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Introduction
NZ Water Bikes Limited conducts a variety of aquatic activities. This SOP relates to the hire of
water bikes and the provision of water bike lessons and guided tours across various New
Zealand waterways.

Corporate Address:
Suite 1, Level 2, 18 Northcroft Street
Takapuna 0622 Auckland

Designated Contacts:
Office Number: 09 486 0507
Company email: info@nzwaterbikes.com

Staff:
Nathan Kim
Romesh Wijeyeratatne
Connor Hopkins

Locations
Our goal is to operate from all popular waterways around Auckland and then expand across
New Zealand. As we expand, we will add operational details relating to those locations in the
appendices of this document.

Our locations will be operated:

● By competent, trained NZ Water Bike Staff; or
● In partnership with existing watersports providers and its staff.

Customer Activity Outcomes

● To teach basic water sports apparatus technique.
● Provide healthy exercise for participants.
● Allow participants experience and time on the water to become confident in technique.
● Maximise fun throughout the activity.
● Allow participants the opportunity to view scenic features from the water.

Contingencies
Cancellation, modification or postponement procedure (e.g., due to forecasted or current
adverse weather conditions, insufficient equipment, environmental factors such as rain, wind,
lightning or fire):

● Assess all factors and their significance.
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● If deemed unsafe, restrict or cancel activities.
● Information of any new hazards to be made available within the organisation.

Wind in excess of 15-knots
● Suspend or cancel activities.

Wave heights above 0.5 metres at the location
● Suspend or cancel guided lesson / guided tours in this area.
● Modify tours to operate in protected areas.

If onsite staff have any related concerns they should contact the Managing Director via mobile
phone immediately. Such concerns may include:

● Observations about local weather not listed in this SOP;
● Observations about staff-to-participant ratios; and
● Observations about staff staging area.

Incident Reporting and Management

Hazards and Risks
Refer to NZ Water Bikes Safety Management Plan (SMP) for Hazard and Risks Matrix
Appendix.

Incident Reporting and Management

In the event of an incident on a lesson or guided tour, the instructor will notify the shore officer of
the nature of the incident, the number of people involved, and treatment required. The following
process will be followed.

VERIFY Confirm that there is an emergency.
NOTIFY Notify appropriate authorities and staff of the emergency.
ASSESS Determine the extent and nature of the emergency.
ACT Respond to the situation based on requirements, skills, and

responsibilities.

Incident Reporting Procedure

1. Assess the situation. Effect rescues as required. Is first aid required or can the affected
customer wait for a safety vehicle to come and collect them?

2. Provide first aid if required.
3. If the emergency requires medical assistance dial 111 and ask for an ambulance.
4. The following information will be required by the ambulance controller:
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a. The address, location of the incident.
b. The phone number you are calling from.
c. What has happened.
d. The number of people injured.

5. Activity staff will monitor the affected customer and follow instructions from emergency
services operators.

6. In the event of serious injury, suspend activity, until the incident can be investigated.
7. Debrief the group on what happened and inform on further procedures.
8. Document and report the incident in the NZ Water Bikes Incident Register, (refer to the

NZ Water Bike Safety Management Plan, Incidents section).
9. Send a copy of the incident report to the SMS auditor.

Customer Complaints Procedure

If a customer notifies a staff member that the customer wishes to make a complaint, then the
following procedure should be followed:

1. The staff member informs the customer that complaints should be sent to
info@nzwaterbikes.com email address;

2. The Customer Service staff monitors daily as part of normal business;
3. On receipt of the complaint, the Customer Service staff will notify the customer that:

a. the complaint has been received;
b. the complaint will be investigated; and
c. the Customer Service will endeavour to notify the customer of the result of the

investigation within 14 days.
4. The Managing Director will investigate the complaint;
5. The Managing Director will notify the customer of the result of the investigation within 14

days:
a. If the complaint highlighted a shortcoming in safety procedures, then the findings

will be updated in the relevant NZ Water BIkes SMS document.

Water Bike Safety Briefing
The on-water staff must explain the below safety procedures to each customer before they can
hire a water bike.

Safe Assisted-Launch
● Carry the water bike using the grab-straps on the pontoons, and place it in the water.
● Push the water bike to about knee-deep water.
● The person assisting stands on the side of the water bike, and holds it stable while the

rider gets on. IMPORTANT: The person assisting must not stand behind the bike as
there is a risk of injury from the propeller.

NZ Water Bikes, Standard Operating Procedures (SOP)
Auckland v0.1 Page 6 of 25

mailto:info@nzwaterbikes.com


● To get on the bike, stand on the wooden foot-rest on the side of the bike, then sit on the
bike as you would a normal road bicycle.

