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	WHS F010 Fieldwork Planning Guide & Checklist



This Fieldwork Planning Guide and Checklist should be used to plan and complete the WHS F020 Risk Assessment. It is designed to be printed out to be completed and a scanned copy retained in TRIM for records purposes.
Part A: Fieldwork Guide  
1. Introduction 

Fieldwork activities conducted in rural and remote locations form an essential part of the academic (teaching, research and outreach) activities of many disciplines at the University of New England.  Fieldwork entails different considerations and risks from activities during normal campus, intensive school and academic work.

This Fieldwork Guide sets out guidelines and requirements to be followed by members of the University community in the planning, conduct and evaluation of fieldwork.

2. Scope

This Guide applies to all staff, students and volunteers of the University of New England undertaking approved fieldwork.
The Guide outlines necessary steps for safe management of fieldwork. It requires members of the University community to work with UNE’s framework for identification of hazards, assessment of risks and determination of risk control strategies so that everyone involved with fieldwork out of doors is pro-active about safety.  

3. Definitions

FIELDTRIP SUPERVISOR is the person who is in charge of and participates in the fieldwork. 
FIELDWORK is defined under WHS P010 Fieldwork Procedure as ‘any off-campus activity for purposes of teaching, research or other educational pursuit (including relevant community service) under the control of the University’. Indicative examples include the systematic collection of information, data or specific source material, practical and demonstration activities. N.B. Practicum supervision and workplace-based training are not considered fieldwork, since the staff members involved are subject to the safety management systems applying in those workplaces.

FIELDWORK PERSON IN CONTROL is the University staff member who plans and organises the fieldwork, and supervises the Fieldtrip Supervisor. 

FIELDWORK RISK MANAGEMENT PLAN lists the fieldwork to be carried out, description, proposed itinerary, where, by whom, participants, start date, finish date, hazard identification, risk assessment and risk controls.

HAZARD is the potential for something to cause injury or harm.

REMOTE AREA means a place that is isolated from assistance that might be rendered by people other than fieldtrip participants because of the time, location or nature of the work.

RISK is the likelihood that a hazard will cause injury or harm.

RISK ASSESSMENT is a structured process designed to assess the hazards that may be present or occur during a particular fieldtrip, the likelihood of them causing injury or harm and the likely consequences.

RISK CONTROL is the implementation of strategies to minimise hazards and reduce the level of risk.

VOLUNTEER is a ‘pre-recognised’ person willing to participate in the fieldwork activities, offering their time and services for no financial remuneration.  They are obliged to follow any directions issued by the Fieldtrip Leader in the same way as University staff and students.

4. Legal Responsibilities

The University must exercise a duty of care under relevant WHS legislation.  All staff involved in the conduct of field activities should be familiar with the University WHS Rule, in particular, the responsibilities of Heads of Cost Centres, Managers/Supervisors, Staff, Students, and Visitors and Others. A summary of the important responsibilities relevant to field activities is provided below.

Head of Cost Centre

It is the responsibility of the Head of Cost Centre to ensure that satisfactory provisions for safety and health are made for field activities approved by their unit.  Heads of Cost Centres must institute a system for assessment, approval and review of all field activities in their unit and ensure that occupational safety and health issues are reported and resolved.  The Head may delegate this duty to the Fieldwork Person in Control but responsibility for ensuring satisfactory provisions for fieldwork safety and health is not delegable.  The Head must be satisfied that the Fieldwork Person in Control and the Fieldtrip Supervisor are competent. 

It is a responsibility of the Head to ensure that all fieldwork participants are adequately trained as well as being adequately informed. The distinction between information and training is significant and should not be underestimated.

Fieldwork Person in Control

The Fieldwork Person in Control must:

· ensure that the risks associated with fieldwork are managed effectively.  To do this they must:

· determine the possible hazards that may be encountered during the activity; 

· assess the risks associated with the possible hazards; 

· incorporate strategies to minimise the risks to safety and health.

· ensure that the responsibilities for safety and health are communicated to all participants, and

· provide appropriate information, instruction and training to all participants, well ahead of time as necessary.

The WHS F020 Risk Assessment is to be completed to identification of hazards, assess risks and incorporate strategies to minimise risks to safety and health.

The Fieldwork Person in Control can delegate the supervision or training of fieldwork participants to a suitably qualified or experienced person, as appropriate for the task. The Fieldwork Person in Control is, however, responsible for ensuring that each participant has received appropriate instruction and training and has gained sufficient competence to undertake the task.

