Appendix 1: List of health districts and public health service

providers

Health District

Northland
Northland
Northland
Auckland
Waikato
Tauranga
Whakatane
Rotorua
Gisborne
Taranaki
Hawkes Bay
Wanganui
Manawatu
Hutt Valley
Wairarapa
Nelson

Marlborough

West Coast
Canterbury

South Canterbury
Otago

Southland
Southland

Office

Whangarei
Kerikeri
Kaitaia
Auckland
Hamilton
Tauranga
Whakatane
Rotorua
Gisborne

New Plymouth
Napier
Wanganui
Palmerston North
Lower Hutt
Masterton
Nelson

Blenheim

Greymouth
Christchurch
Timaru
Dunedin
Queenstown
Invercargill

Public Health Service Provider

Northland District Health Board
Northland District Health Board
Northland District Health Board
Auckland District Health Board
Health Waikato

Pacific Health

Pacific Health

Pacific Health

Tairawhiti District Health
Taranaki Health

Hawkes Bay District Health Board

MidCentral Health
MidCentral Health
Hutt Valley District Health Board
Hutt Valley District Health Board

Nelson-Marlborough District
Health Board

Nelson-Marlborough District
Health Board

Crown Public Health
Crown Public Health
Crown Public Health
Public Health South
Public Health South
Public Health South

Telephone No.

(09) 430 4100
(09) 407 8314
(09) 408 0010
(09) 262 1855
(07) 838 2569
(07) 571 8975
(07) 306 0720
(07) 349 3520
(06) 867 9119
(08) 753 7798
(06) 834 1815
(06) 348 1775
(06) 350 9110
(04) 570 9002
(06) 378 9029
(03) 546 1537

(03) 577 1914

(03) 768 1160
(03) 379 9480
(03) 688 6019
(03) 474 1700
(03) 442 2500
(03) 211 0900
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Appendix 2: Drinking-water microbiology questionnaires

Example of distribution zone monitoring 1 screen
e

Zones | Plarts |
Zone: BLADDIBL  Blackrid Paopulation 560
b SurvenWear A 2001 _}I one ackn ge. . opuja 1on
DHB: HCHawkesE  Local Authority: HastDC Supplier: Local Autharity
b Show Al - I F2 Count: 0
b Sortby Supply code j' i Monitaring - 2 I Audit | Mational |
ZLCode [Zone Name -
ARDONSC | Ardkeen School Supply Details
ARGOMSC | Argull East School ettt Jim 5 I Fh OF 8901234
ARGONZPL | Argyll East Playeentre ontactname  JJim Samels _ one ==
BAYODIBA | Bayview Township Population [abave] is comect ? [Yes = I Zone population should be 0
BIGOOTEI Big Buzh Haliday Park Is this a seasonal supply 7 res I M aximum Zone population 920
ELADDEBL ] & . X .
BLLIOOZEL | Blue Bay Mator Camp Population high far the following months |Dec - Feb and Sept
EEL?SSS& g”dge[ljja _Sdchool Free Available Chlorine Monitoring
CHROMICH EE?STiana;Iouth Camp whas FAL monitaring uged for partial replacement for E.coli ? Mo =
CHUOCH | Chuckles Childcare Centre Wid FAC manitonng frequency comply with DS 20001 Table 22a] 7 | hs I
ELIOOTAL | Allen Lane/Feny Rd, Clive Did FAL evels comply with DWS FAE>=02, pH<E, tubel 5] 7 [ =
CLIOOTWA | Walerie St/Tuckers Lane, ( £Y [ aBiE: /
CLION3SC | Clive School E. coli Monitoring
CLIODSCL | Clifton Motor Camp ’ o I—L[
CLIOORCL Clive Motor Camp Wwas any Ecali monitoring conducted? MHon-Reglat
CROO025C | Crownthorpe 5 choal LLaboratary . | =l
ELS0025C | Elsthorpe School Mumber of monitoring E coli samples taken Samp.=12,D0W=3 ntewal=45| 9
E,iégg] E.E E;:ﬂig;hml ;I Did Ecoli monitoring comply for - Mumber IND hs I Days of wk.INo hs I Interval IYes hs I
e - Mumber of E coli ranzgressions 1
Add | Delete | Lirks | Report |