● The person assisting can lower the propellor into the water using the handle at the top
most point of the propellor support bar. IMPORTANT: Do not lower the propeller while
the rider’s feet are on the pedals, as there is a chance the rider may instinctively
start pedalling and cause propeller injury to the personal assisting.

● The rider can start pedalling the water bike.

Safe Assisted-Launch
● Carry the water bike using the grab-straps on the pontoons, and place it in the water.
● Push the water bike to about knee-deep water.
● The rider stands on the side of the water bike, and holds it stable. IMPORTANT: The

person assisting must not stand behind the bike as there is a risk of injury from
the propeller.

● Lower the propellor into the water using the handle at the top most point of the propellor
support bar.

● To get on the bike, stand on the wooden foot-rest on the side of the bike, then sit on the
bike as you would a normal road bicycle.

● The rider can start pedalling the water bike.

Falling off the waterbike, and not capsized.
● If the rider has fallen off the bike, then place your hands on one of the pontoons, and

push yourself up, place one of your feet on the pontoon, and climb up onto the pontoon.
● Hold on to the bike handle bar, then climb onto the bike like you would a normal road

bicycle.
● If you are injured then pedal back to shore and ask the shore staff for first aid
● If your injuries prevent you from pedalling back to shore then shout and wave your arms

to get the attention of the shore staff. They will come to your assistance.

Self-right in case of capsize
In the unlikely event of a capsize, signal for help or paddle to shore. If this is not an option then
follow these steps to self-right the water bike:

● The pontoons will be floating above the water and the bike will be upside down in the
water.

● Make sure the propeller is moved to the retracted position.
● Tie a rope around the pontoon farthest from you. Tie it towards the front of that pontoon.

Note: NZ Water Bikes will provide a rope in the emergency dry bag secured to the back
storage area of the bike.
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● Climb onto the pontoon closest to you and kneel towards the back of the pontoon and
pull the slack out of the rope.

● While pulling the rope tight, start leaning your body weight back gradually.
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● The water bike will start to come out of the water. As the pontoon comes out of the water,
grab the rope closer to the knot and position your body in between the 2 pontoons as the
furthest pontoon starts to rise above your head.

● As the rope and your body weight starts pulling the pontoon over your head, make sure
you are positioned towards the back of the pontoon so you are not hit by the propeller as
the bike comes upright.

● Once the bike becomes upright you should be positioned at the back in between the 2
pontoons away from the propeller.

● Climb on the uprighted water bike by lifting yourself onto one of the pontoons.
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Self-Disembarking from the water bike
● Pedal back to shore
● Once you are at about knee-deep water stop pedalling.
● Get off the bike and stand on one of the pontoons.
● Raise the propellor out of the water using the handle at the top most point of the

propellor support bar.
● Step down from the pontoons into the water or jetty.
● Secure the water bike on the jetty, or walk it to the shore.

Assisted-Disembarking from the water bike
● Pedal back to shore and the person assisting.
● Once you are at about knee-deep water stop pedalling.
● The person assisting stands on the side of the water bike and holds it stable.

IMPORTANT: The person assisting should not stand immediately behind the water
bike as there is a danger of injury from the propeller.

● The rider disembarks from the bike and stands on the pontoon opposite the person
assisting.
IMPORTANT: The rider should not disembark on the same side of the bike that the
person assisting is standing as there is a danger of injury from falling on top of
the person assisting.

● The rider steps down from the pontoons into the water or jetty.
● The rider or person assisting raises the propellor out of the water using the handle at the

top most point of the propellor support bar.
● Secure the water bike on the jetty, or walk it to the shore.

Safety Equipment and Other Requirements
● All equipment is set up, in working order and safe to use.
● All first aid equipment is in working order and taken on the activity.
● All communications gear is in working order, is ample enough for use in an emergency and is

taken on the activity.
● All participants have appropriate clothing.
● All participants’ safety equipment is correctly fitted, and participants know how to use it

appropriately.

Communications
Electronic and other equipment that can be damaged by water is to be carried in water resistant
containers. The following communication equipment is appropriate for the activity and area of
operations.
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● Marine Whistle carried by instructor.
● Mobile phone carried by instructors.
● VHF radio carried by instructors.
● Mobile phone at staging point.

Lessons or Guided Tour Safety Equipment

Emergency Pack
Every rental water bike will have a dry bag stored in the rear storage area of the pontoon. It will
contain:

● Whistle;
● First Aid Kit; and
● Rope for towing or self-righting.

