Health, Safety and Wellbeing Handbook

IMPLEMENTATION
3.12

FIELD ACTIVITY GUIDELINES

PLEASE NOTE THAT THIS POLICY IS CURRENTLY UNDER REVIEW.
FOR FURTHER INFORMATION PLEASE CONTACT HEALTH SAFETY AND WELLBEING ON EXT 30174.
DIVISION OF STUDENT AND STAFF SERVICES
HUMAN RESOURCES

1

PURPOSE OF GUIDELINES
These guidelines are designed to provide a clear and simple process for all aspects of field activity. They provide good
practice advice and should be followed unless an equally effective, alternative approach, which complies with the
Policy, can be demonstrated. Before any alternative approach is used it is advised that advice from Human
Resources (HR) is sought in the first instance.

2

GENERAL FIELD WORK
2.1 The following guidelines have been designed to provide organisers and supervisors with a reference source for the
planning and safe implementation of all field activities. These guidelines cover most situations. Organisers and supervisors
must assess any field activity in light of these guidelines and if necessary develop more specific guidelines, which must be
documented and made known to all participants. The OH&S Unit can provide advice.
2.1.1 For information relating to outdoor work please refer to university’s policy and guidelines on safety while working in
temperature extremes.

3

APPROVAL OF FIELD ACTIVITIES
3.1 The Head of School/Division is responsible for the management of health and safety in School/Divisional matters. The
Head must ensure that for any field activity organised by the School/Division, consideration is given to provisions for health
and safety. The responsibility for safe conduct of field activities can be delegated to the supervisor of the field trip. Heads
are encouraged to put into place a system for assessment, approval and review of all field activities and to report any
problems to their School or Division health and safety committee.

4

HAZARD MANAGEMENT
4.1 During the planning stage of any field trip the identification of all possible hazards and a documented assessment of the
risks associated with these hazards must be undertaken. Where high-risk hazards are identified controls to minimise such
risks must be established using the hierarchy of controls. The OH&S Unit can provide advice on this process.
4.1.1 All participants of the field activity must be informed of the identified hazards and control measures prior to the
commencement of the activity. The effectiveness of the control measures must be reviewed after the field activity and
improved where considered necessary prior to a repeat of that activity.
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5

TRANSPORT
5.1 Buses
Where possible buses should be used to transport large numbers of students on field activities. The decision whether to
use buses or not, must be made by the organiser/supervisor of the field activity and will depend on the suitability of buses
to the activity.
5.2 University Vehicles
The University has a significantly greater responsibility when University vehicles are used to transport participants on field
activities. If University vehicles are used in the field the organiser/driver must ensure that the vehicle is:
• driven by an appropriately licensed driver approved by the School/Division;
• roadworthy (check maintenance records);
• suitable for the expected conditions, eg, 4wheel drive;
• equipped with a manual tool kit, spare wheel and wheel changing equipment
• equipped with a first aid kit and a fire extinguisher.
5.2 Private vehicles
Private vehicles should only be used as a last resort and then only if the driver has a full licence (not a provisional or
learners licence).
The organiser/supervisor approving the use of private vehicles must ensure that:
• there is no reasonable alternative to the use of private vehicles;
• drivers are made aware
• of any special requirements, eg off-road driving;
• of the University insurance provisions
• that responsibility for the roadworthiness of the vehicle lies with the owner of the vehicle.
5.2 4 Wheel Drive Vehicles (4WD)
All trip personnel who are using a vehicle for 4-wheel driving are required to complete the 4WD field safety course within
the last 4 years (hosted by the School of Earth and Environmental Sciences or equivalent), or demonstrate equivalent
competency to the field supervisor.

6

PERMITS
Permits are required for a wide range of activities. Organisers/Supervisors of the field activities should ensure that
appropriate permits are obtained, eg for collecting and/or camping in National Parks.

