ABP Faculty Field Trip Reporting Arrangement and Emergency Contact procedure


1. Reporting Arrangement

Requirement: Section 1 of the Field Work Plan requires that “Department/local area arrangements must be in place so that emergency procedures can commenced where reporting arrangements are not met”.

1. Emergency Contacts

Requirement: Section 3.1 of the Field Work Plan requires the provision of “Name(s) of emergency contact University of Melbourne staff member(s) who has a copy of this plan and will set in place emergency plans.” 

The purpose of this document is to propose the emergency contact and an emergency procedure for a field trip undertaken within ABP.

Based on consultation with Health & Safety colleagues in the faculties of MDHS and Science the following approaches are proposed:

Proposed Emergency Contact

1. the Emergency Contact(s) is the supervisor of the field trip leader.
2. the Emergency Contact must have a copy of the field work plan.
3. the Field Trip Leader will contact the Emergency Contact at agreed times and if communication fails, the Emergency Contact must escalate the situation to emergency services.


Proposed Emergency Procedure

Emergency Contact(s) details are listed in the Field Work Plan. 

The Emergency Contact expects reporting messages at agreed intervals/times.

The Emergency Contact must initiate the emergency procedure by:

1. Notifying emergency services by calling 000.
1. Informing their supervisor and the Faculty Dean
1. Submitting a Health and Safety incident report via the University’s online incident reporting system.

As far as it is reasonably practicable, the Field Trip Leader and the Emergency Contact must be available for contact 24 hours a day for the duration of the field trip.
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