Example of distribution zone monitoring 2 screen

i WINZ Water Information New Zealand == x|

” File Help

B9 Annual Survey

Zones | Plarts |

|— Zone: ABEDD1AN  Anch Population 25
b SuvepYear 5001 _’I one: ncl mage. . ‘opulation
b ch ] DHE:  MeldDHEMel Local Authority:  TasmanDC Supplier. DOC

] -

P2 Count: 0

b Sortby Supply code - Moritaring - 1 Maritaring - 2 Audit Mational

ZCod i

ABEOINAW | Awaroa Cormrective Actions

ABEOMMBE | Bark Bay “wiere immediate comective actions taken following all transgressions?

ABEOIITO | Totaranui . . .

ACADDTAC | Acacia Bay “were all remedial comective actions successful 7

ACANOTMA | Mapara Road Rural “were any boil-water notices issued for this zone 7

AFFOOIAF | AFFCo Freezing ‘Works-Te

AFFOO2ZHO | AFFCO Meatworks, Horoti o o N

AHADTAH | Ahaura Schaol afi P20 =
AHADDITO | Ahaura Township MNumber of monitoring records completed P2 W anitaring |
AHIOOTSC | Ahipara School
AHIODZSC | Ahititi Primary S chool
AHIO03MA | Ahikiwi Marae
AHUD02SC | Ahuroa School Supply is now closed [and will be de-Registered) [Vate closed I

AKADDTAY | Avlerners o
ARADNLA | L'dube Hil Maritoring notes
AKANDZAE, | Akatarawa Camp ..
AKADOISC | Aka ks Primary School Information is complete [
AKEDOIMA | Akerama Maras |h|

AKIODTAK. | Akitio j

Al | Deletel Li.nks | Reponl

[Farm Vi I o
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Example of distribution zone audit screen

: WINZ Water Information New Zealand

” File Help

=18 x|

B Annual Survey

Zohes |

P Surveyfear

b Show
b Sortby

Flants

<| 2001 |

Al -

Supply code - I

ZCode

[Zone Name

ALBODTAL
ALBO0Z240
ALBODGAL
ALEODTAL
ALLooaL
ALLOOZLO
ALLOO3MA
AMBODTAR
AMBODIAT
AMBOO3AM
AMUONTRO
AMUO0ZAM
ANADDZAN
0748
ANCODZAMN
AWCOO3LI
ADKODISC
AONODAD
APIODISC
APPODAS

Albury Rural J
Albary Outdoor Education_l
Albarw, Kilashandra Restk
Alexandra

Allandale

Alliance Lomeville
Alliance Makarewa
Amberley Beach/Rural
Amberley Town
Amberleigh Country Lodge
Fiatherham Townszhip and
Amuri Ski Field

Anaura Bay Motor Camp
Anchor Prod |
Anchor Products Timaru
Anchor Products Lichfield
Aokautere School
Aongatete Lodge

Apiti Schaool

Appleby School

|

Al | Deletel Links | Reportl

Zore: ANCDO1AN  Anchor Products Tirau
DHE: ‘wWaikatoDHE  Local Authority: S'waikatoDC

Population B4

Supplier: Anchor Products Ltd
P2 Count: 0O

b onitoring - 1 I Monitaring - 2 Audit Mational

Monitoring Compliance ﬂ

Month complied from |Jun 'I

Monitoring complies with DwS 7

DHB Surveillance Conducted
‘whaz DHE surveilance sampling or audit conducted during the year
Free &vailable Chlarine - Mumber of Tests I_D

