Field Trip Details Form

Original should be taken on trip. Copies to be lodged with Main Office & person nominated on this page 

	Vehicle Copies Made
	
	Copy Lodged With Main Office
	


	Destination:
	

	Departure Date & Time:
	

	Return Date & Time:
	


Vehicles

	Registration
	Driver 1
	Driver 2*
	Driver 3*

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*Nominate additional drivers if driving time is greater than 5 hours

Communications

	Type

(Sat Ph/Mobile/UHF Radio)
	Mobile Number
	Who has it?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Proposed itinerary

A copy of the itinerary must be attached to this sheet.  Include estimated times of departure, arrival at sites, en-route rendezvous points, and time of return.  A map(s) should be provided showing location of field sites.  

Appendix – Fieldtrip Plan – return details
Copies to be lodged with Main Office & person nominated on this page ‘Communication on Return’

Original should be taken on trip.

Communication on Return 

On return from the field trip as specified on the previous page, the following person/s will be contacted.  

	Name:
	

	Address:
	

	Telephone:
	

	Mobile:
	


Deadline Failure

If contact is not made by the specified time, the procedures below should be followed:

	

	

	

	

	

	

	

	

	

	

	

	


Emergency Contact Numbers

Police, Fire, Ambulance
000

Police Search and Rescue Squad
(03) 9537 1006

   Outside Metropolitan area (Freecall)
1800 815 257

Water Police / Rescue Coordination Centre
9534 7361

Victorian State Emergency Services
(03) 9696 6111

Poisons Information
13 11 26

CFA Fire Restriction Information
13 15 99

Melbourne University Security
 (03) 8344 6666

School of Earth Sciences

(03) 8344 7675

Appendix – Fieldtrip Details - Participants

Copies to be lodged with Main Office & person nominated on previous page ‘Communication on Return’.  Original should be taken on trip.

Please list all staff & students attending.  Add extra pages if required.  All participants should complete a 'Medical Questionnaire & Authorisation' (Original should be taken on trip).  First aiders should be identified.  

	Name
	Staff / Student Number
	Medical Q/s*

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


*Medical Questionnaire with emergency contact information has been completed.  

Appendix – Fieldtrip Risk Assessment

Copies to be lodged with Main Office.  Original should be taken on trip.

Strike out or add other identified hazards where applicable.  

	Hazard
	E
	P
	C
	ExPxC

	1.
Lost personnel
	
	
	
	

	2.
Bushfire
	
	
	
	

	3.
Snake bite
	
	
	
	

	4.
Weather
	
	
	
	

	5.
Injuries
	
	
	
	

	6.
Vehicle accident
	
	
	
	

	7.
Vehicle breakdown
	
	
	
	

	8. 
Medical
	
	
	
	

	9.
Chemicals
	
	
	
	

	10.
Rock faces
	
	
	
	

	11.
Hammering
	
	
	
	

	12.
Mines
	
	
	
	

	13.
Other
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix – Fieldtrip Details

Risk Assessment

 Rating the Risks

	Exposure

(E)
	
	Likelihood

(L)
	
	Consequence

(C)
	
	Risk Score

(ExLxC)

	continuously, many times daily
	10
	Almost certain – the most likely outcome
	10
	Catastrophic, multiple fatalities, permanent extensive environmental damage
	100
	>600 very high
300-599 high

90-299 medium
<90 low

	Frequently, once daily 
	6
	Not unusual – perhaps 50:50 chance
	6
	Disaster, fatality, permanent, local damage to environment
	50
	

	Occasionally, once per week or month
	3
	Unusual but possible – e.g. 1 in 10
	3
	Very serious, permanent disability/ill health, non-permanent environmental damage
	25
	

	Infrequent, once a month or once a year
	2
	Remotely possible
 

- e.g. 1 in 100
	1
	Serious, non-permanent injury or ill health, adverse effect on environment
	15
	

	Rare, has been known to occur
	1
	Conceivable – has never happened in years of exposure, e.g. 1 in 1000
	0.5
	Important, medical attention needed, off-site emission but no damage
	5
	

	Very rare, not known to have occurred
	0.5
	Practically impossible – not to knowledge ever happened anywhere, e.g. 1 in 10000
	0.1
	Noticeable, minor cuts/bruises or sickness, small loss of containment, no off-site consequences
	1
	


