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Logs and Reporting - NSOP 

Section 3 - Information, Communication, and Technology 

Effective Date: 01/10/2023 

Review Date: 01/06/2024 

Document Owner: National Lifesaving Manager 

 

1.0 PURPOSE 

To inform SLSNZ clubs and services of the reports/logs for Patrol, Powercraft, First Aid and 

Incidents that must be completed during SLSNZ activities.   

2.0 SCOPE 

All operational levels within SLSNZ. 

3.0 REQUIREMENTS 

Required PPE N/A 

Awards/Licenses N/A 

Training N/A 

Other N/A 

Equipment N/A 

4.0 Introduction 

4.1 To be able to use the Surf Patrol App you must have an authorised login in.  

a) Download and open the app  

b) Tap on “register a new account” 

c) Enter the required information  

d) Tap register.   

e) SurfCom approve users. To ensure you have access to the app, please complete this 

registration well before you require use of the App.  

f) If you have any issues call SurfCom on (0800 Save Life)   

5.0 PROCEDURES 

5.1 Patrol Captain’s Report 
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The Patrol Captain’s Report (via PC form/Surf Patrol App) must be completed for every 

a) Voluntary patrol  

b) Paid Lifeguard patrol 

c) SAR Callout 

d) Event safety or  

e) Other events where patrol members hours are to be recorded.  

5.2 All data should be recorded as per the Data Collection on Patrol NSOP.  

5.3 IRB/RWC Logbook  

The IRB or RWC logbook must be completed every time an IRB or RWC is setup/packed 

down for operations.  

5.4 Record all requested information such as; 

a) The hull being used 

b) The engine number being used 

c) The names of the crew and operators  

d) The hours which the craft was used for 

e) Tick the setup and pack down list as required 

f) Any issues or breakages with the equipment  

5.14 The logbook should be stored in the IRB shed or Patrol Tower and be accessible to 

patrol members.  

5.15 If there are any notes or concerns – ensure that the power craft officer is informed as 

soon as practicable.  
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Lost Property (Public) - NSOP 
Section 5 – Information, Communication, Technology 

Effective Date: 01/10/2023 

Review Date: 01/06/2024 

Document Owner: National Lifesaving Manager 

 

1.0 PURPOSE 

To outline the steps to take when lost property is found/handed in.  

2.0 SCOPE 

This procedure applies to all SLSNZ staff and volunteers. 

3.0 REQUIREMENTS 

Required PPE N/A 

Awards/Licenses N/A 

Training N/A 

Other N/A 

Equipment N/A 

4.0 PROCEDURES 

4.1 Confirm that the owner of the property is not in the immediate vicinity. 

4.2 Check the item for ownership information (such as ID in a wallet, name on clothing, 

engraving on jewellery). 

4.3 Record the item into a ‘Lost Property Register’ with the following information: 

a) Item name and description 

b) Date/time handed in 

c) Location the item was found (either by the lifeguard or member of public) 

d) Name, address, phone number of the person who handed the item in 

4.4 Lock the item away in a secure manner. 

4.5 If the item is valuable, such as jewellery, watch, cell phone, wallet/purse, or money, the 
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NZ Police must be contacted and they will arrange pick up of the valuables. 

4.6 Items which are not deemed to be ‘valuable’ are to be kept in a secure manner. At some 

stage during the patrol contact the NZ Police via 105 number and seek advice on what to 

do with the items. 

4.7 If a member of the public reports a lost valuable item, record their details into the Lost 

Property Register and include: 

a) Item name and description 

b) Date/time the item was lost 

c) Location the item was lost or last seen 

d) Name, address, phone number of the person who has lost the item 

4.8 If a member of the public wishes to claim an item of lost property that has been handed 

in, collect the following information and record into the Lost Property Register: 

a) Name (obtain identification if possible) 

b) Address 

c) Telephone number 

4.9 It is important that the person claiming the items can give an accurate description of the 

items involved. If you are unsure about the authenticity of the person claiming the items, 

refer it to the NZ Police. 

 

Example of Lost Property Register 

Item Name and 

Description 

Date and Time 

item was lost or 

found 

Location item 

was lost or 

found 

Name, address and 

phone number  

Identification 

signed (lifeguard 

to sign) 
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Data Collection on Patrol - NSOP 
Section # 6 – Information, Communication & Technology 

Effective Date: 01/10/2023 

Review Date: 01/06/2024 

Document Owner: National Lifesaving Manager 

 

1.0 PURPOSE 

To inform SLSNZ clubs and services of the important of collecting data with a consistent & 

methodical approach. 

 

2.0 SCOPE 

All SLSNZ patrolling activities. 