Fieldtrip Supervisor  

The Fieldtrip Supervisor has a particular responsibility for safeguarding the safety and health of all staff, undergraduate, honours and postgraduate students in their charge, as well as any volunteers who may be assisting. 

Fieldtrip Supervisor must:

· ensure that safe work procedures are developed and used at all times; 

· arrange for participants to be instructed in safe and healthy working procedures; 

· ensure that participants are warned about hazards, and how to avoid, eliminate or minimise them, and 

· ensure that participants under their control use safety equipment provided in the correct manner.

Postgraduate/Honours Student Researchers

In a fieldwork situation where a postgraduate or honours research student is in charge of the fieldwork (i.e. is the Fieldtrip Supervisor), it is part of the duty of care of their research supervisor (i.e. the Fieldwork Person in Control) to instruct the student (i.e. the Fieldtrip Supervisor) in their responsibilities and to ensure that a Fieldwork Risk Management Plan and associated documents have been submitted, approved and are adhered to.

Individuals (Staff, Students, Volunteers)

Each staff member, student and volunteer has a moral and legal responsibility for ensuring that his or her work environment is conducive to good safety and health by:

· undertaking relevant safety and health training; 

· reading any notices relating to the field activity, attending any briefing sessions and returning any forms to the Fieldwork Person in Control or Fieldtrip Supervisor, including a WHS F012 Fieldwork Participation Declaration; 

· taking action to eliminate, minimise, avoid or report hazards of which they are aware; 

· complying with all occupational safety and health instructions; 

· making proper use of all safety devices and personal protective equipment; 

· not placing at risk the safety and health of themselves or any other person, and 

· maintaining dress standards appropriate for the work undertaken.

Volunteers must fill out a WHS F034 Volunteer Acknowledgement Form to record the details of approved volunteers and verify they understand their and the University’s liability with regard to their involvement in fieldwork activities. 

Medical Conditions Affecting Fieldwork Participation

All participants involved in fieldwork must be mentally and physically fit for the tasks required.  They must accept appropriate medical advice where relevant and disclose to the Fieldwork Person in Control/Fieldtrip Supervisor or Head of Cost Centre any limitation imposed by their health that may affect their ability or other participants’ ability to undertake the proposed fieldwork activities safely.  This obligation applies both before and during fieldwork.  Information provided must be treated as confidential information, unless non-disclosure creates a risk to other participants. Examples of limitations that should be disclosed include heart, respiratory or psychiatric disorders or allergic reactions that might be triggered by walking through the bush or an outdoor location.

Students and Staff with Disabilities 

The University of New England is committed to being fair, equitable and sensitive to the diverse needs of its staff and students in all its policies and practices and to supporting access by disadvantaged groups with due regard and respect for the sensitivities of all stakeholders.  With respect to field activities, it is the University’s responsibility to avoid discrimination against people who have a disability by making reasonable adjustments to the working environment and arrangements. 

When students are undertaking a field activity as part of their course or unit requirement, reasonable accommodation must be made to ensure that students who have a disability can participate.  Some students may not, however, be able to undertake some activities.  Alternative arrangements must be made to ensure that these students can meet the inherent requirements of the course or unit. Both students and staff are encouraged to seek advice from the University’s Student Administrative Services.

Adjustments to the working environment and arrangements for students and staff with disabilities may include: 

(a) Transport: the type of transport used for the field activity will be accessible for the staff and students with disabilities attending the activity.  Alternative forms of transport or frequent, scheduled breaks may be required for participants who have disabilities.

(b) Facilities: the facilities and accommodation for the field activity will (where reasonable) be accessible for the participants who have disabilities attending the activity.  
(c) Communication: communications regarding the field activity will be provided in a form that is accessible for the participants who have disabilities attending the activity.  Alternative formats may have to be provided for specific participants. 

5. Planning Fieldwork

There are several steps. First, WHS F020 Risk Assessment is to be completed by the Fieldwork Person in Control or Fieldtrip Supervisor and lodged with the Head of Cost Centre. This form includes a description of the fieldwork to be carried out, proposed itinerary (or locations and approximate times in the case of multiple fieldtrips), participants, start date, finish date, etc. The form requires the Person in Control to identify fieldwork hazards, assess risks, and document and implement control strategies associated with the planned fieldwork. The Fieldwork Person in Control should complete the Assessment with any Fieldtrip Supervisors who will be in charge of the fieldwork, so that Fieldtrip Supervisor is aware of and have thought through the associated hazards, risks and controls. Note: that the WHS F020 Risk Assessment can apply to multiple separate fieldtrips provided that all the activities to be undertaken during the fieldwork are described and evaluated in the Assessment. As soon as it is likely that planned fieldwork will depart from the provisions of an approved Assessment, a new Assessment including the new activities should be submitted to the Head of Cost Centre for approval.