1. Lost personnel:  Roll call before leaving area.  Ensure roll-call at regular, strategic times.  Maps of area provided.  Briefing prior to field work.  Remain in close communication with others at all times. Always work in groups of 2 or more.
2. Bushfire: Only light a campfire when it is safe to do so. Keep a close eye on the fire and keep it under control; ensure fire is properly put out. Observe fire bans. Provide itinerary to relevant park ranger when entering a fireprone area during the fire season. Be aware of scheduled fuel reduction burns which are done outside the regular fire season. Monitor weather conditions daily.  Do not allow smoking in the field.  Staff should be familiar with area.  Avoid field trips on days of total fire ban.  Check with CFA (1800 240 667) or Dept of Sutainability & Environment (DSE) Fire and other Emergencies info page at www.dse.vic.gov.au. 
3. Snake bite:  Be aware of where and when snakes are particularly active; avoid moving in such areas and at such times wherever possible (usually along water, October-May in Victoria). Watch your step, in particular when crossing over logs. Have adequate number of current first aiders.  Ensure all participants are briefed on first aid for snake bite (compression bandage, keep casualty quiet, do not wipe bite site, seek medical attention asap).  Field first aid kits in all vehicles, small Hiker’s kits (and extra compression bandages) carried in field.  
4. Weather:  Be aware of likely weather conditions.  Participants to be advised about appropriate clothing before trip.  Boots with ankle support mandatory; supervisors may not allow people in sandals or thongs off the bus. In hot, sunny weather, bring hat, wear long-sleeved shirt, use sunscreen and take plenty of drinking water.  Recommend sunglasses are worn.  In the mountains, be prepared for any kind of weather and sudden changes. Monitor weather conditions daily.  Field first aid kits in all vehicles.  
5. Injuries:  The most common injuries in fieldwork situations are cuts, bruises, rolled ankles, allergic reactions to local plants/animals and, occasionally broken limbs. Blisters and mossie bites can also be a nuisance. Major injury is probably best avoided by moving carefully and thoughtfully. Good sturdy footwear (comfortable hiking boots) is a must in rugged conditions. Field first aid kits in all vehicles, small Hiker’s kits carried in field.  Wear appropriate PPE (hard hats) in areas where there is a risk of rock falls.  
6. Vehicle accident:  Rental minibuses should have seatbelts. Organise rendezvous points or contact times en route. First Aid kits in vehicles. 
7. Vehicle breakdown: Ensure vehicle is well-prepared (oil, water, air pressure, pumped spares, car in good condition). Organise rendezvous points and times.  Earth Science vehicles have RACV membership; this entitles us to roadside assistance from RACV equivalents in all other states and territories. 
8. Medical:  Ensure any medical conditions are assessed.  Medical Information and Authorisation Form  (available Front Office or School website). Completed and lodged with Main Office and trip leader.  Any necessary precautions should be taken prior to trip.

9. Chemicals: hazardous substances (chemicals, compressed gases) must be carried in a safe manner, following the Australian Dangerous Goods Code 6. Chemicals should be packed to ensure segregation, with protection (to people and the environment) from spills in the case of an accident.  Copies of Material Safety Data Sheets should be taken with the chemicals, and any special requirements considered in your risk assessment.  Waste - Bring all hazardous waste back to the University for disposal, especially chemicals.  Do not allow any hazardous waste to enter watercourses and do not bury any waste.  Spills - Take all possible care to avoid spills of hazardous materials (especially fuel). 

10. Rock Faces/Coastal Outcrops Seek alternative, less dangerous outcrop if possible. Do not climb rock faces or throw rocks or objects over cliffs.  Stay well back from cliff edges as the edge may give way.  When approaching a rock face, always look up to check if there are loose rocks which could fall.  Exercise great care in shoreline areas when there is a swell.  Wear hard hats.

11. Hammering Only use a geological hammer for hammering in the field.  Ordinary hammers can fragment and injure yourself and others. Wear safety glasses. Exercise care near others.  

12. Mines Only enter mines under the direct supervision of the mine operator.  

13. Other

	

	

	

	