E. Caoli - Mumber of Tests I_D

Conducted site inzpection of distibution zone and/or audited zone records

IYes = I
Mumber of FAL tests transgressed I 0
Mumber of EC tests ranzgreszed | 0

v

P2 Determinands

P2 sudit |

Mumber of P2 Audit records completed

Surveilance Notes

I

Information is complete

[kl

Farm Wigw

” File Help

Example of treatment plant monitoring 1 screen

: WINZ Water Information New Zealand

B Annual Survey

Zohes

P Surveyfear

b Show
b Sortby

Flants

<| 2001 |

Al -

Supply code - I

PCode

[ Plant Name

TROO114
TROO115
TROO11E
TROOIT7
TPOO118
STRO0T19
TROO120
TROM 21
TROO122
TROO123
TROO124
TROO25
TROO 26
TROO 27
TPOO128
TROO129
TROO130
TPOMH
TROO32
TPOO133

Okaihau Road

E astbourne Street
Frimley Park
Flawmnere Park.
Brookvale Road
I apier Hoad
Paeroa

Othinemri

o aivkL

Hickey

Clarks Beach
Tuakau
Morminsville
‘whangamarino
Raglan

Ardmore

ECNZ Maraetai #2
Mgaruawahia
Huntly

I atamata

|

Al | Deletel Links | Reportl

S O 7

Flant:  TPOO119 M apier Road
DHB: HawkesBDHE Local Auth: HastDC
Dizinfection [az in D% Reg.]: Mot disinfected

Population 11623
Supplier: Local Authority
F2 Count: 0

Monitaring - 1 | Manitaring - 2 Audit Mational I

Introduction

Diiginfection [above] iz comrect?

Dizinfection it this supply should be corected ta

From which month did D5 2000 compliance monitaring begin :
E.coli Compliance

|z there an attempt to demonstrate compliance with DiwS 7 ‘ez EC =
Cantinuous FAC monitaring complied with D85S requirements 7
E.coli was monitored 7 FegistLab =
Mame of approved laboratory uzed: v |Kerson Laboratory Services Lid ;I
MNumber of Ecoli monitaring zamples taken: Samp.=12 D0Ww=3.Gap=40
Mumber IYes = I Days of wk.[ves =] Interval

Haow many monitaring samples contained E.coli #

[Did E coli monitaring comply for:

Water Source[s]
Sourcelz] entirely groundwater? IYes hd I M
Groundwater security demanstrated by:
E.coli absent from ground water [+
well head is secure i

All zources secure groundwater ?IYes - I

Mo variation in conductivity, chloride or NO2 [~

i

99.995% of water in aquifer over 12 months

Farm Wigw

S O 7
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Example of treatment plant monitoring 2 screen

i WINZ Water Information New 2ealand =& x|

” File Help

B Annual Survey

Zones Flants |

Flant  TPOOD13
<| 2001 |

DHE: ‘WalkatoDHE  Local Auth: ‘wWaipaDC
Al -

Dizinfection [az in Dw Reg.]: Chiarine
Supply code - I

P Survey'rear
b Show
b Sortby

tonitaring - 1 onitaring - 2

Alpha Street, Cambridge

Population 10450
Supplier: Local Authority
P2 Count: 0

Audit N ational |

PCode
TrOOOO
TrOOOO2
TROOOOZ
TrOOOO4
TROOOOS
TrOOOOS
TrOOOOS
TrOOO10
TROOO1
TPOOO1

[ Plant Mame
Onehunga
Acacia Bay Flant
Kinloch
Turangi
Te T ahi Road Plant
whellsford
Hamiltans Road, Snellzth
W arkwaorth
Lake Terace
R ainbow Poi

-

Protozoa treatment
How waz water treated for Pratozoa ?
&l sources are secure groundwater [
Membrane or cartridge filtration r
pore size [l
Slowe zand or DE filtration
Coagulation+iltration [ta <05 NTU]
Ozone diginfection