 

3.0 REQUIREMENTS 

Required PPE N/A 

Awards/Licenses N/A 

Training 

Surf Lifeguard Award 

Patrol Support Award 

Other N/A 

Equipment N/A 

 

4.0 INTRODUCTION 

Collecting data on patrol must follow some simple guidelines. Data collection is the process of 

gathering and measuring information on variables of interest, in an established systematic fashion 

that enables one to answer stated research questions, test hypotheses, and evaluate outcomes. The 

goal for all data collection is to capture quality evidence that allows analysis to lead to the 

formulation of convincing and credible answers to the questions that have been posed.   

 

5.0 PROCEDURES 

Not all beaches are the same, so having a set guideline of 500m on each side of the flagged area is 

preferable. 

 

Headcounts on Beaches & In Water 

5.1 The Patrol Captains & each club/service should be using the same methodology every 

time they do a head count (both for in the water and on the beach) 
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5.1.1 I.e. a club with a beach that is 1km long may decide that they will include 

all people on the beach & in water in their headcount, as long as it is done 

consistently. 

5.1.2 A club with a beach that is 5km long may need to decide on permanent 

landmarks that will act as the boundary & counts will only include all 

people within that boundary on the beach & in the water, as long as it is 

done consistently this is fine. 

5.1.3 Capable Surfers (able to rescue themselves or others) should not be 

included in the in-water headcounts 

 

Timing of head counts  

5.2 The timing of head counts should be every hour, including at the start of patrol and at 

the end of the patrol.  
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Media Guidelines - NSOP 

Section # 5 – Communications and Information technology 

Effective Date: 01/10/2023 

Review Date: 01/06/2024 

Document Owner: Marketing and Communications Manager 

 

1.0 PURPOSE 

The purpose of this document is to provide some guidelines and tips for dealing with media to 

ensure all opportunities are maximised and any risk is minimised. 

 

Media refers to all print, television, radio, and online media (including blogs). 

 

2.0 SCOPE 

All SLSNZ operations 

 

3.0 REQUIREMENTS 

Required PPE N/A 

Awards/Licenses N/A 

Training N/A 

Other N/A 

Equipment N/A 

 

4.0 INTRODUCTION 

Any stories of national or regional significance need to come through SLSNZ to appoint the 

appropriate spokesperson with specialist knowledge.  This approach is consistent across all four 

regions.  

 

Surf Life Saving clubs can undertake media opportunities in relation to their own club, however, 

please keep SLSNZ in the loop so we can offer support if needed and we are aware of what’s being 

covered around the country.  

 

In a multi-agency operation, Surf Life Saving can comment but it must be restricted to the role 

played by surf lifeguards.  Any details about the incident itself, activities carried out by other 

organisations, and details of the patient should be left to Police. 

 

5.0 PROCEDURES 
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5.1 Guidelines for clubs: 

• Ensure any comment you make in relation to your club and operational activities is appropriate 

to the position you hold. If you’re approached by media on a topic where you’re not the club’s 

appointed spokesperson, advise the journalist that someone will get back to them as soon as 

possible and take their key details i.e., name, publication, nature of story and information 

required. 

 

• Don’t make assumptions or comments about what you think might be the case at other clubs or 

beaches. 

 

• Any comment should be from the perspective of your club and not attached to personal 

views/opinions.  

 

• Be very clear and precise with your comments and don’t give any opportunity to be misquoted.  

 

• Be aware that anything you post on your club’s social media pages can be picked up, used, and 

quoted by media across national and local media, so always be mindful of what you are writing.  

 

• Surf lifeguards should wear their red and yellow uniform for all photography/filming/interview 

requirements. Alternatively, a club polo or tidy attire should be worn.  

 

• Recording contact details from a patient is important to maximise media and PR opportunities. 

Wherever possible, try to collect this information on the incident report form at the conclusion 

of a rescue.  

 

5.2 In a major incident: 

• If media are on the beach and in the way, politely advise them there is a rescue in progress and 

the area needs to be kept clear.  

 

• Call your Regional Manager who can then advise the SLSNZ Media and Communications 

Manager as soon as the incident has been dealt with. 

 

• Encourage media to get in touch with the SLSNZ Media and Communications Manager who will 

be able to assist. 

 

6.0 HELPFUL TIPS 

 

• If journalists ask you a question you’re unsure about, don’t be afraid to make a note of it and 

tell them you’ll come back to them with the answer. It’s better than guessing. 

 

• Always stick to the facts and explain what happened.  

 

6.1 Useful media phrases during emergencies: 

• I can confirm that surf lifeguards have been called to assist and a rescue crew has (or is about 

to be) dispatched. But we have no other detail for media at this stage.  
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• We’ve been asked to refer all media calls to Police, unfortunately I’m unable to make any 

comment.  