The on-water guide’s emergency pack will additionally include:

● VHF radio (use channel 16 to call for emergency assistance).

Clothing and Equipment for Instructors and Participants
Clothing requirements for instructors and participants will vary depending on the weather but
needs to include the following:

● PFD or lifejacket;
● Sun safety equipment (hat, sunglasses, sunscreen, shirt etc);
● Warm clothes in cold weather. Eg waterproof jackets;
● Drinking water

DO NOT WEAR:

● Heavy jackets, shoes or boots that will restrict the participants ability to swim if the
participant falls in the water.
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Reference Documents

Document Link

Guide to the Safety Management Plan
Template Version 3 October 2017

https://www.supportadventure.co.nz/assets/ab155a2d
22/SMP-Template-Guide-Version-3.pdf

Adventure Activities Regulations 2016 https://www.legislation.govt.nz/regulation/public/2016/
0019/latest/DLM6725703.html

WorkSafe NZ website http://www.worksafe.govt.nz

SMP Template for an Adventure Activities
Operator Version v4

https://www.supportadventure.co.nz/assets/SMP-Tem
plate-for-an-Adventure-Activities-Operator-Version-v4
.docx

WorkSafe COVID-19 safety plan template https://www.worksafe.govt.nz/dmsdocument/27986-c
ovid-19-safety-plan-template-word-version/latest

Beach and Surf Activities Good Practice
Guide

https://www.supportadventure.co.nz/assets/GPGs/GP
G-Beach-and-Surf-Activities-v1-2021-.pdf

Flatwater Floating and Paddling Activities
Good Practice Guide

https://www.supportadventure.co.nz/assets/GPGs/Fla
twater-Floating-and-Paddling-Activities-GPGs.docx_.
pdf

NZ Water Bikes Safety Management Plan
(SMP)

Hardcopy located at NZ Water Bikes head office,
Takapuna
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Appendix A - Mission Bay Beach
Location
We will operate on Mission Bay Beach, adjacent to the car park near the Mission Bay Pavilion at
44 Tamaki Drive.  We will offer casual hire of water bikes and lessons / guided tours.

Operating Area
The operating area will be along Mission Bay Beach within 200 metres of shore. As the map is
shown below highlighted in yellow, from Okahu Bay wharf to Achilles Point. Lessons and guided
tours will be conducted in the same operational area.

The staff staging area will be adjacent to the car park near the Mission Bay Pavilion at 44
Tamaki Drive.

Schedule
We plan to commence operations as soon as approved and will operate 7 days a week, or as
demand requires. We will operate initially 4 water bikes, and adjust this number as demand
requires.

Operating Hours will be:

● Daily: 8:00am to 6:00pm or as demand requires.
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Lessons and guided tours
Lessons and guided tours can be of durations around 30 mins, 1 hour, 2 hours or 3 hours
depending on demand.

Staffing for lessons and guided tours will be 1 instructor per 8 participants. Each water bike may
have passengers who can sit on the inflatable front deck:

● One adult passenger; or
● One adult passenger and pet; or
● Two child passengers; or
● Two child passengers and a pet.

During the tour, all participants will maintain a line-of-sight with the on-water guide.

Staff Qualifications
All on-water staff will be qualified as detailed in the NZ Water Bikes Safety Management Plan.

Individual Hire - Customer Safety Briefing
All hirers will receive a pre-hire safety briefing covering the following:

● Boundaries of the permitted operating area. Between Okahu Bay Wharf and Achilles
Point, not more than 200 metres from shore.

● Warning to avoid ferries, ships, boats and seaplanes by remaining in the permitted
operating area.

● The correct fitting of PFD’s will be demonstrated, and participants will be checked by the
shore officer.

● Inform on safety measures and emergency procedures (e.g., assembly points) and make
sure participants understand procedures.

● Explain communication signals: hold up arm if in trouble, head straight back to the beach
if they receive instruction from staff.

● The shore officer will provide an on-land instruction of:
○ the basic motions to propel the water bike
○ the procedure for safe assisted-launch
○ the procedure for safe self-launch
○ the procedure to alight from the water after falling off the bike.
○ the procedure for self-disembarking the bike
○ the procedure for assisted-disembarking from the water bike.

● Time will be given for the participants to practice their skills whilst the shore officer
coaches the participants.

● The shore officer will assess the participants’ skills and capabilities to determine whether
they should be allowed to proceed with the hire.

● All participants are made aware that any question or issues with regards to safety should
be directed to the on-site NZ Water Bikes staff.
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Lesson or guided tour safety briefings
A lesson / guided tour is 1½ hours (duration may vary as demand requires).