Il
I
Chlorine dioxide disinfection

Ultra wiolet L]
Mo treatment for Cryptozporidium

TROOOT 4
TPOOO16
TROOM?
TPOOD19
TROOO20
TPODDZ1

K.arapira

Makihirui

W aimangaroa
Punakaiki

Blue Spur, Hokitika
Resfton

-
r
-
r

Manitoring Motes:

Protozoa compliance

Treatment complied with DS ?IDnIy1 995 = I
Compliance started which month; 7 I - I

Monitoring of P2 Determinand

Mumber of records completed = 0

WView/Edit P2 Survey F2 fonitoring |

Plant iz now closed [will be de-Registered)

r

[ate closed

TROOOZ2
TROOOZ23
TROOO24

Al | Deletel Links | Reportl

Sergeants Hill, Westport
Greymouth Pump Station
Okarita LI

FALC monitor installed September 2007,

Thiz plant is used as a booster plant and naot un all year.

Information is complete [

[kl

|Farm view

Example of treatment plant audit screen

i WINZ Water Information New Zealand

” File Help

B9 Annual Survey

Zohes Plarits |

Flant:  TPOOOD1 Onehunga
4 2001 |

DHB:  AuckDHBE Local Auth: AuckCC
Al -

Disinfection [az in DWW Feg.]: Chiorine
Supply code - I

Plant M ame

b SurvepYear
P} Show
b Sortby

Monitaring - 1 I Monitaring - 2

PCod
S Monitoring Compliance

E. coli - full compliance v
v
-

Acacia Bay Flant
Kinloch

Turangi

Te Tahi Road Plant
whellsford

Hamiltons Road, Snellslal
W arkwaorth

Lake Terace

R ainbow Point

Alpha Street, Cambridge
K.arapira

Mokihinui

TROOOOZ
TROOOOZ
TROOOD4
TPOOODS
TRPOOOODS
TROOOD3
TROOOO
TPODO1
TROOD 2
TROODO 3
TROOOT 4
TROODE

Cryptosporidium - full compliance
[Diid mot comply with DS 2000

FALC - number of surveillance samples
Ecali - number of surveilance samples
Turbidity - number af survellance samples

Conducted|site inspection of reatment plant and/or audited freatment plant rezards

Population 362851
Supplier: “watercare Services Lid
F2 Count: 0

| I ational I
i

Audit

... but protozea complied with DS 1955 7

Mo =
-

DHB Surveillance/Audit of Treatment Plant
‘was DHBE surveillance zampling or audit conducted through the pear ?

MHumber of samples <0/2mg/L
[umber of Ecali transgressions
MHumber of samples =05 MTL

TPOOO17
TPOO019
TPOOO20
TPOODZ21

‘Waimangaroa
Purnak.aiki

Blue Spur, Hokitika
Resfton

Auditing P2 Determinands

Mumber of P2 Audit records completed = 0
View/Edit P2 Survey paudt |

TPOODZ22 Sergeants Hill, Westport Audit Notes:

TPOO0Z23
TPOO024

Al | Deletel Links | Reponl

Greymouth Pump Station
Okarita =

Information is complete [V

k

|F0rm Wiew
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Appendix 3: Notes to the 2001 annual survey of the
microbiological quality of drinking-water

The 2001 Drinking-Water Microbiology survey again comprises distribution zone and treatment
plant questionnaires. The format is very similar to the 2000 questionnaire and can be conducted
using the AnnualSurvey module of WINZ. The paper copy of the questionnaire can be used where
you wish to get the water supplier to fill in the questionnaire. The following instructions are
provided as guidance for you as you complete the questionnaire. Please note that the questionnaire
is based on compliance with the Drinking-Water Standards for New Zealand 2000 (DWSNZ:2000)
instead of the DWSNZ:1995 as in previous years.

NB: If you have entered your sampling data and results into WINZ then you can save yourself some
time by making sure that all four compliance quarters have been completed for each distribution
zone and treatment plant. Where all four compliance quarters have been completed, this
questionnaire will be automatically updated with the sampling data. This will save you the trouble
of entering these data manually.

