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Appendix 8

School of the Environment and Society

Safety Rules and Codes of Practice for Fieldwork 

This document contains the following sections:

Introduction

Local Rules

Rules for Fieldwork Risk Assessment and Safety Planning
Local Rules for Taught Fieldwork classes

Off-site activities – Local rules

Rules for Fieldwork Independent of Direct Staff Involvement

Rules when Visiting industrial sites, quarries and opencast sites

Codes of Practice 

Clothing and Equipment

Rural Field Work

Urban fieldwork

Additional Safety Rules During Fieldwork Independent Of Staff

Further guidelines apply to rural fieldwork

The Countryside Code
SOTEAS Local Rules for Work on the RV Noctiluca

Prior to sailing

Boat work

SOTEAS Local Rules for Small Boat Work
Prior to work

Boat work

Diving At Work
School Vehicle Regulations
Annex 1: FIELD PRACTICAL – declaration of attendance

Annex 2: Off-site Activity Cover page

Annex 3: Fieldwork Day Form

Annex 4: Journey Registration Form

Introduction

Fieldwork is defined as any practical work involving teaching or research which takes place outside of the Campus buildings. Voluntary and leisure activities are not included. All Health and Safety Acts and Regulations apply to Fieldwork, just as they do to activities on the Campus. In addition, there is the civil law of negligence whereby a person or organisation may sue another where there has been a failure to prevent a foreseeable or preventable accident. The nature of Fieldwork in the School varies widely from Urban 'Fieldwork' to Fieldwork on ice-covered mountains, and work at sea. 

These local rules and codes of practice are broken into two sections; those governing group and especially taught activities, and those additional rules and codes for when working independently of staff. 

In addition, every activity must be subjected to a risk assessment and the necessary SOTEAS Protocol Risk Assessment form completed.

There are additional forms specifically for field activities listed as Annexes to this document.

These are 

1. Declaration of attendance

2. Off-site Activity Cover page

3. Fieldwork Day Form
4. Journey Registration Form
Local Rules

Rules for Fieldwork Risk Assessment and Safety Planning
The following rules are for the forward planning and risk assessment of fieldwork. 
The procedures have been set out to clarify and identify the risks, and minimise the risks involved in fieldwork by appropriate forward planning and risk reduction measures. They must be implemented and be seen to have been implemented in the form of documentation. The following points should be noted:

1. Before any fieldwork course, a thorough assessment of the risks involved must be undertaken by the organisers and leaders. This is the responsibility of the person in charge of the activity. Booklets are available (on loan!), published by Universities' Safety Association, by the Association of University & College Lecturers, and by the CVCP.

2. The SOTEAS Protocol Risk Assessment form must be completed, as for any other activity.

3. Full details of the proposed programme must be given to all participants and the Head of Department, and lodged with the appropriate School Main Office.

4. A meeting should be held where all participants in the field course can be informed as to the particular hazards of the course, and the measures and actions they should take to reduce the risks.

5. All participants in the Fieldwork must be in possession of a copy of the Code of Practice and Safety Rules for Fieldwork. They should sign a document stating they have read and understood it. Although this has no legal standing, it does serve to underline the importance attached to safety.

6. All field courses must include someone qualified in First Aid (HSE approved). In the case of a short local urban fieldwork course, it is perhaps permissible to dispense with a first aider, but whenever possible, there should be at least one.

7. Be aware of the medical and physical limitations of all participants. A short confidential questionnaire must be completed by all students and staff before departure. These should be read by the leaders and appropriate planning made to cope with any problems that become apparent. The questionnaire should include contact names and addresses for use in an emergency and for this reason, these details or copies of the forms should be given to the appropriate School Main Office before departure.

8. First aid kits appropriate to the nature of the fieldwork must be carried by the leader(s) at all times. These are available on loan from the Occupational Health Centre.

9. Students must take and use the appropriate safety equipment and clothing. They must be barred from activities for which they are not properly equipped.

10. All accidents must be reported to the Head of Department immediately, with a statement of the action taken. There should be no public statement made by any of the party. Accident report forms must be filled in on return.

Local Rules for Taught Fieldwork classes

Off-site activities – Local rules

1.  Nature of the Environment

A field course group is defined as at least one member of staff and at least 5 students.  