All hirers will receive a safety briefing as per section Individual Hire - Customer Safety Briefing.

Additionally, the instructor may adjust the tour duration and/or distance based on the abilities of
the participants.

First Aid and Emergency Services

All activity staff hold a current CPR and First Aid Qualification. There will be a first aid kit
available at the staging area adjacent to the car park near the Mission Bay Pavilion at 44
Tamaki Drive.
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Appendix B - Takapuna Beach
Location

We will operate at Takapuna Beach Reserve near the beach's Northern End by the Takapuna
Yacht Club. We will offer casual hire of water bikes and lessons / guided tours.

Operating Area

The Operating Area will be along Takapuna Beach within 200 metres of shore. The area is
marked in red in the map below, from Takapuna Beach adjacent to The Strand to the Takapuna
Boating Club boat ramp.

The staff staging area will be on the beach, adjacent to The Strand.
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Schedule
We plan to commence operations as soon as approved and will operate 7 days a week, or as
demand requires. We will operate initially 4 water bikes, and adjust this number as demand
requires.

Operating Hours will be:

● Daily: 8:00am to 6:00pm or as demand requires.

Lessons and guided tours
Lessons and guided tours can be of durations around 30 mins, 1 hour, 2 hours or 3 hours
depending on demand.

Staffing for lessons and guided tours will be 1 instructor per 8 participants. Each water bike may
have passengers who can sit on the inflatable front deck:

● One adult passenger; or
● One adult passenger and pet; or
● Two child passengers; or
● Two child passengers and a pet.

During the tour, all participants will maintain a line-of-sight with the on-water guide

Staff Qualifications
All on-water staff will be qualified as detailed in the NZ Water Bikes Safety Management Plan.

Individual Hire - Customer Safety Briefing
All hirers will receive a pre-hire safety briefing covering the following:

● Hire Operation Boundaries are from Takapuna Beach adjacent to The Strand to the
Takapuna Boating Club boat ramp:

● Warning to avoid ferries, ships, boats and seaplanes by remaining in the permitted
operating area.

● The correct fitting of PFD’s will be demonstrated, and participants will be checked by the
shore officer.

● Inform on safety measures and emergency procedures (e.g., assembly points) and make
sure participants understand procedures.

● Explain communication signals: hold up arm if in trouble, head straight back to the beach
if they receive instruction from staff.

● The shore officer will provide an on-land instruction of:
○ the basic motions to propel the water bike
○ the procedure for safe assisted-launch
○ the procedure for safe self-launch
○ the procedure to alight from the water after falling off the bike.
○ the procedure for self-disembarking the bike
○ the procedure for assisted-disembarking from the water bike.

● Time will be given for the participants to practice their skills whilst the shore officer
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coaches the participants.
● The shore officer will assess the participants’ skills and capabilities to determine whether

they should be allowed to proceed with the hire.

Lesson or guided tour safety briefings
A lesson / guided tour is 1½ hours (duration may vary as demand requires).

All hirers will receive a safety briefing as per section Individual Hire - Customer Safety Briefing.

Hiring operations boundary is extended north to the Takapuna Reef. (see map below)

Additionally, the instructor may adjust the tour duration and/or distance based on the abilities of
the participants.
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First Aid and Emergency Services

All activity staff hold a current CPR and First Aid Qualification. There will be a first aid kit
available at the staging area adjacent to the Takapuna Boat club car park.

NZ Water Bikes, Standard Operating Procedures (SOP)
Auckland v0.1 Page 19 of 25



Appendix C - Lake Pupuke, Takapuna
Location

We will operate at Takapuna Lake Pupuke near the canoe club at the end of Northcote street.
We will offer casual hire of water bikes and lessons / guided tours.

Operating Area

The Operating Area will be within Lake Pupuke. The area is marked in red in the map below

The staging area will be adjacent to the North Shore Canoe Club at the end of Northcote Road.

Schedule
We plan to commence operations as soon as approved and will operate 7 days a week, or as
demand requires. We will operate initially 2 water bikes, and adjust this number as demand
requires.

Operating Hours will be:
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● Daily: 8:00am to 6:00pm or as demand requires.

Lessons and guided tours
Lessons and guided tours can be of durations around 30 mins, 1 hour, 2 hours or 3 hours
depending on demand.

Staffing for lessons and guided tours will be 1 instructor per 8 participants. Each water bike may
have passengers who can sit on the inflatable front deck:

● One adult passenger; or
● One adult passenger and pet; or
● Two child passengers; or
● Two child passengers and a pet.