7

FIRST AID PROVISIONS
7.1 Arrangements for transport to medical help must be established prior to commencement of any field activity.
7.1.1 Also refer to the University First Aid Policy http://www.adelaide.edu.au/hr/policies/ohs/firstaid.html for further
information.
7.2 First Aid Kits
A suitably stocked first aid kit must be readily available to any group participating in field activities. The first aid kit must be
checked on return and properly maintained. The recommended contents of first aid kits, including a remote area module, is
provided in appendix 2.
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7.3 First Aiders
Depending on the location, the presence of someone competent in administering first aid maybe essential for the health
and safety of staff and students involved in field activities. The supervisor/organiser must assess whether an accredited first
aid person is required for the field activity.
7.4 Serious Medical Conditions
All persons attending any fieldwork should be encouraged to divulge (on a confidential basis) to the supervisor (and
designated First Aider), any medical condition or predisposition which could become exacerbated or potentially lifethreatening in the course of the fieldwork and advise of any special emergency treatment or medication needs. Examples
include epilepsy, allergies (eg bees, dust, pollen) diabetes, asthma or sensitivity to prescribed medication. The
supervisor/first aider will treat such information in confidence.
7.4.1 All persons attending any fieldwork who are on medication or have any allergies must ensure that they have an
adequate (and in date) supply of their medication on hand.
7.5 Vaccination
Vaccination against Tetanus is highly recommended for all participants in University field activities. Vaccination against
other diseases should be considered where appropriate.
7.6 Remote First aid
7.6.1 All field trips to remote areas should have at least one first aider. If there is more than one first aider on the field trip,
then wherever practicable, the first aiders should not all travel in the same vehicle. There should be suitable first aid kits
supplied for each vehicle.
7.6.2 If field workers are working away from the main group they should be issued with a personal first aid kit and means of
communication with base camp.
7.6.3 Additional remote area first aid training is available for first aiders who are working remotely. Contact the OHS Unit for
further information.
8

EMERGENCY PROCEDURES
8.1 Organisers/Supervisors of field activities should take the precaution of planning strategies for dealing with emergencies
eg. Bushfire, flood, major accident, medical emergency, threat to security, etc. The supervisor of a field activity must ensure
that immediate and proper action can be taken for an injured person. They must ensure the well being of the rest of the
group, obtain the necessary assistance and make appropriate contacts with the relevant personnel.
8.1.1 In country or remote areas, in particular, the supervisor should know the whereabouts of local emergency support
agencies, eg Police, Ambulance, Hospital, Park Ranger, CFS and have their telephone numbers or radio call sign.
Preferably all staff on the field activity should have this information.
8.1.2 An Emergency Contact person should be available at all times. The contact person should know names and phone
numbers of all in the group and have full itinerary details. The University Security section may be able to co-ordinate
contact in an emergency, and enquiries should be made directly with the Manager.
8.2 Bushfires
8.2.1 A School/Division planning field activities during the Fire Danger Season must inform, in advance, the nearest CFS
Brigade, and where appropriate Forestry SA office or National Parks and Wildlife office, of the dates for the planned
activities in their area.
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8.2.2 Supervisors need to be aware that on the days when the CFS declares a Total Fire Ban ,Forestry SA will close all
forests and the State Bush Fire Co-ordinator may close the National Parks to the public.
8.2.3 All University staff, students and visitors must comply with any directions given by local authorities. At all times any
fires and open fireplaces must be used in accordance with state and local requirements.
8.2.4 Supervisors must have communication equipment (refer to section 9) to be able to contact CFS in case of an
emergency and have appropriate the fire suppression equipment.
8.2.5 Supervisors must ensure that they do no by actions or omissions endanger themselves or those in their care, for
example being caught in a bush fire, starting a fire or not complying with authorities directions to evacuate an area.
8.2.6 For further information contact CFS or refer to www.cfs.org.au
8.3 Environmental Conditions
8.3.1 Terrain must be taken into account when planning field trips. Participants must be fully aware of what to expect and
be suitably prepared.
8.3.2 Weather conditions must be monitored at all times, particularly in remote areas.
8.3.3 Maps of suitable scale and navigation systems should be provided both for the group as a whole and for vehicles or
small groups working away from the main group. Back up systems such as compasses may also be necessary. Field
personnel must be adequately instructed in the use of all navigational aids.
8.4 Remote Emergency Procedures
8.4.1 The risk assessment of the fieldwork must include a section that outlines the procedures to be followed in the event of
an emergency, e.g. injury, rapidly deteriorating weather conditions or a natural disaster.
8.4.2 The need for appropriate escape plans must be assessed to allow withdrawal of the group or individuals to safety.
8.4.3 In remote areas the local police or the Park Ranger should know the itinerary and emergency contact details.
9