Grading of Fieldwork activities.

· Length of Bus trip (time)

· Grade A: Site visit e.g. Zoological/Botanical Gardens, flat walk on path

· Grade B: Level hike for a short distance e.g.< 1 mile (~2km) on rougher terrain than Grade A

· Grade C: Hike over rough terrain e.g.: rocky shore, hill walk, salt marsh or a long distance.

2.  Relevant clothing

· Depends on current and forecast weather conditions but would usually include waterproof jacket and trousers and appropriate footwear that will provide ‘adequate protection’ according to the grade of the field trip. On some occasions Wellington boots will be strongly recommended.  Students who fail to turn up suitably dressed to a given field trip may be turned away: The final decision will be up to the Course-Organizer.
·  For grade A and B field courses: for every 15 students, 1 experienced member of staff plus 1 is required. However, for Grade A trips this ratio may be revised depending on the provision of supervision at the site. For Grade C trips a ratio of 10 students to 1 experienced member of staff plus 1 is required. At least one member of staff should carry an up to date certificate in First aid at work. In addition all non-qualified post-graduates should attend the University half-day First Aid course.

3.  Health of Participants in off-site activities

· All students will be required to read the information supplied concerning the nature of the field trip and sign a declaration that states that they are fit to attend and participate in the field-course activities. Students, who declare that they are unfit, must present medical evidence to this effect. (see communication details below)

· All fieldwork is potentially hazardous, and careless or irresponsible behaviour can lead to death or serious injury.  Any person who is considered to pose a risk to their own or the group's safety may be excluded from further fieldwork activities and/or dismissed from a field course.

4.  Emergency strategies

· A chain of command and first aid provision must be organized. Prior to each trip the whole group (demonstrators and students) must be informed of these arrangements (see appendix 6). 

· All staff and demonstrators, where possible, should carry mobile phones containing details of relevant numbers.

· Attached or enclosed in the First Aid Box will be details of what to do in an emergency: This will include: emergency telephone numbers, e.g. porters lodge, mobile phone numbers of supervisors present, transport company. Knowledge of areas of good and bad mobile phone reception is useful. A simple check at the site will ascertain whether there will be a problem.

5.  Communication of field course details to students.

· Details of the field course as indicated in sections 1, 2 and 4 above (and the relevant risk assessment) must be relayed to the students, before the trip, in a preliminary briefing.  Details should also be provided in schedules/handbooks/manuals that accompany the course, including a copy of the declaration of fitness that they will be expected to sign.  In addition, a copy should also be made available on the relevant year notice board for each field trip. Once details have been explained in the briefing a declaration form should be issued to each student. Forms will be collected immediately prior to boarding the relevant transport. Students making their own way to the site must inform the course coordinator in advance, and return their fitness declaration forms before departure.

· A full list of all personnel expected to attend should be left at base e.g. Fulton House Porters/Hotel. An attendance register should also be taken prior to departure or at the site where applicable.

· On arrival at accommodation emergency escape actions must be included in induction briefings.
For reasons of safety, the following activities are banned on field courses.

1.
Climbing on steep rock faces and scrambling across scree slopes. Note that recently active quarry or open pit faces are particularly prone to instability and frequent rock falls.

2.
Descent of steep slopes located above quarry or open pit faces or sea cliffs.

3.
Close approach to quarry, open pit or cliff faces without the wearing of suitable protective headgear.

4.
Hammering of rock exposures or dislodging of rock material directly above other members of the group. This could also occur through the removal of plant material.

5.
Entry into mine workings or other excavations without the specific permission of the field leader who will have completed a SOTEAS Protocol Risk Assessment for such activity, and have permission of the land owner.

6.
Entry into closed embayments on rising tides.

7.
Walking across dangerous glaciers and snow or ice slopes, without specific instructions and equipment. Entry into ice caves especially at glacier snouts is forbidden.

8.
Foolhardy behaviour in any fieldwork situation.

9.
Indulging in any potentially hazardous activity when under the influence of alcohol or other drugs. Bear in mind the effects of excessive evening drinking can last well into the next day and that working at altitude or in extreme temperature can also affect behaviour.