At the same time as lodging the WHS F020 Risk Assessment, any associated documents should be completed and lodged with the Head of Cost Centre.

The process of completing a WHS F020 Risk Assessment may identify the need for training of fieldwork participants prior to a fieldtrip (e.g. the need for participants to undertake a chemical handling course or 4wd off-road driver training course). Instruction and training of participants must occur before the fieldwork is undertaken. 

Fieldtrip Supervisors and staff undertaking fieldwork must be trained in at least Senior First Aid and the fieldwork risk assessment may indicate that they be trained in Remote Area First Aid. By law, users of some equipment need to be formally qualified in its use. For example, users of chainsaws must have a current Chainsaw Level 1 certificate to cut a tree off a track. Falling trees needs a different certificate. Firearms users need appropriate personal licenses to operate firearms. Working at heights requires that fieldworkers use suitable fall prevention or fall arrest equipment and are trained in its use. Training in what to do in the event of a bushfire, flood, swollen river and getting lost may also be indicated by the risk assessment.

The process of completing WHS F020 Risk Assessment will likely identify important information that fieldwork participants need to know prior to departing on the fieldtrip and, in the case of external students undertaking fieldwork during an intensive school, prior to leaving home to attend the school. The Fieldwork Person in Control should prepare a Fieldwork Information Sheet for each fieldtrip participant, describing:

· itinerary (dates, times, locations);

· means of transport;

· activities expected of participants to be undertaken at each location;

· facilities available at each location and en route (i.e. ablutions, shelter, shops etc.);

· what provisions (e.g. food, drink, personal protective equipment), if any, will be provided for participants;

· likely environmental conditions to be experienced; 

· what participants should bring (e.g. food, drink) or wear (e.g. clothing, boots, broad-brimmed hat,  personal protective equipment) for the expected weather conditions and terrain, and

· phone number of any remote location out of mobile service range in case a participant needs to be contacted in an emergency. 

In the case of fieldwork conducted as part of teaching, the Fieldwork Information Sheet should be included in unit materials received by students well before the date of the fieldtrip (e.g. at the start of the semester as part of the Unit Outline or Handbook). 

At least 1 day prior to a fieldtrip, the Fieldwork Person In Control should:

· arrange to have every fieldwork participant complete WHS F012 Fieldwork Participation Declaration. This form indicates that the participant has received, read and understood the Fieldwork Information Sheet provided, and asks the participant to identify any health problems that might restrict them from participating fully in the fieldtrip.  This form also gathers details for contacting next of kin in the event of an emergency;

· arrange to have every volunteer participant complete a WHS F034  Volunteer Acknowledgement Form, and 

· lodge these forms with the Head of Cost Centre, and issue (a) duplicate set(s) to the Fieldtrip Supervisor(s).

Consideration should be given to appropriate staff: student ratios, which may vary according to the activities being carried out and the nature of the site being visited. As a basic standard, the maximum number of inexperienced students involved in low risk activities (e.g. geological or botanical specimen collection, or surveying) should be ten per experienced staff member. For daylong and overnight fieldtrips, each party should contain at least two staff members, and adequate deputising provision should be made for the Fieldtrip Leader and driver(s) in case of incapacity.

Expeditions may be prolonged and in environments that are remote and potentially hazardous. Participants will normally be experienced or will have received instruction in safe work procedures and WHS. The Fieldtrip Supervisor of such a trip must be adequately trained in appropriate skills and procedures, which may include survival, communication and navigational techniques, or be supported by an expedition participant who is. The Fieldtrip Supervisor should be aware of local hazards and conditions and be familiar with precautions to be taken where the terrain is particularly hazardous or where dangerous animals, diseases or substances may be present. Adequate deputising arrangements should be made in case of incapacity or if the party splits up into smaller groups, meaning that an adequate number of experienced and trained persons should accompany the expedition.