EQUIPMENT
9.1 In many outdoor activities, the most important aspect of safety is the appropriate choice and use of equipment.
Equipment must be of approved design (ie. meet Australian Standards as a minimum) and suitable quality. Considerable
care must be given to inspecting and maintaining essential safety equipment. All electrical equipment must be electrically
tested annually and visually inspected prior to each trip. The supervisor must ensure that participants are given appropriate
information concerning any clothing and equipment necessary for health and safety prior to commencing the field activity.
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9.2 On all field trips, certain clothing and equipment is considered essential for personal and group safety. This is
particularly so when venturing into extreme climatic conditions. Participants must ensure that they have adequate personal
clothing, and that all necessary equipment has been included for the trip. The supervisor must be aware of the possible
breach of their duty of care should they allow a person to participate in a field activity without essential safety equipment
where the wearing of such equipment has been clearly advised as essential.
Safety equipment may include the following:
• hard hats
• safety vests
• safety glasses or goggles
• hearing protection
• respiratory protection
• steel capped boots
Any non-essential protective clothing is the responsibility of the participant. This should be appropriate for the activity and
may include:
• hat
• sunglasses
• sunscreen
• windproof/rainproof jacket
• waders
• gum boots
10

COMMUNICATION
10.1 If a safety or health problem arises during fieldwork, its potential severity may be minimised if effective communication
facilities are in place. Communication must be provided between the participants and the school/division or a nominated
communications base.
Depending on the location of the fieldwork any of the following may be applicable:
• public phone
• mobile phone (GSM, CDMA)
• citizen band (CB) , (UHF) radio
• state-wide mobile radio
• radiophone (HF) Flying Doctor
• marine radio (VHF)
• distress flares
All field personnel should be adequately instructed in the use of field communication equipment.
10.2 Remote Communications
10.2.1 Field personnel should make contact with either the School/Division or a nominated communications base on a
regular pre-arranged basis. Communication should be organised for fieldwork in remote areas and radio users should
report in the appropriate manner.
10.2.2 All users of outpost radio services such as the Royal Flying Doctor Service (RFDS), require a licence from the
Australian Communications Authority (ACA). The ACA also provides the licensee with a call sign to identify calls made from
the radio.
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10.2.3 The RFDS may be voice called for advice or Emergency assistance within operating hours. Emergency call facilities
are available 24 hours from the HF radio alarm call button. Several HF radio service networks provide direct dial telephone
access Australia wide. All services including emergency organisations can be contacted via public telephone system.
10.2.4 Satellite phones offer an alternative option for communications while travelling in remote locations. They can be
used just like a normal telephone and can be accessed anywhere in Australia.
11

ALCOHOL
11.1 All persons involved in University field activities have a responsibility to ensure that they are not, through the
consumption of alcohol or a drug, in such a state as to endanger their own safety or the safety of others. The University
recognises that in the past alcohol has been a contributory factor in accidents and incidents in the field and encourages
schools and faculties to emphasise a responsible attitude to alcohol consumption. Rules relating to the use of alcohol
should be incorporated into an information notice distributed to participants. Refer to the university Drug and Alcohol Policy
for further information.

12

PROVIDING INFORMATION
12.1 Information Notice
12.1.1 When field activities are organised it is a legal obligation to provide information to ensure that those involved are safe
from injury and risks to health. One method of providing information is to draw up a notice incorporating all the relevant
details of the activity. This should include the following:
• dates and times
• transport arrangements
• safety procedures
• student responsibilities
• first aid information
• essential safety equipment
• vaccinations recommended
• personal needs list
• catering details
• accommodation details
• smoking rules
• alcohol rules
• cost involved
12.1.2 Schools/Divisions are advised to document “in-house” policy and rules relating to fieldwork, and develop appropriate
disciplinary measures (eg exclusion from any future field activity). If the rules are clearly communicated, then there is a
reduced likelihood of having to implement such measures.
12.1.3 Briefing sessions should occur prior to commencement of the activity. It is at such sessions that the supervisor can
reinforce the appropriate standard of conduct and pertinent health and safety information.
12.1.4 A proforma Information Notice is attached as a guideline in appendix 3.
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12.2 Acknowledgment Form
Notices distributed to participants must incorporate a form that the participant signs and returns to acknowledge receipt of
information. The form could include information provided by the participant on medical conditions, medication, or special
dietary needs. A contact person in case of ill health or injury should also be obtained. Acknowledgment forms should be
kept in the Schools/Divisions for a minimum of one year, after which they should be destroyed.
A proforma Acknowledgment Form is attached as a guideline in appendix 4.
12.3 Confidential Health Counselling
Any student or staff member can approach the Parkland Medical Practice if concern exists for their health and safety
before, during or after any field activity. Concern may arise, for example, as a result of a pre-existing medical condition or
other private matter. Confidential health counselling will be provided by staff in the Parklands Medical Practice. In cases
where concern exists the medical officer, after full consultation with the individual concerned and having gained written
permission, will notify the supervisor/ organiser of a field activity. An appropriate disclosure form will be available at the
Parkland Medical Practice. An example of the disclosure form is attached in appendix 5.
13

