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	health & safety
aBP - Fieldwork plan



A fieldwork plan is required for ALL fieldwork activities to ensure safety and organisation. If the fieldwork activity has a medium to extreme inherent risk, a fieldwork risk assessment is also required in addition to this fieldwork plan. 
Please read the Fieldwork guidelines prior to completing this plan. All fields with an asterisk (*) are required to be completed.
You may consult a Health and Safety Representative (HSR) when completing your fieldwork plan and risk assessment. For Faculty of Architecture, Building and Planning, the current HSRs are: (please tick the name(s) of the HSR if consulted).  
☐ Andrew Martel (Glyn Davis Building)       ☐ Xavier Cadorel (Baldwin Spencer Building)       ☐ Jet Bakker (Professional staff) 
PRIVACY STATEMENT: Personal information shared with the University is subject to the University  Privacy Policy (MPF1104). 
Fieldwork Description and ITINERARY
	Subject Name and Code*
	

	Studio Name (if relevant)
	

	Subject coordinator Name*
	

	Destination*
Key locations, specific sites, accommodation, including one-off field trips
	
	Select the type of location* (tick boxes):
☐ Urban/suburban              ☐ Rural                   ☐ Remote
☐ Construction site              ☐ Interstate          ☐ Overseas

	Fieldwork Leader* 
Who is present and responsible during the trip? 
	Name:
Job title:
	Person completing this Fieldwork Plan*
	Name:
Job title:

	Fieldwork Leader competency/qualifications* to safely conduct the activity.
Examples:
· first aid training
· task-related skills 
· local knowledge
· previous trip experience
· existing relationship with the local community, etc.
	

	Description of activities* (e.g. physical activities at the sites)
Select all tick boxes that apply.

Provide details relevant to health and safety: less about lesson content.
	☐ Visit site – (external/internal), details: Click or tap here to enter text.
☐ Walking – urban (indoor/outdoor), details: Click or tap here to enter text.
☐ Walking – country (indoor/outdoor), details: Click or tap here to enter text.
☐ Hands-on activities, details: Click or tap here to enter text.
☐ Other activities, details: Click or tap here to enter text.

	Fire Authority District
	Choose your district	Fire district for non-Victorian location
	

	Fieldwork Start date*
	Click or tap to enter a date.	Fieldwork End date*
	Click or tap to enter a date.


	ITINERARY*

	Include the date and time of the fieldwork along with the expected location and check-in arrangements for each site. 
Attach any relevant supporting documents, such as maps, timetables, or flight itineraries, to facilitate the fieldwork process.
If overnight: include accommodation arrangements (remove if not applicable)
If multi-day: specify if different accommodation/locations/activities different days.
Include one-off events/excursions.


	Time/Date
	Fieldwork Sites and Accommodation Details 
	Check-in Arrangements 

	
	The field trip commences at xx:xx AM/PM at [location].

Accommodation: [Hotel/campsitename], [Address], [Sleep arrangements: single or shared room/tent]
	Example: [Field trip leader Name] to contact [Check in buddy Name] via text/email/alt channel at xx:xx time to confirm commencement of the trip. 

	
	If multiple days- Accommodation: Same as above or different

	[Same above] OR [details check in arrangements]
Example: [Field trip leader Name] to contact [Check in buddy Name] via text/email/alt channel at xx:xx time to confirm leaving for [destination].
Example: set SafeZone timer for the duration of travelling to [destination]

	
	
	

	
	
	

	
	The field trip ends at xx:xx AM/PM at [location].


	Example: [Field trip leader Name] to contact [Check in buddy Name] via text/email/alt channel at xx:xx time to confirm end of the trip.




[Insert rows for additional itinerary items]



	PARTICIPANTS

	estimated total participant numbers*: __________________

	PERSONAL FITNESS/MEDICAL preparedness*

	All participants have completed a Medical questionnaire for off campus activities or local health medical declaration stating they are fit to undertake the fieldwork activity:  Yes ☐ No ☐
Adequate supplies of prescribed medications should be carried, along with medical action plans and a buddy system for large groups or extended trips.

	PARTICIPANTS LIST*

	☐ Participants list is managed in a separate document, <insert document link here> OR (provide the document with your plan).

