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WHS F011 Fieldwork Risk Assessment




Field Risk Assessments are completed in Campus Travel during the travel request. This form is the same and to be used in the event that the Campus Travel process is not available. 

This form must be used by anyone seeking approval for Fieldwork.  If it is a group trip, then the organiser or Person in Control must complete this form. This form is valid for 3 years unless the type of activities, locations or risks associated significantly change. It is filed in school or directorate. Attendance at conferences is generally NOT considered fieldwork. Working from home is generally NOT considered fieldwork.
Part A: Overview

This form provides details of the trip, group membership and transportation arrangements. It provides a means to ensure that risks have been assessed and strategies put in place to minimise those risks. It also provides the only official approval mechanism for the trip to proceed. The Head of School/Cost Centre will retain the original form. The file number will be determined by the faculty or department. A copy of the form must be taken into the field by the person organising the fieldwork 

Part B: Person completing Risk Assessment
	Name
	

	Position
	
	Staff number (If any) 
	 

	Contact work
	
	After hours 
	

	Supervisor 
	
	Cost Centre 
	


Part C: Fieldwork Activities description            
This should include LOCATION of fieldwork/excursion (include a map or Grid Coordinates if available), the purpose of the trip and the justification for inclusion of fieldwork activity, the type of WORK/ACTIVITY being undertaken and role of participants.  
Fieldwork Details:   Research Yes / No      Teaching activities Yes / No Other: 


This box will expand as you type.

	


Part D: Fieldtrip Itinerary

	Point of Departure:
	
	Date
	
	Time
	

	Point of Return:
	
	Date
	
	Time
	

	Location of Stopovers:
	
	Date
	
	Time
	

	


Part E: 
Transport Details (more than one may be applicable)
Yes / No University vehicle      Yes / No  Public transport        Yes / No  Private transport         

Type of vehicle:    Yes / No  Car      Yes / No  Aeroplane    Yes / No  Train   Yes / No  Bus       
If a bus is selected as a mode of transport, refer to UNE Bus Guidelines to determine preferred option  

Other 


If drivers and vehicle are known please enter details below  

	Drivers  name 
	License number 
	Type of licence
	Comment  eg 4WD

	
	
	
	

	
	
	
	


Add additional rows as required

	University Vehicle/s 

(Make & Model): 
	
	Registration Number (if known)
	

	Private Vehicle/s 

(Make & Model): 
	
	Registration Number:
	


Part F: Fieldtrip / Excursion Members 
Total number of participants: 
 
Names of participants must be included in the travel booking tool. If no travel booking has been completed, as yet, and names are known, list names of participants. If fieldworkers are volunteers please ensure that they are registered (WHS F034 Volunteer Acknowledgement Form) prior to departure.  Remember to check if participants have health issues or allergies (WHS F013 Fieldwork Participation Declaration) 
Include every person on the trip and their status e.g. Staff, Undergraduate, Postgraduate etc. 

	Name:

Name

Name
	
	Status:

Status

Status
	


Add additional names as required

First aid qualified participants 
	Name:

Name
	
	Qualification
Qualification
	


Part G: Risk Management 

Use the Risk Matrix to determine the Risk rating and Control response required.
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Step 2 - Determine the Risk Rating and Response Required

Risk Rating

7-15 Medium

13 Very Low

Response Required

Highest Priority — Stop work and implement controls immediately

Requires urgent attention - temporary controis to be implemented i interim

Requires urgent attention — plan for conirols through consultation

Requires attention — controls to be established through consutation

IR e montorog - convos b ctaisned tougn orsutaon

Reguires monitoring

Step 3 — Implement the Highest Control that is available

Hierarchy of Controls.

Elimination

Highest - Physically remove the hazard — This is not aways possible

‘Substitution

Replace the hazard with something less hazardous — eg: replace lead based paint
with water based paint to lessen the risks

Engineering

Isolate people from the hazard by using engineening controls — eg- install roll-over
protection bars on a quad bike

‘Administrative,

‘Administrative controls — eg: procedures, training, maintenance programs, safety.
signage

PPE

Lowest - Personal Protective Equipment — to be used in conjunction with other
controls or as a ast resort in isolation — eg: steel cap boots, gloves, eye/hearing
protection





Risks that have a rating of Very High or Severe require review by the WHS Team by sending to whs@une.edu.au 
Boxes will expand as you type.

	Summary of Hazards and Risks
(Details of risk assessment  to be inserted into this sheet, provided electronically or as a hard copy  

	Hazards or risks 
One hazard may have a number of risks 

            
	Type or specific control to be implemented to reduce exposure to risk?

Type e.g. elimination, substitution, isolation, engineering or redesign, administrative, protective equipment. 
	Residual
 risks

	
	
	Likelihood
(rare, unlikely, possible, likely, almost certain)
	Consequence
(insignificant, minor, moderate, major, catastrophic)
	Rating

	Sample risks 
Adverse weather conditions
	
	
	
	

	GngdVehicle breakdown 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


It is expected best practice that ALL risks will be identified at the planning stage.  Use WHS F010 Fieldwork Planning Checklist to ensure all types of risk have been identified eg: environment, energy,  manual tasks, substances, biological and equipment. 

Part H: Communication & Emergency plans  

      Please attach or complete below -   This box will expand as you type.

	

	Name of emergency contact person 
	Number or call sign of person or authority to be notified in an emergency.
	

	Name of UNE Contact Person
	Phone Number
	Email

	Name of alternate Fieldwork Participant
	Phone Number
	Email


Part I: Safety equipment and/or funding required 

	Safety Equipment being used – eg: SPOT checker, Sat phone, PPE


	Are participants appropriately trained to safely use equipment issued? - Details


Part J: Accountability

I have ensured that this Risk Assessment information accurately covers the details of the hazards and risks associated with this travel and activities. I will ensure that all fieldworkers (including students) who are not UNE staff members complete WHS F013 Fieldwork Participation Declaration.
	Name
	
	Date
	

	Supervisor ( if any ) 
	
	Date
	

	Approved (Head of School/Cost Centre):
	
	Date
	


Attached relevant forms / Booking numbers
	1
	Travel Booking Tool completed 
	Yes        No 
	

	2
	Motor Vehicle requisition 
	Yes       No 
	

	3
	
	
	


This form needs to be approved by Head of School and stored in School files. If you have any concerns or need information to assist with completing this form please contact HRS.
In addition it may be necessary to complete the documents below and have them approved within your Cost Centre, and it may be necessary to contact strategic procurement  / insurance / facilities management at UNE or  National Parks/ SES  or the landowner  to obtain information on fire restrictions, access, vehicle use, travel and insurance

Associated Documents  
WHS P010 Fieldwork Management Procedure

WHS F010 Fieldwork Planning Checklist
WHS F012 Fieldwork Hazard Register
WHS F013 Fieldwork Participation Declaration
WHS F015 Fieldwork Code of Practice
WHS F016 Fieldwork Person in Control Declaration
	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. 


� Residual risk  - Risk remaining after controls have been implemented 
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