ACCIDENT REPORTING
13.1 It is a legal requirement that every accident/injury to University employees, students, visitors or volunteers must be
reported irrespective of its seriousness. The University's yellow accident/incident and reporting form must be used for
reporting accidents or injuries occurring in the field. All incidents must be investigated by the supervisor so that critical
elements are identified which may result in preventing a recurrence. The report form must be signed by the person
involved, the supervisor and the Head of School/Division before being forwarded to the OH&S Unit as soon as possible.
13.2 Notifiable Injury/Dangerous Occurrence
All notifiable injuries or dangerous occurrences must be reported to the Occupational Health & Safety Unit (OH&S Unit) as
soon as practicable. The Unit will then notify Workplace Services, Department of Administrative and Information Services
(DAIS) according to legislative requirements. DAIS will then inform the unit of any other relevant government departments
who may also need to be notified (eg ETSA). For further information please refer to the university accident/incident
reporting & investigation procedures.

14

INSURANCE
14.1 Staff
Employees of the University are covered under the provisions of the Workers Rehabilitation & Compensation Act (1986).
Details can be obtained from the OH&S Unit.
14.2 Students
Students, including postgraduate students, are not insured by the University for personal injuries, unless the University is
legally liable for such injuries under its Public Liability insurance as a result of its negligence. However, accident insurance
to cover medical expenses is available to all students who have paid a Student Union fee. Details can be obtained from the
University Sports Association.
14.3 Volunteers
Voluntary workers engaged in voluntary fieldwork organised or authorised by the University are covered by personal
accident insurance the details of which are available from the University
Insurance Officer.
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14.4 Vehicles
University vehicles are covered by a comprehensive motor vehicle insurance policy. Private vehicles are the responsibility
of the owner.
14.5 Equipment
University equipment is insured against loss or damage when used in the field. Claims for damage, loss or theft can be
made through the University Insurance Officer.
14.6 Public Liability
The University has a Public Liability Policy protecting it from claims by individuals for personal injury or damage to property
where the University is held legally liable for its negligence. This indemnity covers staff and students whilst carrying out
research and educational duties.
15

CONDUCT
15.1 All staff, students and volunteers are reminded that whilst on University-related field trips, all personnel are required to
comply with the University’s policy on “Conduct at the University- Staff and Students Rights”,
(policy located at http://www.adelaide.edu.au/hr/equity/policies/), which requires all personnel to:• treat each other with respect;
• treat the University environment and property with care;
• become familiar with and to follow all University policies and practices that are relevant to their field of study or work;
• observe their colleagues’ right to work and study in an environment free from discrimination and harassment in the
form of intimidation, threat and humiliation.

16

DISCLAIMERS
16.1 The University has been advised that the use of disclaimers may be helpful in minimising its exposure to legal action.
The effectiveness of a disclaimer comes down to whether or not it was brought to the persons notice and whether or not it
was understood. Despite the difficulties with the use of a disclaimer the University encourages schools and divisions to ask
participants to complete a disclaimer.
The disclaimer is of greater benefit if it is specifically related to activities outside of the realm of the organised educational
programme. A recommended disclaimer is incorporated in the proforma Information Notice in appendix 3.

