court. The judge set
a fine start point at $4,000 for the sheddie, but reduced it to $2000 because of mitigating factors.

20.6 Machine safety

Resources available.....

At the MENZSHED NZ website


http://menzshed.org.nz/wp-content/uploads/2018/06/Working-Safely-for-your-Community-1.pdf
https://drive.google.com/file/d/1H4meMbFVtiM6S-oU2FCnojLiAA-GI-s4/view?usp=sharing
http://menzshed.org.nz/library/safety/
https://worksafe.govt.nz/managing-health-and-safety/getting-started/understanding-the-law/primary-duty-of-care/
https://www.worksafe.govt.nz/managing-health-and-safety/getting-started/understanding-the-law/volunteers/volunteers-key-things-to-know/
https://www.ewrb.govt.nz/about-us/news-and-notices/prosecution-ewrb-v-dane-polkinghorne/
https://menzshed.org.nz/wp-content/uploads/2014/06/GENERAL-SAFETY-AND-MACHINE-SAFETY.pdf

There are some safe work procedures in Word format that can be downloaded from Worksafe Tasmania
that a shed could add its own logo and adapt. This website

20.7 Fire

Sheds will require as a minimum, a Fire Evacuation Procedure. Depending on membership and
activities, you may instead require an Approved Fire Evacuation Scheme.
To determine what your shed needs, check here.

Fire Evacuation Procedure example. You can download the example and modify it to suit your
shed.

Extinguishers - see article at Fire and Emergency NZ. Wormald also has a good summary.

20.8 Hazardous Substances

See
What the Hazardous Substances Requlations mean for you and Hazardous Substance Storage

....but note that sheds usually don’t meet the definition of a Workplace.

20.9 Lithium batteries

Lithium-ion batteries should be charged under supervision in a cool spot, preferably on a slab that won’t
ignite and charging is off when the shed is closed. See articles..

FENZ Lithium-ion battery safety
NZI Risk Management Guide

20.10 First Aid

Information for sheds to consider here.

20.11 Sheddie Induction

In development
Induction MENZSHED NZ Suggestion MENZSHED Waimea Mt Beauty Australia
Handbooks Mt Beauty Australia. Portsmouth UK.

20.12 Managing Sheddie Unsafe Behaviour

We are all ageing and, sadly, losing our various abilities bit by bit, whether pulling on our socks
or picking up an item dropped at the shed. And sometimes in sheds we have members who
suddenly — or right from the get go — exhibit unsafe behaviours.

So how best to look out for our mates and handle these situations in a firm but fair manner?

Here is a process kindly shared by a shed which covers both nicely without making the lives of
the duty managers any harder than they need to be:


https://worksafe.tas.gov.au/topics/Health-and-Safety/safety-forms-and-guides/sample-safe-work-procedures-swp
https://www.fireandemergency.nz/assets/Documents/Business-and-Landlords/Fire-Safety-Evacuation-Procedures-and-Evacuation-Schemes-Info-Sheet.pdf
https://docs.google.com/document/d/1G85icW3UFTtBgZEvRJcxABrgCtsf3x8U2K3g17A8NOo/edit
https://www.fireandemergency.nz/businesses-and-landlords/building-and-designing-for-fire-safety/commercial-use-of-fire-extinguishers/
https://www.wormald.co.nz/fire-extinguishers?gclid=Cj0KCQiA4uCcBhDdARIsAH5jyUlG7oIYYbLRQv-h4U6lQjGOJ7J680Oqy8ZMQIkEH1jKgjkOFkSZG2oaAlBnEALw_wcB
https://worksafe.govt.nz/topic-and-industry/hazardous-substances/managing/what-the-hazardous-substances-regulations-mean-for-you/
https://nzsafetyblackwoods.co.nz/content/pdf/58bb56ca-ab4a-4f44-a4fb-eacad9cba65e.pdf?utm_source=Ubiquity%20Email&utm_medium=Ubiquity%20Email&utm_campaign=Stay%20Safe%20on%20Site_Hazardous%20Storage&utm_content=Easy%20Guide%20for%20Hazardous%20Substances&utm_term=Stay%20Safe%20on%20Site_Hazardous%20Storage&uid=Marketing
https://www.fireandemergency.nz/home-fire-safety/home-fire-hazards/lithium-ion-battery-safety/?gclid=CjwKCAjwv-2pBhB-EiwAtsQZFG6ekiMcasdwkwJXgNwI-aUq9_UagGvMnttg3_67o5J01MynOn9LjhoCqgoQAvD_BwE&gclsrc=aw.ds
https://www.nzi.co.nz/content/dam/insurance-brands-nz/nzi/nz/en/documents/nzi/risk-solutions/nzi-risk-solutions-lithium-batteries-management-guide-nz7320-1-1022.pdf
http://menzshed.org.nz/library/first-aid/
https://menzshed.org.nz/wp-content/uploads/2014/06/INDUCTING-A-NEW-MEMBER.pdf
https://docs.google.com/spreadsheets/d/1eaem9Yq0_m76PahTcimb3kMkfG2zoeR2hSy3IzKBTyE/edit#gid=65058028
https://mountbeautymensshed.org.au/wp-content/uploads/Induction-Checklist.pdf
https://mountbeautymensshed.org.au/wp-content/uploads/Induction-Handbook-final.pdf
http://www.opmis.byethost24.com/documents/Members%20Handbook.pdf