Having staff and students working alone in the field is to be discouraged, but it is recognised that in some situations the risks of working alone in the field are tolerable. Fieldwork alone should only be sanctioned after a thorough assessment of the risks has been carried out, taking into account the nature of the work, the hostility and location of the site, and the experience of the worker. In many cases, the lone worker will be a postgraduate or final-year undergraduate student undertaking field research. The worker, as Fieldtrip Supervisor, must be involved in the risk assessment process and must be made aware that he or she is still under the supervision of their academic supervisor (Fieldwork Person in Control) on campus, who must take responsibility for their safety. That means an appropriate emergency plan should be in place should the lone worker fail to check in at arranged times. Any safe system of work should include arrangements to determine the whereabouts of a lone worker and contingency plans in case of failure to make contact. If contact is made through intermediaries, the Fieldwork Person in Control must ensure that these are reliable. 

6. Specific WHS Considerations

Number of Fieldwork Participants

Wherever possible, a minimum of two people should undertake fieldwork together. According to the level of risk, more people may be required.  Likewise for safety reasons, maximum numbers may need to be enforced, for example boat trips in vessels licensed to carry a maximum number of people.

In certain circumstances, the Fieldwork Risk Assessment may indicate that the risk of an experienced fieldworker working alone in the field is tolerable.

First Aid

First aid provision must be made in line with WHS OP012 First Aid Management Procedure and the WHS Act 2011, the WHS Regulation 2011 and guidance material such as Safe Work Australia’s First aid in the workplace COP.  Remote area field work requires a currently qualified first aid attendant to be present. Senior First Aid or Remote Area First Aid qualifications are preferred and the latter may be required for all participants in remote area fieldwork.  Contents of first aid kits need to reflect the types of hazards likely to cause injury in the particular fieldwork environment.

Training

Various skills may be required for fieldtrips and it is important that personnel are adequately trained before or during the fieldwork. Training requirements should be clearly specified. All staff engaged in trips to remote locations must be trained in first aid and, if the expedition is particularly remote or long-term, there might be a case for training all group members in first aid, survival and rescue techniques. At least one other member should be qualified to take over should the Fieldtrip Supervisor become incapacitated, and at least one reserve driver (or pilot, boat handler etc.) should be included in the party. All participants in activities on water should be able to swim at least 50 m under the conditions expected, and an appropriate level of physical fitness for the activities to be undertaken should be attained.

Communication with the University 

The method of communication and frequency of communication must be agreed in WHS F020 Risk Assessment.  Mobile phones (where reception is available), UHF radio, satellite phones or beacons and EPIRBs (for when other forms of communication fail) may need to be considered. Frequent (e.g. daily) contact shall be made at agreed intervals with a nominated person (e.g. family member, fellow student, University staff member on campus). With some types of fieldwork, it may be more appropriate to set up an alternative communication arrangement made with a reputable contact (e.g. police station, national parks ranger, mine site manager, farmer etc.). The contact must be instructed to get in touch with the University (Fieldwork Person in Control, or Safety & Security) should the Fieldtrip Supervisor fail to make contact. The underpinning principles are that wherever possible, communication should occur daily, and there must be a documented emergency back-up plan in the event that contact is not made.

Awareness of University Policies

All University policies and procedures apply throughout the duration of the fieldwork. It is the Fieldwork Person in Control’s responsibility to ensure that people involved in the fieldwork are aware of all relevant University policies such as: 

· Code of Conduct for Staff

· Student Behavioural Misconduct Rules

· Sex Based Harassment

· Disabled Students

· Fieldwork

· First Aid

· Incident Reporting including critical incident reporting for international students

· Work Health & Safety

· Risk Management—Policy—Guidelines

· Student Alcohol and Other Drug

· Travel

· Travel Guidelines

Catering

Food hygiene in the field is essential to minimise gastro-intestinal upsets.  Procedures appropriate to each fieldtrip form part of the planning and risk assessment for that fieldtrip.

Leisure Time

In many respects, the potential for injuries is greatest during student leisure time.  Students may wander off without providing information about where they are going and may engage in dangerous activities such as swimming alone or climbing cliffs.

The abuse of alcohol during leisure time can be a problem on field trips. Drunken field workers may engage in dangerous pranks, provoke the aggressive attention of local inhabitants, become aggressive towards one another, or otherwise cause offence. In addition to the risks to the health and safety of fieldwork participants, drunken behaviour may impact on the reputation of the University.

The Fieldwork Person in Control and Fieldtrip Suprvisor should set clear guidelines for appropriate behaviour for all fieldwork participants, and communicate these in the Fieldwork Information Sheet prior to departing on the fieldtrip. These guidelines should be reaffirmed by the Fieldtrip Supervisor on a frequent basis during the fieldtrip. Fieldwork participants should be in no doubt as to the penalties (e.g. immediate exclusion from the fieldtrip) for unacceptable behaviour.