17

REMOTE AREA FIELD WORK
17.1 General
17.1.1 It is the responsibility of the Head of School/Division and the supervisor to ensure that adequate safety procedures
are adopted when fieldwork is carried out in remote areas.
17.1.2 No person should undertake remote area fieldwork without notifying their School/Division prior to departure. A list of
all personnel involved should also be submitted. For remote area fieldwork involving undergraduate students, an
Information Notice and Acknowledgment Form must be completed.
17.1.3 No one should work alone on fieldwork in a remote area without making daily contact. A call in schedule is to be
arranged (eg for a set time each day). It is highly recommended that at least three people are involved in work in remote
areas so that if an accident occurs, one person is available to attend the injured party while another person notifies
emergency services.
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17.1.4 All field parties should leave a written itinerary or a map indicating the working area with their school/division, or a
designated contact person, prior to departure.
17.2 Vehicles (applies to all 2WD and 4WD vehicles)
17.2.1 All vehicles travelling outside the metropolitan area must carry an appropriate first aid kit (refer to appendix 2), a fire
extinguisher and be equipped with adequate water containers. The vehicle should be equipped with spare wheel, wheel
changing equipment and manual supplied by the manufacturer. The vehicle cargo area must be separated from the
occupants by an approved cargo barrier. Vehicles towing trailers must not exceed the vehicle manufacturers rating or the
load rating for the trailer.
17.2.2 All vehicles travelling in remote areas must carry appropriate tools and other equipment (see appendix 7) and spare
parts commensurate with the remoteness of and facilities within the area of operation. A system of checking spare part kits
must be developed.
(Note: any vehicle may already be equipped with various combinations of the above items and options: staff should use the
most appropriately equipped vehicle available, consistent with the needs of the planned trip.)
17.2.3 Refer to appendix 7 for details of specialised equipment for 4WD vehicles and remote location work.
18

SPECIAL FIELD ACTIVITIES
18.1 Some field activities will require special precautions to ensure the health and safety of those involved. Some activities
will also require participants to be certified to conduct such activities. Activities may include:
• boating
• canoeing
• SCUBA diving
• snorkelling
• bushwalking
• caving
• explosives handling
• cliff walking
• rock climbing
• use of high voltage equipment
• tractor driving
• farm work
• use of firearms
Supervisors should ensure that appropriate safety arrangements for such activities are organised well in advance. All inhouse safety procedures must be documented and distributed appropriately.
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19

RESPONSIBILITIES
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Role
Senior Managers

Responsibility
To ensure that the University meets all of its obligations in the area of OH&S
management.

Head of School or Manager,
Administrative Unit

For adequate resources for effective fieldwork management in their area of
responsibility and monitor its effectiveness in preventing injury and ill health.
Specifically they must ensure that their area has a planned program of
identification, assessment and control, and is fieldwork activity, to meet
legislative requirements and policy objectives.
Must make sure that all staff and students who involved with fieldwork activities
are trained in accordance with the level of risk.

Organiser

• The organiser of any University field activity should consider the possible
hazards that may be encountered during the activity and incorporate
appropriate strategies to minimise risks to health and safety.
• Organisers must ensure that the responsibility for health and safety is
communicated to all participants and appropriate information provided.
• A checklist for organisers of University field activities is provided in appendix
1.

Supervisor or delegate

The supervisor is responsible for the health and safety of students, employees
or others involved in the field activity. The
supervisor must be suitably qualified and/or experienced for the
task. The degree of supervision required is dependent on the nature of the field
activity. Hence, there is an important need to establish appropriate ground
rules for supervision before the commencement of any field activity.
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19