1. The shed must not operate without a duty manager present.

2. The duty managers’ job is to identify unsafe behaviours then report them immediately to the
shed Chairman and / or H&S manager i.e. it is not their job to confront the member
directly..... although they are authorised to intervene in extreme circumstances (see below).

3. The duty manager has the authority to close the shed at any time and entirely at his
discretion if, for example, he believes he is unable to control a hazard, including stopping an
unsafe behaviour.

4. Every month at the shed management meeting the duty managers are invited to speak on
any matter they like including shed safety practices, and heath and safety matters.

5. If they have concerns about a member’s safe machine operation and ability, they will raise
them at that meeting so that they can compare notes with other duty managers and the rest
of the team.

6. The management team then decides on the appropriate next action, if any, which will be
relayed to the member via the Chairman and / or H&S manager.

7. Depending on where the member is at on the disciplinary journey this could include any or
all of the following:

e A verbal warning and re-training on a particular machine

e Arequest to demonstrate competency to use the machine in a safe manner and
according to agreed shed processes

e A written warning

e A ban from using a particular machine

e Discontinuation of membership

The goal is to keep as many members involved as members, without endangering the safety of
themselves or others.

So for example, a sheddie banned from using a machine could continue projects at the shed,
but would need to ask another member to carry out operations on particular machines.

21 Insurance

21.1 Building

Consider who owns the building and whether the men’s shed is responsible for organising
cover.

If the shed owns it, are you going to cover actual replacement value or a lesser sum and rely on
fundraising for a rebuild.

21.2 Contents

Are you going to insure all of your tools and equipment or fundraise for replacements if fire,
vandalism or theft incidents happen.

21.3 Asset Register

Consider maintaining a register of shed fittings and contents. This is good evidence of what you
own in the event that you need to claim on any contents cover or to report a burglary.



Examples Tapawera

21.4 Public Liability

Think carefully about damage to property that sheddies might cause working outside or off-site.
Or by causing illness or injury that is not covered by the Accident Compensation Commission.

Painter's 'good turn' becomes asbestos @

nightmare that's a warning to others o
0000
» Contracted to paint window frames and
some concrete
+ While water blasting the window frames,
was asked to also water blast roof
« Water run off from roof contained
asbestos, from the old style decramastic
roof tiles
* Asbestos contaminated water leaked
into the home
*+ Homeowner had to leave home for
several months while remedial work
carried out
» Public Liability specifically EXCLUDES

asbestos related work
» Please undertake due diligence

Information from Rothbury Brokers...

Public and Products liability insurance responds to claims that an organisation is legally liable to
pay compensation in respect of unintended and unexpected personal injury and property
damage arising out of products or services. This insurance can cover both the cost of claims for
compensation that the organisation is legally liable to pay, and also the costs of defending the
claim, including the costs incurred in any investigations or negotiations.

21.5 Statutory Liability

How might your shed handle the defence costs, fines and penalties as a result of unintentional
breaches of New Zealand laws and local authority rules. Reparation may be ordered for
breaches under the Health and Safety at Work Act (if applicable.)

Information from Rothbury Brokers...