It is not possible for field leaders to be in direct contact with every member of a student party at all times and indeed, students may from time to time be set independent project work (although this must always be close enough so as to enable contact to be readily maintained). It is therefore the personal responsibility of every student to avoid at all times any action that could cause personal injury or place other members of the field course or members of the public at risk of injury. 

Rules for Fieldwork Independent of Direct Staff Involvement

Additional rules cover independent or lone fieldwork:

1. All students should attend a field safety briefing.

2. Undergraduates are not permitted to work alone in the field. (At least two should work on related projects in the same area, two female students should not work together for safety reasons) All lone working is strongly discouraged.

3. Before going out into the field, students and their supervisors should conduct a risk assessment. 

4. Lone workers must each day, fill in and a leave a Day Work Form with a responsible person (usually the supervisor or the appropriate School Main Office), providing information such as departure, itinerary and return times etc. That responsible person should contact emergency services and the College, if the Field worker fails to return on schedule. 

Rules when Visiting industrial sites, quarries and opencast sites

Safety measures are strictly enforced at all industrial sites. Protective clothing, particularly safety helmets, must be worn as stipulated. It is essential that following points are observed.

· On each visit, both arrival and departure must be reported to the site office.

· At the site, the wearing of helmets and stout boots is compulsory.

· Keep clear of vehicles and machinery.

· Be sure that blast warning procedures are understood and followed.

· Beware of rock falls. Quarry faces made be highly unstable.

· Beware of sludge lagoons.

· No undergraduate student is permitted to handle detonators or explosives at any time. If such devices are found, they should not be touched and they should be reported to the fieldwork leader immediately.

Codes of Practice 

Clothing and Equipment

· Clothing and equipment should be worn which is appropriate to the nature of the fieldwork, the terrain, and the climate. Bear in mind that weather conditions can and do change rapidly and you should be prepared for the worst possible conditions. People not appropriately clothed are likely to be barred from fieldwork.

· Walking boots should be worn for mountain or cross-country fieldwork. Wellington boots may be useful for shallow water and boggy ground. Sports shoes or trainers are not suitable except on paved surfaces.

· Lightweight waterproof clothing (cagoule and suitable trousers) should be carried by each person.

· Warm and wind-proof clothing, especially a good quality jacket is essential for fieldwork in much of Europe. 

· Where there is any risk of falling objects (for instance under cliffs, scree, quarries, building sites etc.), a safety helmet (to British Standard) must be worn.

· Safety goggles or safety glasses must be worn for protection against flying splinters when hammering on rocks.

Rural Field Work

· On or near farms, take particular care not to enter enclosures containing potentially dangerous animals (note that many farm animals are potentially dangerous when with their young).

· Do not touch agricultural chemicals or the containers or wrappings thereof. Some of these substances are highly toxic. Avoid areas that have been sprayed and avoid seed which may be coated with toxic dressing or ‘pre-emergent’ spray.
· Keep well clear of farm machinery. Visibility from the driver’s position of these vehicles is often very limited; if you can’t see the vehicles mirrors then the driver cannot see you.

· When working on bogs, take care to keep to paths. Keep a close look-out for and avoid bog holes and ponds which may have become covered by vegetation. 
· When working on coasts, find out the time of low and high tide. Take great care not to become cut off by tides. Do not clamber over rocks. Do not walk onto areas of soft sand and mud.

Urban fieldwork

· Take care that while working, you observe elementary safety precautions; do not get so absorbed in your work that you ignore basic safety precautions. Do not walk backwards on to roads and streets. 

· In cities and environments outside the U.K., remember to look left first before crossing roads; this is a common cause of accidents abroad. Make sure you understand basic foreign language warning notices and traffic signs.

· Take great care near buildings under construction or repair. Do not enter building sites without specific permission.

· When in unfamiliar towns and cities, take care to keep in groups and avoid areas which have high crime rates. In most cities, the boundary between safe and less safe areas is indistinct. Do not get lost. Make sure you are informed about levels of safety in towns you will visit.

· Take particular care beside waterways, dock areas, and railways. Take care where there are tramways.

· If conducting a questionnaire or survey, be sure to follow guidelines given by the fieldwork supervisor.  