RESPONSIBILITIES
Role
Staff
Member/students/volunteers
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Responsibility
• Must work safely in the field, taking reasonable care to protect their own
health and safety and that of fellow workers and participants.
• They must use any equipment provided and obey any instructions given for
health and safety purposes as far as is reasonably practicable. All unsafe
working practices or hazardous working conditions must be reported
immediately to the appropriate supervisor.
• Participants must read any notices produced which relate to the field
activity, attend any briefing sessions and return any required forms to the
organiser or nominated officer.
• Statute 12 of the University of Adelaide allows for the dismissal of
a student who is disrupting a class, and may be applied during any
University field activity. Schools/Divisions must make it clear to students
that this option is available to the supervisor, particularly where there is a
disruption that affects the health and safety of the student or others. If sent
home in these circumstances, the student should incur all travel costs.
Similar action may be taken against any employee or volunteer who
endangers the health and safety of other participants.
• Under no circumstances are students or staff permitted to bring children
on field activities unless they can satisfy the Head of School/Division that
they can adequately account for supervision, safety and emergency
situations (refer to the University Children on Campus Policy for further
information).
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APPENDIX 1
SAMPLE CHECKLIST FOR THE ORGANISER OF A UNIVERSITY FIELD ACTIVITY
Have the following been done?
Informed the Head of School/Division and gained approval for the activity.
Developed an Information Notice for distribution to all participants.
Included information on activities considered to be outside of the organised programme and to which the
disclaimer (if included) might apply.
Considered and communicated the rules for alcohol and other drugs.
Considered and communicated the method of dealing with disruptive behaviour.
Attached an Acknowledgment Form to the Information Notice.
Nominated a person to whom completed Acknowledgment Forms are to be returned.
Provided adequate time for a participant to obtain confidential health counselling. (At least two weeks).
Discussed any concerns for health and safety any participant may have either directly
with the participant (if information freely given) or with a member of the Parklands Medical
Practice.
Arranged appropriate transport: buses, university vehicles, private vehicles, or other transport.
Arranged appropriately licensed drivers for vehicles.
Considered the appropriate level of supervision necessary for all circumstances.
Developed a method of briefing all supervisors on their responsibilities and obligations.
Identified what equipment is required, including essential safety equipment.
Considered first aid requirements, arranged provision of appropriate first aid kits and ensure a qualified first
aider is included in the field trip.
Considered vaccination requirements.
Arranged permission and/or permits for access or entry to field sites.
Notified local authorities of field activity
Checked any local restrictions (fire, access, etc)
Planned appropriate emergency procedures.
Developed communication protocols for remote area field activity.
Arranged to provide contact and communication information with a nominated person in my School/Division
eg Health and Safety Officer.
The above checklist is a guide only, further information is provided in the guideline is available from the
OH&S Unit.
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APPENDIX 2
REQUIRED CONTENTS OF FIRST AID KITS
Contents of basic and occupational and remote area first aid kits as set out in the Code of Practice for
Occupational Health and First Aid in the Workplace. Effective from 10 December 2010.
Basic and Occupational First Aid Kit
For an up to-date list please refer to url:
https://www.adelaide.edu.au/hr/ohs/docs/draft_first_aid_kit_contents_10_dec_2010.doc

Remote Area Module
This module should be additional to all first aid kits or first aid rooms, where a workplace is remote from available medical services.
For an up to-date list please refer to url:
https://www.adelaide.edu.au/hr/ohs/docs/draft_first_aid_kit_contents_10_dec_2010.doc
These are the minimum quantities recommended. Additional amounts may be added depending on the circumstances, isolation or
frequency of use. Optional extras are: water purification tablets; anti-diarrhoea tablets/mixture; an approved resuscitation face mask.
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APPENDIX 3
THE UNIVERSITY OF ADELAIDE
FIELD ACTIVITY INFORMATION NOTICE
(SAMPLE PROFORMA)
University guideline requires appropriate information to be passed on to participants concerning their involvement in any field activity.
Such information must be clearly documented on a notice similar to this and distributed to the participants with an Acknowledgment
Form. The Information Notice and Acknowledgment Form will provide a mechanism for participants to assess the requirements for
the field activity in which they will be involved and for the University to provide and receive information which will assist the safe
organisation of the field activity.
NAME:
FIELD ACTIVITY:
DATE(S) OF ACTIVITY:
SCHOOL/DIVISION:

ORGANISER/SUPERVISOR:

The information to be included on this form will vary depending on the type and duration of the activity, some guidelines for
organisers follow:
The University requires all participants in field activities to read the following information to ensure that they are aware of all
requirements and are safe, as far as reasonably practicable, from injury and risks to health.
DISCLAIMER
The University of Adelaide expressly disclaims all and any liability resulting in any actions, claims, demands, losses, damages, costs
and expenses, incurred by anyone or for which the University of Adelaide, its servants, employees, contractors, licensees and
invitees can become liable in respect of any damage to or destruction or loss of any property (real or personal) belonging to
whomsoever, or injury or illness (including death) to any person which may be suffered or sustained by reason of or arising out of the
activities undertaken in the field which are not part of the organised programme, whether or not such damage, destruction, loss injury
or death is caused or contributed to by the carelessness or negligence of the University of Adelaide, its servants, employees,
contractors, licensees, invitees, or some or any one of them.
Suggested information headings:
Purpose of field trip
General Information Special travel information Personal needs list Equipment information Names of supervisors
Rules relating to alcohol, tobacco and other drugs
First aid information
Exclusion policy for unsafe/disruptive behaviour
Catering information
Costs
Contact information in emergency
Accident insurance cover
Signature acknowledging understanding
The above list is not exhaustive and is a guide for organisers only. The list should include information concerning aspects of the field
activity which are considered outside of the organised programme eg private vehicle use, travel to a field destination organised by the
participant, accommodation in hotels/motels etc.
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APPENDIX 4
THE UNIVERSITY OF ADELAIDE
FIELD ACTIVITY ACKNOWLEDGMENT FORM
(SAMPLE PROFORMA)
University procedure requires this form is to be completed prior to all appropriate field activities by all participants (students, staff and
visitors) and returned to the organiser or designated officer prior to the commencement of the activity. Details of the activity are
provided to all participants on the Information Notice distributed with this form.
FIELD ACTIVITY:
DATE(S) OF ACTIVITY:
SCHOOL/DIVISION:
ORGANISER/SUPERVISOR:
I acknowledge that I have read the Information Notice associated with the above University field activity and shall not intentionally
cause concern regarding my safety and health, or that of fellow participants.
I understand that I may consult the Parklands Medical Service if I have concern regarding any pre- existing medical condition which
may affect my health and safety during or as a result of participation in the above activity.
The Parklands Medical Service provides a mechanism for disclosure of relevant medical information to a field activity organiser
provided written authority is obtained from the individual concerned.
Other relevant information (eg non-confidential medical information, special dietary needs, etc):

Note: Students are responsible for any medical costs resulting from participation in University field activities. Accident insurance is
provided for students and details are available from the Student Union.
FULL NAME: (print please)
SIGNATURE:

DATE:

EMERGENCY CONTACT: (name of a relative or friend who may be contacted in an emergency)
NAME:
TELEPHONE: Home
Business
RELATIONSHIP:
Please return signed form to the organiser or designated officer.
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APPENDIX 5

THE UNIVERSITY OF ADELAIDE
FIELD ACTIVITY MEDICAL INFORMATION DISCLOSURE FORM
(SAMPLE PROFORMA)
I
(insert participants name)

give permission for
(insert Medical Officers name)

to contact
(insert organisers name)

concerning my health and safety during or as a result of participation in the following field activity:

FIELD ACTIVITY:

DATE(S) OF ACTIVITY:

SCHOOL/DIVISION:

I acknowledge that there may be a need for the field activity organiser nominated above to discuss with the member of the Parklands
Medical Service my involvement in the above field activity.

SIGNATURE:
DATE:
Note : Parklands Medical Service is located in the Horace Lamb Building on North Terrace Campus.
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APPENDIX 6
CONTENTS OF BASIC TOOL KITS
Basic
2 X “D”Shackles (4.2 Tonne)
Screwdriver Set (blade type) (4 sizes, including stubby)
Screwdriver Set (Phillips Head) (4 sizes, including stubby)
Stanley Spanners (# 65555, 65523, 65524, 65542, 65549)
Trouble Light
Electrical insulating Tape
Vice Grip locking pliers, medium size (1 pair)
4-way wheel brace
1 pressure-pack can RP7 or equivalent dewatering/lube fluid
Hessian bag or groundsheet
Waste Rag (for wiping hands, cleaning components)
Shifting spanners (150mm, 300mm)
1 X 10mm open/ring spanner (if vehicle fitted with HF Radio
Antennae)
Roof Bar shovel Clamp screws (where fitted)
Roof Bar key (where fitted)
Jumper Leads 200A
Type Pressure Gauge (dial type)

HSW Handbook
Authorised by
Warning

Field Activity Guidelines
Effective Date:
11 February 2010
Vice Chancellor and President
Review Date:
February 2013
This process is uncontrolled when printed. The current version of this document is available on the HSW Website.