Reporting Hazards, Incidents and Injuries

The University’s requirements on reporting hazards, incidents and injuries must be adhered to in the event of any injury occurring or where a hazard may have resulted in an injury.

Notification of Next of Kin

Prior to a field trip, the Fieldtrip Supervisor must ensure that a list of all participants’ next of kin details has been provided to the School/Unit office.  These should be retained for the duration of the fieldwork.  The Fieldtrip Supervisor should have a copy on the fieldtrip.

7. Conduct of Fieldwork

At the commencement of the fieldtrip and at least on a daily basis while on the fieldtrip, the Fieldtrip Supervisor must induct all participants and instruct them on safety and health matters related to the day’s fieldwork. They should explain:

· the schedule of the day’s activities;

· what will be expected of each participant through the day;

· what facilities (toilets, shelter, drinking water, etc.) will be available for participants at different times and locations during the day; 

· what provision will be made for meals and rest breaks through the day;

· the likely environmental conditions to be experienced;

· the hazards and risks associated with the day’s environments and activities;

· the specific controls that participants must observe in order to minimise identified risks, and

· guidelines for appropriate and unacceptable behaviour in any leisure time scheduled during the day or evening.

For fieldwork involving extended walking, itineraries must be carefully planned with adequate time allowed for all in the group to accomplish objectives. 

Fieldwork participants working near roads or moving vehicles should wear fluorescent safety vests and workers on roads at night should wear reflective clothing. 

For travel, vehicle suitability, prevention of driver fatigue and provision of adequate rest periods are important. Vehicles must be maintained in a safe state by competent persons. Lights, indicators, brakes, tyres, etc. must be checked as appropriate. Adequate rest breaks must be taken during journeys. Transport must not be used in a reckless, careless or dangerous manner. Loads must not be excessive, dangerously distributed or improperly secured. Local regulations (e.g. speed limits) must be observed and other rules of the road obeyed. 

Equipment must be checked and tested before use and at appropriate predetermined intervals during use. Inspection and service schedules must be drawn up and carried out by competent persons, where necessary. Equipment must be maintained in a safe state by competent persons and damaged equipment repaired or taken out of service. 

Adequate and appropriate protective clothing must be worn by all participants. Fieldwork participants must be informed of the dress code and requirements (e.g. covered shoes, long pants) for a particular trip in the Fieldwork Information Sheet and at least 1 day prior to departure. The following items may need to be provided to fieldwork participants by the Fieldwork Person in Control and Fieldtrip Supervisor: safety helmets, eye or face protection, ear defenders, respiratory protection, warm or weatherproof clothing, high visibility clothing, wet suits, life jackets, waders, aprons, gloves, or additional foot protection. 

Part B: Risk Assessment Planning Checklist 

When conducting fieldwork risk assessments, it is important to ensure that all possible hazards and issues associated with the various stages of the fieldwork process are identified. The items in this checklist are indicative of some of the known issues. Unfortunately the range of activities and unique fieldwork locations means that this checklist is NOT definitive. Users are advised to conduct risk assessments for ALL potential hazards. All high or extreme potential risks must be documented, using WHS F020 Risk Assessment before approval can be granted.
The Risk Assessment Planning Checklist may be used to identify or eliminate categories of hazards or risks and to assign responsibility for implementing controls during the planning stage. Completion of this checklist will assist in completing the WHS F020 Risk Assessment. 
1. Accommodation


Bush camps and temporary shelters 

· Camping site - ad hoc, permanent, caravan-park, mining camp, shearing shed

· Domestic violence, slip trip and falls, hygiene issues, toilet, washing facilities 


Insect pests- mosquito, lice, fleas, licks, leeches, march flies


Personal and vehicle safety and security from natural disasters


Requirements for safe and comfortable remote location fieldwork (potable/drinking water, cooking, lighting, privacy, food and provisions, hygiene arrangements, smoking, alcohol consumption)


Theft and harassment 

· Type and location of hotel, motel, private home

· Structural integrity, floor surface, dressing room areas, stage or circus venues  

2. Activities to be conducted 

· Dance and circus activities, circus equipment, staging equipment, backdrops, lighting/ sound equipment and set up, noise levels, cohesion of friction, manual tasks  
· Night time activities - torches, nocturnal animals & insects