Statutory Liability insurance responds to unexpected and unintentional breaches of statute resulting in
prosecution. This insurance covers the organisation, any officer, trustee or secretary, and the
organisation itself for the cost of reimbursing officers. The introduction of the new Health and Safety at
Work Act is a recent example of the increased Statutory Liability exposures faced by organisations. The
policy does not cover employee contract claims, police prosecutions or IRD proceedings and does not
cover reckless breach or deliberate disregard of statutory requirements. It can cover Investigations by
the Commerce Commission and Investigations of workplace Injuries, as well as prosecutions under
many laws, including:


https://drive.google.com/file/d/1rTlEU7mPVz00jmZSoBxGF_gu7F-aiau2/view?usp=sharing

Resource Management Act 1991 Food Act 2014 Building Act 2004 Privacy Act 1993

Fair Trading Act 1986 Consumer Guarantees Act 1993 Health and Safety at Work Act 2015

The policy does not cover:

e Health & Safety at Work Act fines and penalties, though reparations are covered (e.g. the amounts
paid to the victim or their family for emotional harm, property damage or consequential losses.)
employee contract claims
police prosecutions or IRD proceedings
criminal allegations or liability arising from deliberate, willful or reckless acts or omissions.

21.6 New Builds

It is essential to organise insurance before the build starts.

21.7 Rothbury Brokers

MENZSHED New Zealand, in partnership with Rothbury Insurance Brokers, has developed an
insurance facility to ensure all our member sheds have access to a comprehensive level of
insurance cover to give you the protection you need.

The MENZSHED facility includes two types of policies:

e Material Damage to protect your equipment and this includes everything from tools to
lathes.

e Public and Statutory Liability to protect you from any accidental damage or injury you
may cause to third parties, or any unintentional breaches of the law (including the
Building Act, Resource Management Act and the Health and Safety Act — although fines
cannot be covered for the last Act according to the law.

e Other types of policies can be provided if required.

You can read more about our MENZSHED Insurance Facility on our website.


https://bit.ly/2EM909V

Matthew Keane and Kim Gillbanks from Rothbury Insurance
Brokers are both very experienced and on hand to help you with

whatever insurance needs you may have, so please contact Matthew Keane
them dlreCﬂM Commercial Broker

DDI: +64 4 494 1519 ext: 4802
M: +64 21 659 709
E: matthew.keane@rothbury.co.nz

Carole Hellyer is our dedicated Claims Adviser. Queries to N

WellingtonClaims@rothbury.co.nz or 04-494-1516. Kim Gillbanks

Commercial Broker Support
DDI: +64 4 474 8273 ext: 4809
E: kim.gillbanks@rothbury.co.nz

22 Publicity

22.1 Websites
MENZSHED NZ hosts a website with a free listing for each men’s shed in NZ.

Many sheds have their own website too. Some examples: North Shore Henley Napier Kapiti
If you are going to run your own site, it is critical that the password for maintaining the site is
known by at least a couple of your officers. Keep the content up-to-date. Derek Tutill from the

Whangarei Men’s Shed has produced a great resource - read it here.

A website blog run in parallel with social media is a good idea because many sheddies aren’t
Facebookers.

During 2017 and 2020 MENZSHED surveyed sheds regarding websites, social media and
communication methods. Read the results here.

22.2 Social Media

Several sheds are using Facebook. Examples: Tairawhiti Halswell Kerikeri
Remember that you are creating a Page, not a Person. Get started here
Make sure that at least two sheddies are Page Administrators.

Here’s how to turn off the Facebook message system and replace it with a button to send to
your shed’s email. Turn off messaging. Add email.



https://www.rothbury.co.nz/menzshed
mailto:WellingtonClaims@rothbury.co.nz
http://menzshed.org.nz/
http://mensshednorthshore.org.nz/index.php
http://henleymenzshed.kiwi.nz/
http://www.napiermenzshed.nz/
http://menzshedkapiti.org.nz/
https://bit.ly/3gp978w
https://bit.ly/3aWemf2
https://www.facebook.com/tairawhitimenzshed
https://www.facebook.com/tairawhitimenzshed
https://www.facebook.com/KKmensshed/
https://www.facebook.com/business/help/104002523024878
https://www.facebook.com/help/187316341316631
https://www.facebook.com/help/307375982614147
https://m.facebook.com/help/162801153783275

Shedders with a Facebook account are also welcome to join the MENZSHED NZ shed forum.
Join here.