Version 1.1
Page 17 of 19

Health, Safety and Wellbeing Handbook

APPENDIX 7
General 4WD Equipment
All vehicles should:
• have appropriate maps for the region. Trip members should be familiar with the operating of a compass or other
navigational aids including GPS and their use relating to maps.
• have an occupational first aid kit with remote area additions inline with the intended trip.
• have a suitable fire extinguisher(1 kg dry powder) should be fixed in an approved location inside the vehicle.
• have the Vehicle Manufacturer’s toolkit, jack, wheel brace (etc) and owner manual.
• Additionally a jack base plate and wheel chock are recommended.
• be fitted with a cargo barrier and suitable load fastening points. Consideration may be given to an up graded
suspension kit where appropriate(Given that 4WD vehicles tend to carry heavy loads).
• (if towing) be equipped with suitably-rated towing equipment (towbar and upgraded brakes if necessary) to match the
rated vehicle capacity and mass being towed.
Off-road 4WD Equipment (including paddocks, unsurfaced roads, tracks and beaches)
For increased safety and ease of recovery a companion vehicle is suggested for long outback trips or where difficult conditions may
be encountered. All 4WD vehicles required for off-road activities should be equipped with basic vehicle recovery equipment :• Exhaust jack ( “Bull Bag”); with protection mats or “Hi-lift” jack and wide base plate (The hilift jack should be fixed to
the vehicle when not in use);
• Long handled shove and work gloves;
• Axe or a chain saw is recommended for forest country (please note that staff and students are required to be
competent in this equipment before use);
• Snatch Strap with air brake device (blanket, tarp etc) and suitably load rated shackles;
• Towing points front and rear fixed with high tensile bolts. Alternatively high quality towbars and the draw mount pin
can be used as a tow point. High quality roobars may be used where reinforced eyelets for shackle connections are
provided;
• Basic toolkit (see appendix 6) in addition to toolkit supplied by manufacturer and working light;
• Poly tarpaulin (for use as groundsheet, wading sheet or air brake for Snatch Strap);
• Wheel chocks; jumper leads;
• UHF radio is recommended for convoy work, contacting local landowners, fellow travellers or
using the vehicle as a base to contact locally dispatched field groups working with handheld UHF
radio;
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4WD Equipment for Remote Area Work
Communication system with 24 hour contact available by the mobile from any location. The system should be preferably backed
up with another system or similar from a companion vehicle. Satellite phone, HF radio phone, Flying Doctor or other radio
networks and user information guide/manual.
Global Positioning System and backup compass.
Vehicle winch (manual winch or vehicle-mounted electric or hydraulic winch), tree protector and winch extension straps.
Dual battery system (to power auxiliary equipment and as back-up to the vehicle’s main battery).
Emergency Positioning beacon (EPIRB).
High volume tyre-pump (preferably permanently fitted to vehicle) and hose; tyre pressure gauge 4-way wheel brace and a
second spare wheel complete.
Additionally, consideration should be given to packing a tyre repair kit including tyre removal tool (bead breaker), mallet, tyre
levers, valve removal “key” tool, plugs, patches and spare tube.
Long range fuel tank.
Exterior and/or interior mounting points for jerry cans (fuel & water) (where possible avoid loading spare fuel cans inside the
vehicle) and a fuel siphon hose (or funnel);
Comprehensive Tool Kit (contact Earth Environmental Sciences for example list)
Additional vehicle spare parts, such as radiator hoses, fan belt/drive belts, globes, fuses, fuel filter, spark plugs, oil and fluids,
trailer coupling parts and spares.
The driver should consider stashing a spare key externally on the vehicle.
Additional equipment pertinent to operating conditions may include suspension package, snorkel, roobar, spare wheel carrier,
roof bar, rack system and tyres to suit conditions. Good planning for vehicle options will provide for mounting points for radio
aerials, sand flag, lights shovel, jack and jerry cans. Extra recovery equipment including snatch straps, extension straps snatch
block, drag chains, star pickets may be required for difficult conditions.
The vehicle should be self sufficient, and carry adequate water supplies.
Note:
1. Any vehicle may already be equipped with various combinations of the above items and options: staff should use the most
appropriately equipped vehicle available, consistent with the needs of the planned trip.
2. A system for checking equipment should be developed by the vehicle driver.
3. Travel with at least one other companion vehicle and share the load.
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