Please make every attempt to ensure that the data you collect in this survey is accurate as the ensuing
annual report may be used to formulate health policy. For example, Cabinet has directed:

(1) the Ministry if Health to convene a working party to monitor and evaluate the impact on local
communities of the new drinking-water legislation during the five year based-in period and report
back annually to Cabinet Social Policy and Health Committee on those supplies not complying with
the new legislation; the reasons for their non-compliance and actions taken to effect the compliance.

(2) The Annual Review of the Microbiological Quality of Drinking-water in New Zealand will form
the basis of the Ministry [of Health]’s annual report from 2001.
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WINZ User Notes

Introduction

A number of changes have been made in the Annual Survey for 2001. The first is a name
change away from the Micro Survey. This is because the survey now incorporates a few P2
questions for supplies that have P2 determinands. Also, the compliance assessment
questions now refer to the Drinking-Water Standards 2000 (DWS2000). In addition, a
number of helpful features have been added to make your job easier, eg being able to list all
sources when completing the section on security of groundwater sources. Overall, the
questionnaire looks very similar to past years and should be straightforward to complete,
especially if you have done it previously.

Overview of the Annual Survey in WINZ
1. Before you start completing the questionnaires.

When the upgrade to WINZ is distributed (by January 2002), then you will need to install the
new version. Do not create the 2001 questionnaires in an earlier version of WINZ as it will not
contain the same set of questions. Secondly, a supply update disk is included and this should
be imported into WINZ (using the Transfer — Import option in WINZ) before progressing
further. Also, if you want WINZ to total the number of compliance and/or surveillance samples
taken and transgressions, then you need to complete all the relevant Quarters for 2001 before
adding the 2001 survey forms in WINZ.

2. Starting the Annual Survey module in WINZ.

Select “AnnualSurvey” from the WINZ main menu. The Annual Survey Workbench opens.

3. The Annual Survey Workbench overview.

The Annual Survey Workbench is essentially the same as previous years’ versions with a few
changes to questions and some changes to make it easier to use. It consists of the following
parts:

a) At the top there are two tabs (Zones and Plants) which correspond to the two survey forms.

b) Near the top left the current survey year is displayed. This should default to 2001. The
two boxes immediately below this allow you to subset and sort the zones or plants
displayed.

C) The list at the middle-left of the screen shows which zones or plants have survey records
for the current year. When a zone or plant is selected, its details are shown to the right.

d) On the top-right of the screen basic information about the selected zone or plant is
displayed.
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€) The Annual Survey questions and responses for the current zone or plant are shown at the
middle-right of the screen. These consist of three tabs; two for the monitoring questions

and one for the audit/surveillance questions.

Buttons to Add and Delete survey records are at the bottom left. When records are added,

WINZ adds all the zones and plants in the users supply set. If some records already exist,
WINZ adds only those that do not yet exist. Delete only removes the currently selected
zone or plant record. The Links button displays a list of all plants attached to the current
zone or all zones attached to the current plant and allows you to “jump” to an attached
plant or zone. The Report button allows you to select zones or plants then view and print

their questionnaire forms.