 

• (For photographers) I’m going to have to ask you to remain right here please. We have an 

operation underway right now, and beyond this area is a no-go zone.  

 

6.2 Useful media phrases during a serious incident: 

• Give me a couple of minutes please – I need to debrief with my colleagues. But I’ll be back to 

talk to you as soon as I can.  

 

• I can give you some brief details, but I’m only authorised to talk about Surf Life Saving’s role in 

today’s rescue.  

 

• I’m afraid I’m not authorised to talk to the media yet. Give me a contact number and I’ll make 

sure someone gets in touch as soon as possible.  

 

6.3 Sidestepping sensitive questions: 

• I need to stop you because these questions should be directed to our national office. I’ll have to 

refer you to our Media and Communications Manager.  

 

• That’s a matter you need to ask the Police.  

 

• I’m not authorised to comment on this, I’ll have to refer you to our Media and Communications 

Manager.  

 

6.4 Dealing with tragedy: 

• What happened here today is an absolute tragedy for the friends and family of this person.  

 

• It’s not for me to say how or why this tragedy occurred, but I can tell you that someone has 

lost a family member or friend and that’s going to be devastating for them and all those 

involved.  

 

• That’s a private matter for the family. It would not be appropriate for me to comment on how 

they reacted to today’s tragedy.  

 

6.5 At the completion of a rescue: 

• I’m particularly proud of the way our surf lifeguards performed today.  

 

• This successful rescue is an outstanding example of the professionalism and commitment of 

volunteer surf lifeguards.  

 

• New Zealanders should be very proud of their volunteer surf lifeguards. These people put their 

own needs to the side to rescue people.  
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For further information, please contact: 

Alex O’Hara M: 021779292 

Media & Communications Manager E: media@surflifesaving.org.nz 

 

Media Policy Process – Internal Guideline 
 

 

 

 

Media enquiry received by email, phone or in-person 
 

 

 

DOES IT INVOLVE NATIONAL MEDIA? 
National TV, radio or websites 

Eg. One News, Newshub, RNZ, Herald.co.nz, 

Stuff.co.nz 
 

OR 
 

DOES IT INVOLVE NATIONAL ISSUES? 

SLSNZ policies, beach safety messages, SLSNZ 
campaigns, 

national funding, commercial partners 
 

 

 

 
DOES IT INVOLVE REGIONAL MEDIA? 

Regional papers or radio stations 
Eg. Bay of Plenty Times, Northern Advocate,  

Otago Daily Times, More FM 
 

OR 
 

INVOLVE REGIONAL MATTERS? 

Regional funding and donations, regional patrol 
season,  

regional sports and training 
 

 

 

DOES IT INVOLVE LOCAL MEDIA? 
Suburban or community papers 

Eg. Selwyn Times, Napier Mail, Western Leader 
 

OR 

 
INVOLVE CLUB MATTERS? 

Local sports & training events, clubhouse matters & 
facilities 

 
 

 

Contact the SLSNZ  
Media & Communications Manager 

media@surflifesaving.org.nz 
 

 

Contact the SLSNZ  
Media & Communications Manager 

media@surflifesaving.org.nz 
 

 

Provide relevant local information or 
comment and let the SLSNZ Media & 

Communications Manager know 

 

All media enquiries about critical incidents or fatalities should go to the SLSNZ Media & Communications Manager 

 

Unsure of what the nature of the media enquiry is? Or whether it’s a national, regional or club matter? Need advice? 
Contact the Media & Communications Manager or your Regional Manager 

 
Media & Communications Manager:  Alex O’Hara - media@surflifesaving.org.nz 

 
 

NO 

NO 

YES 

YES 

YES 
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Appendix: 2022/2023 Patrol Statistics 
 

Despite challenging conditions around the country, there were zero reported drownings between the 

flags during the 2022/2023 season.  Hot weather in the South Island attracted big crowds, while 

large swells battered the North Island.  The dedication and hard work of volunteer surf lifeguards 

paid off as they helped to keep their communities safe. 

  

• Surf Lifeguards 

4,396 

 

• Surf Life Saving Clubs 

74 

 

• Patrol Sites 

80+ 

 

• Patrol Hours 

225,766 

 

 

Our Surf Lifeguards Completed 

 

• Assists to safety 

1,524  

 

• Preventative actions 

30,954 

 

• Searches at Aotearoa beaches 

249 

 

• First aid treatments 

1,777 

 

• Lives Saved 

1,499 

 

 

Every person who dies on our coastline is someone with a whānau and a community who loves 

them and misses them.  That’s why it’s important to swim between the flags!  

 