22.3 Other Opportunities

Shedder apparel - caps are popular, and some sheds have shirts too. Examples Henley
Tapawera

A banner for the shed gate or at shed events. Examples here.
Prepare a flyer - examples North Shore Henley Mt Maunganui Oxford Kapiti Napier

Stickers for vehicles and products manufactured or refurbished.

Every MAN needs a SHED — |
PRy ||
HNENZSE] |
—— NAPIER —NARiER —

R T P A 0 S e O A R e T O P g S

an1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20021 22 73 24 265 28 77 78 2

Use a Branding Iron to mark wooden products, e.g. pest traps.

e \We Can Precision Engineering Website
e Eric Paton Engineering Website

Visit local businesses and introduce yourself and the shed.

Get to know local radio stations/newspapers for public notices etc.

Get onside with your local council, church, school and police.

Publish a newsletter for members, supporters and sponsors. Contact secretary@menzshed.nz

if you would like to receive newsletters from other sheds as examples and for ideas.
Examples here too MENZSHED NZ Howick Naenae Waimea

Offer to help at public events - e.g. manage car parking.

22.4 Publicity Suggestions

Sheds should think about a vetting process for publicity, whether it be on the website, social
media or newsletter.

e Do any pictures contain obvious H&S breaches? E.g. sheddies on scaffolding without
safety rails, using machinery without personal protection gear. Sometimes things get
forgotten in the haste to complete a task, but there’s no need to publicise it!

e |If you're thanking supporters or sheddies, has everyone been included?


https://www.facebook.com/groups/917022518450093/
http://henleymenzshed.kiwi.nz/images/apparel_01.jpg
http://menzshed.org.nz/wp-content/uploads/2014/07/Roger-Bowman.jpg
https://menzshed.org.nz/wp-content/uploads/2023/03/Banners.png
http://menzshed.org.nz/wp-content/uploads/2018/11/NorthShore-Flyer.pdf
http://menzshed.org.nz/wp-content/uploads/2018/10/Henley-Flyer.pdf
https://menzshed.org.nz/wp-content/uploads/2023/08/Mt-Maunganui.pdf
http://menzshed.org.nz/wp-content/uploads/2018/11/Oxford-Flyer.pdf
http://menzshed.org.nz/wp-content/uploads/2018/11/Kapiti-Flyer.pdf
https://menzshed.org.nz/wp-content/uploads/2020/12/Napier-Flyer.pdf
https://we-can.co.nz/industry-solutions-products/branding/electric-branding-irons/
https://ericpaton.co.nz/branding/branding-irons/
mailto:secretary@menzshed.nz
http://menzshed.org.nz/newsletters/
http://menzshed.org.nz/wp-content/uploads/2020/02/Howick-Newsletter-2019.pdf
http://menzshed.org.nz/wp-content/uploads/2020/02/Naenae-Newsletter-2020.pdf

22.5 Privacy Considerations

Sheds are subject to the Privacy Act 2020. Private information includes:

Anything about an identifiable, living human being is personal information, and it doesn’t
have to be in any way sensitive or “private.” For societies and charities personal
information may include information about members and former members (name, home,
postal and email addresses and phone numbers, offices held, awards, skills, references,
and photographs), but also information about individuals other than members who may
have been assisted or trained by the organisation. That information may be held in
membership registers, meeting minutes, written and electronic correspondence,
newsletters, websites, etc. (from website at Bannister & von Dadelszen, Lawyers)

As introduction, review these articles:

Privacy Commissioner Privacy Principles Bannister & von Dadelszen

Does your shed have a designated Privacy Officer? Read what is expected here.

It is generally lawful to take and publish photos of people in public places, with some obvious
exceptions as outlined in these articles:

NZ Law association Privacy Commissioner

To avoid complaints, it would be wise to tell the group (and parents if children are included) how
the photograph will be used, so there is an opportunity for subjects to opt out of the shot.

Make sure your PR person has the designated Privacy Officer or another committee member
review publicity material (newsletter, social media posts) before release.

23 How to handle community projects

23.1 Schools:

Shedders may be asked to volunteer at schools or early learning centres, e.g. in woodwork
classes to support teaching programme or students, other times a one-off to refurbish an item.