· Overnight activities - torches, spotlights, shelter

· Radio control equipment - balloons, electronic interference

· Remote area activity - communication, medical emergencies, food and shelter

· Rural activities, agronomics, farm work, crops, animals, research centres

· Sampling techniques, collecting, cutting, sharps

· Trapping and/or tracking of animals- transmitters, anaesthetics, cages, firearms

· Working at height - tree climbing, cliffs, permits, fall restraints, working platforms


Bush related - graded paths/ rough terrain, tree climbing, poisonous plants


Confined space - permits, rescue, manual tasks, PPE
, COP
, AS 2865


Diving, boating, reef work, dive captain, head counts, decompression, AS2299


Extreme environment conditions - snow, rainforest, cliffs, heat, humidity, aridity


Machinery related - fit for purpose, guarding, fuel, batteries, repairs, calibration, maintenance, certification

· Manual tasks - carrying equipment, back-packing, samples

· Promotional activities, setting up displays, carrying posters and promotional equipment, manual tasks, putting up banners, working at height, interaction with public, gender or harassment issues, promotional events, drink and drive issues, food poisoning, access to telephones, faxes , facilities for making contact with office, after hours administration requirements, overnight accommodation. 
· Trailers , caravans, boats, tents, nets, heavy machinery , loading, unloading, manoeuvring  and storing 

Underground work- archaeological work, specimen collection, excavating, waste disposal, egress from trench, access, spades etc, excavating, shoring


Water related - drowning, getting wet, slippery conditions, traversing streams, flash floods, flood debris, crossing rivers 


Working alone - security, injury, communication, social 

3. Activities – Leisure

· Clear demarcation between workplace and non-workplace   

· Swimming, bushwalking, natural environment, socialising


Smoking, music, noise, alcohol, recreational drugs, BBQ

4. Administration support 

· Back up on-site personnel in case of illness
· Car and vehicle hire- will insurance & insurance excess be an additional cost
· Copy of competency, licences, training registers, safe work procedures

· Copy of emergency and communication plans

· Credit card cover available in the event of emergency or unexpected contingency 

· Documentation for use of private vehicles, comprehensive insurance, current licence

· Ensure contact person available 24 hours

· Insurance Costs – will additional insurance be required 

· Medical information forms completed 

· Names of participants, next of kin forms, landowners contact

· Payment for on-going expenses

· Payment of invoices, credit card access information, liaise with Financial Services 

· Publicity, photographs, media protocol  

· Relevant permits and access requirements for occupation and site use

· Salary related issues for staff

5. Chemicals and dangerous goods

· Cylinders - certification, fittings, inspection, storage, transport, refilling

· Decanting fuel, petrol, LPG, methylated spirits

· Explosives - Explosive Act requirements, ammunition, firearms

· Preservatives, alcohol, formalin, dry ice, liquid nitrogen, air transport restrictions

6. Command/control structure and co ordination 


Approvals from Head of Cost Centre etc. 


Check Fieldwork policy to establish responsibilities


Fieldtrip information provided to Contact Person/Safety & Security 


Management system for social as well as work activities


Organisation for preparatory excursions and work parties

· Person in control responsibility delegation (hand-over) documentation

· Provision of  administration support 

· Timetabling, transport co ordination, equipment use 

Systems e.g.  Situation, Mission, Execution, Administration and Logistics, Command and Signal (SMEAC)


Workload equity, fatigue and stress 

7. Clothing and footwear 

· Clothing, shoes, socks, garters, hats 

· Mosquito protection

· Personal protective equipment, hand-covering, head covering, eye protection

· Protection against parasite - tick, mosquito, hookworms  

· Swimwear, buoyancy and waterproof gear

· Wearing of jewellery, spectacles, contact lens, storage of valuables

· Weather forecast update

· Wet weather, cold weather, intense sunlight, high winds, chill factor, hot humid/dry 

8. Communication requirements

· Battery charging facilities

· Collection of mail

· Communication plan 

· Computers (battery charging) 

· Contact for next of kin 

· Ensure communication equipment is stored in waterproof containers prior to river crossings 

· Email facilities 

· Email addresses

· Lap tops, security, battery charging

· Notifying friends & authorities of destination and anticipated travel times

· Phones - mobile, satellite phones
· Police requirements and emergency services recommendations  

· Radio - UHF, VHF, R+DS, EPIRB, SPOT and Trackers 

· Training in emergency response requirements

· Weather forecast update

9. Culture

· Alcohol restricted “No go“ zones 

Breach of cultural expectations 


Clothing and behavioural requirements 

· Diesel only areas “No go” petrol zones

· Local customs and protocols

· Perceptions of harassment, gender /sexual  issues ,


Religious beliefs


Restricted access areas


Shopping hours

10. Demographics  


Composition, group dynamics


Size, isolation 


Supervision

11. Emergency procedures


Accident response plan (vehicle or activity)