During the tour, all participants will maintain a line-of-sight with the on-water guide.

Staff Qualifications
All on-water staff will be qualified as detailed in the NZ Water Bikes Safety Management Plan.

Individual Hire - Customer Safety Briefing
All hirers will receive a pre-hire safety briefing covering the following:

● Hire operation boundaries are from within Lake Pupuke:
● Warning to avoid ferries, ships, boats and seaplanes by remaining in the permitted

operating area.
● The correct fitting of PFD’s will be demonstrated, and participants will be checked by the

shore officer.
● Inform on safety measures and emergency procedures (e.g., assembly points) and make

sure participants understand procedures.
● Explain communication signals: hold up arm if in trouble, head straight back to the beach

if they receive instruction from staff.
● The shore officer will provide an on-land instruction of:

○ the basic motions to propel the water bike
○ the procedure for safe assisted-launch
○ the procedure for safe self-launch
○ the procedure to alight from the water after falling off the bike.
○ the procedure for self-disembarking the bike
○ the procedure for assisted-disembarking from the water bike.

● Time will be given for the participants to practice their skills whilst the shore officer
coaches the participants.

● The shore officer will assess the participants’ skills and capabilities to determine whether
they should be allowed to proceed with the hire.

Lesson or guided tour safety briefings
A lesson / guided tour is 1½ hours (duration may vary as demand requires).
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All hirers will receive a safety briefing as per section Individual Hire - Customer Safety Briefing.

Additionally, the instructor may adjust the tour duration and/or distance based on the abilities of
the participants.

First Aid and Emergency Services

All activity staff hold a current CPR and First Aid Qualification. There will be a first aid kit
available at the staging area adjacent to the canoe club at the end of Northcote Road.
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Appendix D - Okahu Beach
Location

We will operate at Okahu Beach near the beach's Western End. We will offer casual hire of
water bikes and lessons / guided tours.

Operating Area

The Operating Area will be along Okau Beach to a line drawn from Pakanoa Point to Okahu Bay
Wharf. The area is marked in red in the map below.

The staff staging area will be on the beach, at the western end of the beach.
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Schedule
We plan to commence operations as soon as approved and will operate 7 days a week, or as
demand requires. We will operate initially 4 water bikes, and adjust this number as demand
requires.

Operating Hours will be:

● Daily: 8:00am to 6:00pm or as demand requires.

Lessons and guided tours
Lessons and guided tours can be of durations around 30 mins, 1 hour, 2 hours or 3 hours
depending on demand.

Staffing for lessons and guided tours will be 1 instructor per 8 participants. Each water bike may
have passengers who can sit on the inflatable front deck:

● One adult passenger; or
● One adult passenger and pet; or
● Two child passengers; or
● Two child passengers and a pet.

During the tour, all participants will maintain a line-of-sight with the on-water guide.

Staff Qualifications
All on-water staff will be qualified as detailed in the NZ Water Bikes Safety Management Plan.

Individual Hire - Customer Safety Briefing
All hirers will receive a pre-hire safety briefing covering the following:

● Hire Operation Boundaries are from along Okau Beach to a line drawn from Pakanoa
Point to Okahu Bay Wharf.

● Warning to avoid ferries, ships, boats and seaplanes by remaining in the permitted
operating area.

● The correct fitting of PFD’s will be demonstrated, and participants will be checked by the
shore officer.

● Inform on safety measures and emergency procedures (e.g., assembly points) and make
sure participants understand procedures.

● Explain communication signals: hold up arm if in trouble, head straight back to the beach
if they receive instruction from staff.

● The shore officer will provide an on-land instruction of:
○ the basic motions to propel the water bike
○ the procedure for safe assisted-launch
○ the procedure for safe self-launch
○ the procedure to alight from the water after falling off the bike.
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○ the procedure for self-disembarking the bike
○ the procedure for assisted-disembarking from the water bike.

● Time will be given for the participants to practice their skills whilst the shore officer
coaches the participants.

● The shore officer will assess the participants’ skills and capabilities to determine whether
they should be allowed to proceed with the hire.

Lesson or guided tour safety briefings
A lesson / guided tour is 1½ hours (duration may vary as demand requires).

All hirers will receive a safety briefing as per section Individual Hire - Customer Safety Briefing.

Hiring operations boundary is extended west to Takaki Yacht Club. (see map below)

Additionally, the instructor may adjust the tour duration and/or distance based on the abilities of
the participants.

First Aid and Emergency Services

All activity staff hold a current CPR and First Aid Qualification. There will be a first aid kit
available at the staging area at the western end of Okahu Beach.
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