The Annual Survey Workbench

aIE
Zores | Plants |
Zone: BLAODIBL  Blackrid Population 560
P Suventear 4 l 2001 _DI one ack ge. ) opufa on
DHBE: HCHawkesE  Local Autharty: HastDC Supplier: Local Authority
b Show Al - P2 Count: 0
P Sortby Supply cods j' Monitaring - 2 Audit | Matianal I
FCode [Zohe Mame -
ARDOMSC | Ardkesn Schaoal Supply Details
ARGOMSC | Argyll East Schoal Eiariliast Jim S I Fh 0 8901234
ARGOOZPL | Argyll East Playcentre Priastname - Him 5 amel , one Fleit |
BAYODIBA | Baview Township Population [above] is correct 7 [Yes _x I Zane population shauld be 0
BIGOOTEI Big Bush Holiday Park Iz thiz a seasonal supply ? fes ¥ I Marimurm Zone population 920
BLADDTEL o] A ) -
ELUOOZEL  Blus Bay Motor Camp Population high for the following months IDec: Feb and Sept
E:LESS?ECA gndge[l):'a %Chml Free Available Chlonine Monitoring
CHROD3CH Eﬁrr:lfiana‘\;louth Camp Waz FAC manitoring uzed for partial replacement for E.coli ? Mo =
CHUODMCH | Chuckles Childcare Centre Wid FAL moritonng frequency comply with DS 2000 [Table 3.25] 7 he I
CLIODNAL | Allen Lane/Femy Rd, Clive Did FAL [evel T it DS [FACs =012, pH=E, bk 0IE] 7 I = I
CLIDOTVA  Valerie St/Tuckers Lane. { I S ) ZRIE [ Rt
CLIOD35C | Clive School E. coli Monitoring
CLIoOsCL Clifton totor Camp . . % lﬁ
CLIOOREL Clive Motor Camp “wiaz any Ecoli monitoring conducted? Mon-Feglat
CROOD2SC | Crownthorpe School Laboratony | =
ELS0025C  Elsthorpe School Murnber of manitaring Ecali samplas taken Samp.=1 2,DDW=3,IntervaI=45| 9
Eiggg:: E}E E::_:?:I‘Zg;hml LI Did Ecoli monitoring comply for : Mumber IND hd I Dapz of wk.INo hd I Interval .Yes b I
"""" - - Mumber of Ecoli hansaressions 1
Al | Celete I Links | Report |

4.

How to fill in the answers in WINZ.

All the survey forms (zone-monitoring, zone-audit, plant-monitoring and plant-audit) behave in
the same way in WINZ. In the discussion below, the zone monitoring survey (the first tab of
which is shown above) is used as an example.

41

Adding the survey forms.

When you are ready to start completing the survey you first need to add the forms for
the survey year. Unlike when using paper forms, there is now no need to send out pre-
printed forms because your copy of WINZ already contains all the information needed
to create electronic forms. Therefore, when you first go into the Annual Survey in
WINZ and select the new survey year, no zones or plant records will be shown until you
add the new forms.

To add the forms, first select the Zone tab and ensure that the correct survey year is
selected. Then click on the Add button. WINZ will report the number of forms that will
be added (click on the OK button). Once the forms are added, a list of zones will appear
on the left of the screen and the survey forms on the right. Now select the Plant tab and
Add these forms as well. Note that survey forms can only be modified from December
of the Survey year through to November the following year.

You will now have a full set of survey forms for the survey year.
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4.2

4.3

4.4

Fill in the answers.

If a supply was decommissioned before the start of the survey year but is still on the DW
Register, read paragraph 4.4 below.

When entering answers onto the form, only the “active” questions need to be completed.
These are the questions which have the question in black text and the space for the
answer is white. “Inactive” questions are greyed and you cannot enter anything in the
answer box.

For example, on the first tab of the Zone Monitoring form, the Contact Name and Phone
number questions are optional and are active.

The next question (“Is the population correct ?”’) has two possible answers; Yes or No.
You can enter these answers into the box by typing them, but it is best to click on the
small down-arrow at the right-hand end of the box then select Yes or No from the option
list. If No is selected, then the box to the right activates for you to enter the revised
population for the zone. You have to type your answer into this box.

Similarly, the question, “Was FAC monitoring used for partial replacement for E.coli?”,
has options of Yes or No. If No is selected, the following two questions are inactive as
they are irrelevant and therefore do not need to be answered. WINZ activates and
deactivates questions to make it easy for you to see which questions need to be
answered.

Completing a form.

Once all active questions have been answered, you need to tick the box at the end of the
form which says “Information is complete”. For the Monitoring forms, this is found on
the second tab (ie Monitoring - 2). When you indicate that the form is complete, WINZ
checks that all required questions have been answered. If not, it reports where answers
are still required. Complete these and then tick the box. Please note that where a zone
or plant has one or many P2 determinands, the P2 questions must be completed before
the form can be completed.