Communications - Search & Rescue triggers (SAR)


Contact for emergency services  


Emergency food /clothing supplies


Emergency response beacons e.g. EPIRB, SPOT

First aid, cuts, bites, stings


Health issues documentation


Illness, food poisoning, asthma 

12. Environment (see also weather, culture etc) 

· Commonwealth, State and Territory jurisdictions

· Environmental preservation issues 


National park, State recreational 

· Private land 

· UNE equipment, hire equipment, private, loan or personal 

13. Equipment

· Fuel, water


Maps, navigational aids 


Mechanical plant - powered and non powered equipment tools and appliances


Research equipment, instrumentation, specimen and data collection, batteries


Safety equipment, climbing equipment

· Storage facilities, security 

· Tools, hammer, axe, knives, repair kits

· Vehicle load distribution, stacking, ease of access en-route  

14. Fauna and flora 

· Dangerous fauna and flora of the region

· Marine hazards, box jellyfish, crocodiles

· Vermin - rats, dingos, mice plagues
15. First Aid

· Certification CPR (1year) Senior First Aid (3 years) 

· Common incidents strain/sprains, snake bites 

· Daily personal checks scrub typhus, leeches, ticks, fleas

· First aid trained staff for “remote” areas with limited medical facilities 
16. Health surveillance and hygiene
· Post field trip testing of parasite loads 

· Toilet facilities, latrine digging, toilet paper, waste disposal  

· Type of first aid kit (A B or C ) see OHS 2001 Reg Clause 20

· Vaccination, immunisation, malaria and other diseases  

· Washing facilities, showers, hot cold water, mirrors, clothes washing


First Aid kit in vehicles & boats


Medical emergency procedure known 


Medication, storage, routines 


No of trained Senior First Aiders
17. Home related risks 
· Slip trip eg cords pathways 
· Falls eg  ladders stools

· Ergonomics eg  Computer workstation 
· Food poisoning 
· Security
·  Children
· Electrical items 
· Public liability insurance 
18.  Home laboratory
You are the Person in Control of your own laboratory 
· Develop your own written rules and comply with them 
· Restrict access to the area
· Ensure children are not present during ANY experiment 
· Label chemicals 
· Ensure that risk assessment undertaken 
· Follow safe work procedures 
· Watch UNE General Laboratory Safety Video before commencing work 
· Ensure sharps containers available if required 
· Read MSDS
· Correct containers available for waste disposal 
· Safety equipment/ correct clothing   , gloves, face shield , goggles
· Ensure cylinders secured 
· Ensure pressure ratings are STRICTLY followed 
· Ensure shielding is fit for purpose
· Ensure separation of different classes of dangerous goods chemicals 

· Consider Environment ,Bio-safety, radiation and Quarantine requirements 
·  Risks associated with carrying out laboratory experiments in an area that does not comply AS2243 
19. Manual tasks 

· Actions and movements-muscular stress while lifting, carrying or putting down objects 

· Medical restrictions, clothing and special needs

· Availability of mechanical lifting devices and aids

· 
Awkward loads, size and shape of equipment, handles and handholds

· Digging holes, erecting equipment, manoeuvring trailers and boats

· Location of loads, distance moved, duration and frequency, area layout

· Skills, experience and physical strength of participants

· Weights and forces, capacity of backpacks, weight of items carried

20. Natural disaster events

· 
Bush fires, declared fire season

· Cyclone season, wet season

· Camp fires, BBQ, camping stoves and lamps

· Events upstream or upwind, flash floods, lightning etc.

· Fire lighting equipment

21. Navigation

· Suitable navigational aids e.g. compass

· Torch

· Trained in use of maps and aids, GPS

22. Noise 

· Local bylaws 

· Location of generators

· Music 

· Vehicles, hammers and saws, explosions
· Neighbours 
23.  Personal protective equipment (PPE)

· Sunscreen, sunglasses, hats, enclosed footwear 

·  Special clothing, hard hats, ear muffs/plugs, eye protection 


Ropes and harnesses, task specific equipment
24. Preparation – Paperwork

· All participants complete Participation Declaration /Health Status (Form 4.13d) 

· Complete risk assessment forms (Form 4.13a or 4.13b) 