It is recommended to attend with a buddy.

Shedders should expect the following to happen:

e a one-off visit - signed in at the school office, expect to wear a name-tag.

e regular visits - expect to undergo a police vet (criminal background check) and
briefing/compliance with the school’s Risk Analysis and Management System.

e never ever must a shedder be alone with a student in a classroom or other area of the
school.

e Undertaking a playground construction will require suitable fencing to keep children out
of the work area.


https://privacy.org.nz/news-and-publications/guidance-resources/information-held-by-clubs-and-societies/
https://privacy.org.nz/assets/Privacy-2-0-Page/2020-A-quick-tour-of-the-privacy-principles-Oct-2020.pdf
https://www.bvond.co.nz/2017/11/29/privacy-and-society-and-charity-records/
https://privacy.org.nz/privacy-for-agencies/your-obligations/privacy-officers/
https://nzlaw.co.nz/news/how-private-is-private-when-taking-photos-in-a-public-place/
https://www.privacy.org.nz/further-resources/knowledge-base/view/126

24 Persons with Disabilities

Review the language. See this guide from Human Rights Commission. Persons or People?
Answer here.

25 Children

A few sheds have children attending - as part of a holiday programme or during the holidays
with Grandad. Here is an extract from NZ Human Rights Commission material - the “protection
rights” ought to apply if a child (under age 14) or young person (14-20) is at a shed. (see also

Legal Ages)

WHAT ARE CHILDREMN'S RIGHTS?

Children and young people (all human beings under the
age of 18] have the same basic human rights as adults.
Children also have specific human rights that recognise
their special need for protection.

Children’s rights are commonly viewed as falling into
three categories: provision rights, protection rights and
participation rights. Provision rights include the right to an
adequate standard of living, the right to free education,
the right to adeguate health resources and the right

to legal and social services. Protection rights include
protection from abuse and neglect, protection from
bullying, protection from discrimination, and safety within
the justice systermn. Participation rights include the right

to freedom of expression and the right to participate in
public life.

Thoughts from MENZSHED NZ....

e do the sheddies actually want children at the shed

e does the shed have suitable resources, projects to undertake

e the shed ought not be a child minding service

e insist (or at least encourage) a parent, caregiver, teacher to attend and manage
behaviour, safety

e do the supporting sheddies have the skills to manage children and unsuitable or
dangerous behaviour


http://menzshed.org.nz/wp-content/uploads/2019/01/Using-Disability-Rights-Language.pdf
https://www.merriam-webster.com/words-at-play/people-vs-persons
https://youthlaw.co.nz/rights/legal-ages/

e sheddies must understand never to be out of sight of other sheddies while alone with a
child

e a NZ Police vetting check is recommended. But as volunteers, sheddies are not subject
to the requirements of the Children’s Act 2014, but may still undergo a standard Police
vet. More here.

Visit the Child Matters website for resources. This article by Mark von Dadelszen located at the website
of The National Association of Woodworkers NZ Inc is worth a read.

26 Condolence Messages

At some stage, the shed Chairman or Secretary will need to prepare a condolence message to mark the
passing of a sheddie or sheddie’s relative. These guides will help you get started.
Email Card


https://www.police.govt.nz/advice-services/businesses-and-organisations/vetting
http://www.childmatters.org.nz/
https://naw.org.nz/wp-content/uploads/2017/01/Creative_Wood-Some_New_Compliance_Issues_for_Woodworking_Guilds-1.pdf
https://www.joincake.com/blog/condolence-email-to-client/
https://ideas.hallmark.com/articles/sympathy-ideas/what-to-write-in-a-sympathy-card/

27 Men’s Health

These websites have a range of useful resources:

Health Navigator

Health Pages

Depression.org

Men’s Health Week

Maori Men’s Health

Heart Foundation

Quit Smoking

Cutting back on Alcohol

Alcohol and Drug Helpline

28 MENZSHED NZ Supporters

The national association is funded in two ways:

e A modest $25 per shed per year. This rate has not changed since establishment in 2000.
e The greatest contribution to our financial requirements comes from generous supporters:

carbatec

THE HOME OF WOODWORKING

fairdinkum

— SHEDFE

29 NZ Research

The Taieri Blokes Shed: An Ethnographic Study
James Sunderland 2013 Link

(Re)constructing selves: Emplaced socio-material practice at the Men’s Shed North Shore
David Anstiss 2016 Link.