Once a form has been ticked as complete, it is locked and cannot be edited unless the
tick-mark is first removed. Only “Completed” forms can be transferred electronically to
other users. Monitoring and Audit forms need to be ticked as complete before they can
be transferred.

What if the zone or plant has been decommissioned but is still on the

Register?

4.5

Survey forms are created for all Zones and Plants currently in your WINZ version of the
DW Register. If a supply was decommissioned before the start of the survey year but
was still on the Register, then a survey form will be added in WINZ. There is no need to
fill in all the answers on the Annual Survey forms for supplies decommissioned before
the start of the survey year. Instead, at the end of the Monitoring form (on the
Monitoring - 2 tab), tick the “Supply is now closed” box and enter the date the zone or
plant was closed.

If a supply was decommissioned during or after the survey year, fill in the answers for
the time that it was operational. In the “Monitoring Notes” box (on the Monitoring - 2
tab) state when the supply closed and that it should now be removed from the Register
then tick the “Information is complete” box.

When should Annual Survey forms be deleted?

The need to delete an Annual Survey form should arise very rarely, especially if you
imported the supply update contained on the enclosed floppy disk. Forms for
decommissioned zones or plants should not be deleted but rather marked as “Closed” on
the Monitoring form.
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4.6

4.7

4.8

4.9

When an error is noticed in the Registration details that are saved on an Annual Survey
form, you need to inform ESR to change the Register then update your WINZ copy of
the Register. The affected Annual Survey form should then be deleted and re-added.
After a form has been deleted, clicking on the Add button will only add forms that are
not present and will not overwrite any existing forms.

Checking which survey forms have been completed.

When forms have been ticked as being Complete, a small padlock icon is displayed at
the top right of the form.

To list which zones or plants have Monitoring survey forms still to be completed, set the
“Show” box to “Monitoring Incomplete”. Likewise, incomplete Audit forms can be
displayed by selecting “Audit Incomplete”.

Sending completed survey forms.

If water suppliers complete the monitoring forms using WINZ (see notes below), the
completed forms can be electronically transferred to the DHB.

Completed Monitoring and Audit forms can be sent by DHBs to ESR for national
reporting. Select Transfer from the WINZ main menu and select the Export tab. Set the
button to Annual Survey and proceed as normal. The export file can be emailed to
WINZSurvey@esr.cri.nz or put onto a floppy disk and mailed.

Can | change the answers on a completed Monitoring form?

If you find an error on a Monitoring form, it is imperative that it be corrected. To
change the answer you first have to un-tick the Complete box on the Monitoring - 2 tab,
change the answer and then re-tick the Complete box.

A word of caution. If the water supplier sends a Monitoring form in WINZ which needs
to be changed, then before you change an answer you should discuss the matter with the
water supplier. After the answer has been changed, you then must also complete the
Audit form for the supply and finalise that record also. This will ensure that if the water
supplier sends you more forms, then the one you changed will not be overwritten. It
would also be good to get the water supplier to change their copy.

Do I have to complete all zone and plant forms before | send them to ESR?

No, you can send in the completed forms as often as you please. Whatever is completed
will be sent. The preferred practice is for you to complete some of your supplies and
send them to ESR to ensure everything is working. Then, once everything is completed,
send the lot.

4.10 Can | transfer forms to others within my organisation?

Yes, but there are a few conditions to keep in mind. The main point is that you need to
define which is the “main” copy of WINZ. This copy will be the most complete and
correct. The main transfer rule is that if you have finalised Audit forms, the Monitoring
and Audit forms for those will not be updated (ie overwritten) if those forms are re-
imported.

You want to transfer Annual Survey forms within your organisation when:

- data are being captured onto a laptop and then transferred onto the “main” copy of
WINZ. The Audit records can be completed and finalised either on the laptop or the
main computer but it would be best if it was done on the main copy to avoid confusion.