· Documentation and approvals (see Administration support, vehicle travel etc.)
 25.  Radiation (ionising and non-ionising)

· Isotopic radiation, isotopic sources 

· Survey equipment, electronic distance measurers, laser

· Ultraviolet (UV) radiation

26. Social activities

· Cultural sensitivities 

· Drugs, alcohol, smoking, language

· Other undesirable behaviours 

· Violence, bullying, verbal abuse, swearing, sexual harassment
27. Storm conditions 
Unless you are studying weather related activities work under cover or postpone till weather improves 

Ensure systems for consultation and communication with co workers 
· Do a risk assessment on dangers of working alone 

· Identify lightning strike potential 

· Make  sure that you avoid carrying metal / check pockets

· Avoid being the highest point in surrounding terrain when lightning is  imminent 

· Consider the potential of hypothermia 

· Ensure you have a change of clothes 

· Be aware that large trees can pose danger if there is lightning or high winds

· Avoid working near open channels or flowing streams during floods

· Consider potential for flash floods when camping or crossing streams 

· Ensure that safety line equipment is readily accessible and properly maintained  
28. Travel - Foot 

· Safe bushwalking practice 

· Pedestrian safety

· Carrying supplies, backpacks, footwear, blisters

· Disabilities, artificial limbs, sight or hearing impairment

29. Travel – Other

· Boats, aircraft, helicopter, cars (seating, licensing, insurance, registration) 

· Bookings for aircraft, buses, trains, sleepers

· Driver license currency, suitable training

· Horses, camels, other animals, containers, stabling, food supplies

· Off-road (4 and 2 wheel drive), motor bikes, quad-runners, trikes

· Taxi vouchers, payment arrangements 

· Loss of tickets or money -alternative procedures for funding travel 

30. Vehicle safety 

· Alternative procedures if planned means of transport unsafe eg driver under influence of alcohol or drugs 

· Changing road conditions, sealed, unsealed, 4WD only 

· Check road conditions - Police local motoring associations NMRA, RACQ

· Country driving issues, narrow roads, passing road trains, broken road shoulders 

· Driver roster and schedule should take into account cumulative distance plus other work duties in the day and road conditions

· Extra water and non perishable food 

· Fatigue, rest stops, fuel stops

· First aid kits for vehicles

· Helmets, roll over protection, bull-bars, roof racks, snow chains  

· Packing and storage of chemicals and other substances, load shifting protection
· Police emergency contact details

· Remote areas, spare fuel, spare tyres, spare battery, spare parts, winch, recovery kit, shovels

· Stock and wildlife

· Strategies for avoiding travelling at dawn and dusk and reduced visibility times

· Tool kit and fittings for road vehicles (should be consistent with the type of vehicle and the intended use of the vehicle)

· Vibration
· Is there adequate lighting to safely unload vehicles
· During periods of high fire danger or fire bans, vehicles should not be driven through long grass that can touch the under pan and high temperature exhaust systems which can become a heat source for ignition.
31. Weather 


Flood warnings, road closures, detours

Temperature extremes, hot, cold, snow, frost, wind, humidity


Weather information prior to departure and during fieldwork
32. Overseas travel 
· Check latest travel advice www.smartraveller.com
· Ensure you have insurance, visa and at least 6 months on passport 
· Register with Australian consulate service  www.smarttraveller.com 
· Research local laws, eg drugs and medicines, opening hours 
· Identify areas where there is political unrest, hijackings, kidnapping or possible bomb threats  
· Vaccination and health  check prior to departure 
33.  Labour activities 
· Do you need to use a chainsaw to cut trees to clear area?

· Do you need to fill ruts in access roads?

· Do you need to cross creeks that may be flooded or changed its course?

· Are there likely to be crocodiles near your washing area or camping area?

· Do you need to check any river crossings before you cross?

· How do you plan to keep items dry during river crossings
· Do you need a firearm for pigs?
· Do you need Teflon gloves if handing wild dogs etc? 
· Have you had adequate training?
· Do you have the right skills?
· How do you plan to charge your mobile phone?
· Do you have the right kind of ladder for working at height?
·  Do you have the correct PPE for handling samples 
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	Records Storage Instructions:

	This completed form must be recorded in TRIM Container A16/3832 utilising a TRIM license in your School/Business Unit. The naming convention must include the name of the form. Only the HR Team is able to view records in this container. 


� PPE Personal protective equipment eg gloves, goggles, aprons, respiratory equipment


� COP Code of Practice 
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