	#
	First name
	Last Name
	Status *
	Mobile Phone
	Emergency Contact Name
	Emergency Contact Phone
(Australian and/or overseas)
	Medical condition declared? (Y/N)

	1
	
	
	select	
	
	
	

	2
	
	
	select	
	
	
	

	3
	
	
	select	
	
	
	

	4
	
	
	select	
	
	
	

	5
	
	
	select	
	
	
	

	6
	
	
	select	
	
	
	



[Insert rows for additional participants]

* All personnel on UoM fieldwork activity must abide by UoM requirements and safety systems.  
UoM indicates the participant is a University of Melbourne staff member or student. 
Volunteer indicates a UoM volunteer.  
Non-UoM participants include collaborators and others involved in the trip who are not University of Melbourne personnel.  




Transport*
List the transport arrangements and associated requirements for the fieldwork. This will include to and from, and during fieldwork.
Whenever possible, use University or hired vehicles. University bears no liability for incidents arising from using private vehicles.
	 support system
	detail

	☐ Trip participants will meet at the site, individuals are responsible to organise their own transport.

	☐ Trip participants will arrange carpooling to the site.

	☐ A bus or coach is being chartered for this trip. Details:  [Company, contact details,  vehicle capacity]

	☐ Public transport will be utilised for this trip. Details: [Type, route]

	Name of driver(s)
	

	Driver training /licence requirements
Vehicle registration (if known)
	
	Type of vehicle
	☐ Road vehicle/car 
☐ UoM Fleet vehicle 
☐ Rental vehicle 
☐ Four-wheel drive
☐ Minibus/Coach
	☐ Bus
☐ Boat
☐ Bicycle
☐ Other – specify:
________________

	Fatigue management arrangements 
E.g.regular breaks, driver rotation, trip planning, driver training
	

	Vehicle checks 
E.g. (pre-departure visual inspection, seat belt usage and appropriate vehicle selection for the type of activity)
	

	Expected driving conditions
	Choose worst conditions expected
Is night driving required? Yes ☐  No ☐

	Other transport details, if applicable:
Specific considerations, or alternate forms of transport: boat, airplane, helicopter and other transport
	Other specific transport details: ____________________________________




Communication and navigation*
Take devices to enable communication with emergency services at all locations. Include contact numbers for phones and satellite devices. If a reliable internet connection is not available, print a hard copy of the Fieldwork Plan to take in the fieldwork activity.
	support system
	detail

	Person(s) responsible for communication*
	Primary: 
	Secondary:

	Main communication device/s*
How is field trip leader performing check-ins and communicating with local contacts?
How would emergency services be called?
How are participants communicating with each other?
	Mobile phone☐
Satellite communicator ☐
Marine radio ☐ 
SafeZone app ☐

	Personal Locator Beacon (PLB) ☐Emergency Position Indicating Radio Beacon (EPIRB) ☐
Other – specify _____________

	Maps and navigation tools*
To and from sites
While navigating isolated/remote environments
	Maps ☐ Compass ☐  Mobile phone GPS ☐  
Specialised satellite navigation ☐ 
Other – specify ___________________________________________

	Checking Electronic communication and navigation devices:
	Contact numbers:
Date to be checked and charged: Click or tap to enter a date.

	Persons trained in communication/navigation methods
	

	Other
	


First aid*
	support system
	detail

	Estimated number of total participants*
	

	Fieldwork locations proximity to medical help*
Medical Help: Includes general practitioners, medical clinics, urgent care clinics, or hospital emergency departments.
	☐ Close proximity (e.g. within 1 hour) – 1 first aider and 1 kit every 30 ppl.
(Suggestion: if your site is between 20min-1hr, consider additional first aider, could be existing resources from your fieldwork site.)
☐ Distant (e.g. 1-2 hrs) – 1 first aider and 1 kit every 16 ppl. 
☐ Remote (e.g. 2hrs or more) – see requirements in Fieldwork Guidelines

	Number of first aiders required for the field trip*
See Fieldwork Guidelines for first aid requirements.
	Example 1: two first aiders are required for this remote trip.
Example 2: two first aiders are required for the trip, the field trip leader is a trained first aider plus confirmed first aiders and kits at the site.

	Name of first aiders and their level of training (Provide First Aid, Provide First Aid in remote or isolated site)*
	Example: [Name] – Provide first aid – valid to dd/mm/yyyy
Example: [Name] – Remote first aid – valid to dd/mm/yyyy

	First aid kit (kit type, contents and any additional items required)*
	

	☐ Confirm the first aid requirement and kit will be reviewed by [Name or delegate] by dd/mm/yyyy upon receiving all information from the medical questionnaire*. 