- there are two or more offices (eg Whangarei, Kerikeri and Kaitaia) in your
organisation. Each of the offices should complete and finalise the Monitoring and
Audit Annual Survey forms for their area. The outlying offices then transfer their
forms to the main office. The main office should not complete any forms that the other
offices have responsibility for.
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5.

4.1

Printing Annual Survey forms

A short form of the zone and plant questionnaires can be viewed and printed. These
reports can be generated for any year’s survey and for completed and un-completed
forms. The monitoring and audit questions are summarised onto one page. When the
Report button is clicked on the Annual Survey workbench, you can then select one or
many zones or plants from the list. To select a number of supplies, click on the first
supply then hold down the Ctrl key on your keyboard. Any further supplies you click
on will then be selected.

These micorsurvey reports can be used by HPOs to send to water suppliers so that the
water supplier can check the responses and make corrections. They can also be used to
allow filing of a hard-copy of the survey if required.

How is the Monitoring information completed?

Vari
[ ]
[ ]
[ ]

ous possibilities exist for the completion of the Monitoring forms:

the water supplier completes the monitoring questions in WINZ (preferred option).
the water supplier completes paper questionnaires.

visit the water supplier and complete the information together.

phone the water supplier and enter the information directly into WINZ.

Each of these are discussed below.

5.1

5.2

5.3

The water supplier uses WINZ to enter the monitoring information

If a water supplier has the latest version of WINZ they can complete the forms for their
supplies. They add the forms, answer the questions and tick that the form is complete as
described above. Then they transfer them to the DHB.

When the DHB imports these forms, they become part of their set of forms. If the DHB
finds mistakes in the monitoring information, they can either ask the water supplier to
make the corrections then resend the forms, or make the changes themselves (after
discussing the matter with the water supplier). To make changes to the monitoring
information, the Complete tick first needs to be removed. Changes can then be made.
Then re-Complete the form. When the DHB is satisfied with the monitoring
information, complete the Audit forms for these zones and plants.

The water supplier fills in paper questionnaires.

Where the paper questionnaire forms are to be completed by the water supplier, the
DHB prints the forms from WINZ. Once these questionnaires have been completed, the
data are then entered into WINZ. This will ensure all required information has been
completed.

Some DHBs have in the past produced their own forms to gather the Annual Survey
monitoring information from water suppliers. They have then been able to include other
questions for their own purposes. Where customised forms are used, the monitoring
information needs to be entered into WINZ.

Visit the water supplier.

Many DHBs choose to combine the completing of the Annual Survey with an annual
visit to the water supplier. With the Annual Survey now in WINZ, there are a number of
ways the survey can be completed when visiting the supplier.

If the water supplier has WINZ, the monitoring forms can be completed on their
computer then transferred later to the DHB (see 5.1 above).

You can complete the paper questionnaires. The appropriate forms need to be pre-
printed from WINZ for this. Once completed, the information is transferred into WINZ
(see 5.2 above).
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If the DHB has WINZ available on a laptop computer, monitoring data can be entered
directly while visiting the water supplier. Where the copy of WINZ on the laptop is not
the main copy for the DHB, the completed forms are transferred (using the export
function) to the main copy of WINZ as described in 5.1 above.

54 Gathering the survey information over the phone.
Particularly for small and simple supplies, it may be possible to phone the water supplier
to gather the survey information. The information could be entered directly into WINZ
as each question is asked.
Help!
If you have questions or problems, please contact:
Andrew Ball, (03) 351-6019 andrew.ball@esr.cri.nz
or
Jacqui Ritchie (03) 351-6019 jacqui.ritchie@esr.cri.nz

for any matters relating to how to answer questions or about the Annual Survey in general,

or

Alan Ferguson, (03) 351-6019,alan.ferguson@esr.cri.nz

for anything related to the Annual Survey in WINZ.
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