Men’s Sheds and intergenerational mentoring in New Zealand
Jenni Moore 2015 Link


https://www.healthnavigator.org.nz/healthy-living/m/mens-health-topics/
https://healthpages.co.nz/directory/categories/mens-health
https://www.depression.org.nz/get-better/your-identity/men/
https://www.menshealthweek.co.nz/
https://www.menshealthweek.co.nz/maori-mens-health-status/
https://www.heartfoundation.org.nz/about-us/news/blogs/7-ways-men-can-boost-their-health
https://quit.org.nz/help-to-quit-smoking
https://www.alcohol.org.nz/help-and-support/advice/
http://www.addictionshelp.org.nz/Services/Home
https://menzshed.org.nz/wp-content/uploads/2023/03/The-Taieri-Blokes-Shed-An-Ethnographic-Study-Sunderland-2013.pdf
https://menzshed.org.nz/wp-content/uploads/2014/06/David-Anstiss-Reconstructing-selves-Emplaced-socio-material-practice-at-the-Mens-Shed-North-Shore.pdf
https://menzshed.org.nz/wp-content/uploads/2023/03/Mens-Sheds-and-intergenerational-mentoring-in-NZ-Jenni-Moore-2015.pdf

30 International

Here are links to international men’s sheds organisations.

Websites

Social media (Facebook)

International Men's Sheds
Organisation

Australian Men's Sheds Association

https://www.facebook.com/australianmensshedassociation/

(AMSA)

Irish Men's Sheds Association

https://www.facebook.com/irishmensshedsassociation/

Mens Sheds Australia

UK Men's Sheds Association

https://www.facebook.com/UKMensSheds/

Mens Sheds Cymru (Wales)

https://www.facebook.com/MensShedsCymru/

Canadian Men's Sheds Association

Scottish Men's Sheds Association

https://www.facebook.com/ScottishMensShedsAssociation/

US Men's Sheds Association

https://www.facebook.com/usmenssheds/

Cayman Islands



https://menshed.com/
https://menshed.com/
http://www.mensshed.org/
http://www.mensshed.org/
https://www.facebook.com/australianmensshedassociation/
http://menssheds.ie/
https://www.facebook.com/irishmensshedsassociation/
http://www.mensheds.org.au/
http://menssheds.org.uk/
https://www.facebook.com/UKMensSheds/
https://www.facebook.com/MensShedsCymru/
http://menssheds.ca/
https://scottishmsa.org.uk/
https://www.facebook.com/ScottishMensShedsAssociation/
http://usmenssheds.org/
https://www.facebook.com/usmenssheds/
https://www.facebook.com/mensshedcaymanislands

31 Appendix 1 Mind Map Data

This bulleted list is used to generate the Mind Map. Add or remove items then import to MindMeister to
regenerate the map. Login details held by the Secretary. Available to view at
https://www.mindmeister.com/1168906510?t=3sCaY73nlV

Establishing a Men’s Shed
m  Getting Started
e  Public meeting
e Visit other sheds
e Regional Rep support
e  Build relationships
o Community Groups
o Church
o Women'’s groups
o Local Government rep
e  Advertising
o  Social media
o Community newspapers
m  Corporate
e Form Organisation
o Incorporated Society
o  Charitable Trust
o Auspiced
e Register with IRD
e  Establishment Committee
o  Chairman
o  Secretary
o  Treasurer
o  Other roles
e Charities Services registration
e  Establish regular meeting procedures and routine
m  Communications
e Dedicated shed email account (e.g. Google Gmail)
o MENZSHED NZ webpage listing
e Own website
e Social Media e.g. Facebook
m  Financial
e Choose bank
e  On-line transactions
e  Minimum three signatories
e Audits vs Reviews (incorporate decision within Rules)
e File annual reports (Societies office, Charities Services etc)
m  Safety matters
e Policy
e  Sheddie induction
e Equipment checks
m  Physical Shed
e Rent vs Purchase
e Equipment
o  Seek donations
o Seek grants
m  Insurance
e Consider MENZSHED NZ group scheme
e Always arrange cover before a new build or extensions


https://www.mindmeister.com/1168906510?t=3sCaY73nlV