Emergency* 
	

	UoM Emergency Contact* 
(for incidents and emergencies)
	Name:
Phone number:
	Check-in buddy* 
(for regular trip check-ins)
	Name:
Phone number:

	Emergency trigger time* 
(pre-determined periods for initiating emergency procedures if participants fail to return or to check-in.)
	Example: 30min/60min/2hrs/24hrs

	Local and onsite contacts (name, address, phone) *
Note: program contacts information into your communication devices.
	Police
	

	
	Medical Centre/hospital
	

	
	Emergency on-site contact (e.g., site manager, ranger)
	

	
	Other on-site contacts (e.g., accommodation/ landowner/collaborators)
	

	Communication device channels / contact number(s) (if not participant’s phone) *
	

	Emergency roadside assistance number(s)*
	UoM Fleet:1300 138 235
Other:

	Apps* downloaded to mobile devices and forecasts/watch zones checked and set up prior to departure:
	CFA (or local fire authority)  ☐       
	VicEmergency app with Watch Zone(s) set    ☐

	
	BOM      ☐
	UoM SafeZone app    ☐

	
	Emergency + App ☐
	Fires near me app (Australia wide): ☐

	Emergency response plans:  
	Examples: Bushfire preparedness, other extreme weather events,
medical events (including after-hours), 
specific considerations from medical action plans.

	Other considerations:
	Examples:
Contingency plans, re-routing, alternate activities



If reporting arrangements listed in Section 1. Details: The Itinerary have not met the agreed check-in time; it is recommended that the Check-in Buddy try calling the personnel below in the order listed. 
	Emergency contact Priority List

	1
	Fieldwork participant responsible for communication
	5
	UoM Emergency contact

	2
	Fieldwork leader
	6
	Fieldwork leader’s supervisor

	3
	Other participants
	7
	University Security (03 8344 6666 or via SafeZone app)

	4
	On-site contacts/accommodation host/landowner
	8
	Police/Emergency Services (000)



RISK ASSESSMENT AND CONTROLS*
	RISK ASSESSMENT

	ERMS (Enterprise Risk Management System)
Risk assessment* 
(select the one that applies)
Consider a unique risk assessment if templates don’t suit the activities being undertaken.

E.g. unique risk assessments are required if trip involves solo travel, isolated work, high risk activity, specialist activities.
	☐ Rating 1 – Metropolitan Melbourne Field Work Risk Assessment (ERMS No. 8404)
☐Rating 2 - Construction Site Field Work Risk Assessment (ERMS No. 8405)
☐Rating 3 - Rural or Regional Field Work Risk Assessment (ERMS No. 8341)
☐ Rating 4 –Remote Field Work Risk Assessment (ERMS No. 8323)
☐ Rating 5 – A unique Risk Assessment is established for this trip, 
      ERMS No: ______, Name of the risk assessment: ______________ 

	If a risk assessment template 
(Rating 1-4) is selected, complete your risk control action plan.
Not everything in the templated risk assessment will necessarily be relevant:

Highlight the key controls for your activities.

Include additional controls not mentioned in template if required.

See example in box.

	Example: Action plan to implement controls from Risk Assessment.
Relevant risk assessment for this fieldwork: Rural or Regional Field Work Risk Assessment (ERMS No. 8341). The following controls are to be implemented:
1. Students are advised to walk in pairs or stay in groups, and dress up appropriately for the weather.
2. Students who are driving must adhere to all road rules. Exercise caution especially in unfamiliar or remote areas. 
3. All participants are briefed on emergency response procedures and are required to download and set up SafeZone on their phone.
4. Safety briefing will be conducted for all participants prior to the field trip.

	Or attach a hard copy of the field work risk assessment if not entered into ERMS.  ☐ hard copy attached.


Note: If a reliable University server connection cannot be guaranteed, download a hard copy of the risk assessment in ERMS and attach to the field work plan.
Approval*
Authorisation of this Fieldwork Plan is usually the responsibility of the fieldwork leader’s supervisor or teaching subject coordinator.  Senior management approval is required for travel to high-risk destinations. See Travel to high risk destinations risk assessment. 

	Supervisor’s approval
	Name
	
	Date
	Click or tap to enter a date.
	
	Job Title
	





 PRIOR TO DEPARTURE* 
	SAFETY BRIEFING PRIOR TO DEPARTURE*

	A safety briefing has been/will be conducted with all participants:  Yes ☐ No ☐

Date conducted: Click or tap to enter a date.




	Copies of Fieldwork plan, risk assessment (for moderate to extreme inherent risk activities) and other relevant documentation have been sent to:

	[bookmark: Check2]Fieldwork Leader’s Supervisor ☐  Check-in Buddy ☐   UoM Emergency contact ☐   All participants ☐   H&S Business Partner ☐




	Extra WRITING SPACE
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