Additional Safety Rules During Fieldwork Independent Of Staff
Consideration of safety must be a major concern during your fieldwork, and must be considered as an integral part of the plan for the fieldwork. It at all possible work in the presence of another trustworthy person. Undergraduates in particular must never work alone, but always in the company of at least one other person.

A safety plan must be drawn up with the assistance of the supervisor prior to starting fieldwork and the SOTEAS Protocol Risk Assessment completed. Never go into the field without first leaving information, and preferably a map, which includes your work area, route and expected return time. The emergency services may be called if you do not return on time. Never carelessly break arrangements made to report your return. 

Before any fieldwork abroad is carried out, make sure that you obtain all the relevant details about passports, visas and immunisation requirements, and get information about local animal and plant hazards. Find out about local laws, customs and practices, and try to establish what the level of crime is and what areas are safe and what areas are 'high-risk'. 

The following safety rules for independent fieldwork must be followed.

· The absolute minimum number of undergraduates in a fieldwork group is two. 

· Women should not conduct fieldwork alone, or as undergraduates in groups of two.

· All students must attend a course on fieldwork safety and basic first aid before starting independent fieldwork.

· Make sure that you know what to do in any emergency such as accident, illness, bad weather, darkness etc. Before the start of the project, a contingency plan should be drawn up as part of a risk assessment which will be carried out with your supervisor. 

· Always use suitable fieldwork clothing and equipment. Check for any special requirements with the supervisor before starting the fieldwork.

· Plan the work carefully, bearing in mind local conditions, the climate and the nature of the terrain. Be very careful not to overestimate what can be achieved in the allotted working period.

· Check weather forecasts. Keep a constant lookout for changes, and do not hesitate to turn back if the weather deteriorates.

· Before entering private property, always ask permission. Follow the recognised procedure for visits to quarries and other sites. Be sure to follow reporting in procedures after completion of work.

· Do not work beside active railway lines, and take extreme care if working near water or on roadsides. Never step backwards into the path of traffic.

· Never enter derelict buildings or derelict industrial sites unless special arrangements have been agreed with the fieldwork supervisor and the Department.

Further guidelines apply to rural fieldwork

· Make sure you remember the international distress signal: 6 whistle blasts, torch flashes, waves of a light coloured cloth etc., followed by a one minute pause. The whole process is repeated. To signal to a rescue helicopter, keep arms straight above head and do not wave.
· If camping, do so near habitation if possible. Do not work alone without adequate experience of the circumstances. Undergraduates must never work alone.

· If the fieldwork area involves high ground, learn the mountain safety code. Note particularly the causes and effects of exposure.

· Rock climbing and caving are excluded from departmental field courses, and must not be attempted during independent fieldwork Small boat and diving activities must only ever be undertaken in conjunction with appropriate professional bodies (recognized dive schools etc.), from which written documentary evidence of their status must be obtained during completion of the SOTEAS Protocol Risk Assessment.

· At all times, carry a basic first aid kit and a health card (when abroad), some emergency food, a whistle, map, compass, and watch. Where conditions could become severe, also carry survival equipment. NEVER proceed into an environment when the weather forecast is for severe conditions, remembering that severe weather some distance away cold result in a work hazard (e.g. flash flood, storm surge tide).

The Countryside Code
· Obey the Country code and follow local bylaws. Remember to shut gates and leave no litter about.

· Always seek permission before entering private land.

· Do not climb fences or dry stone walls. Try to find a gate or other recognized crossing point.

· Do not interfere with machinery.

· Avoid disturbing wildlife. Plants and animals may inadvertently be destroyed by careless action.

· On coasts, consult the Coastguard Service whenever possible, to learn of local hazards such as unstable cliffs.

· When working in mountains or remote areas, follow the advice given in the pamphlet Mountain Safety issued by the Central Council for Physical  Education.

· Inform people of your intended route and return time.

SOTEAS Local Rules for Work on the RV Noctiluca

The vessel is a School resource. Disputes about use will be discussed by the skipper with senior academics.  The skippers name is given in the personnel listed inside the back cover.
Prior to sailing

1. No person is to work on the boat without having had appropriate safety instruction.

2. Prior to commencing a programme of work prospective users and their supervisor must first discuss the proposed work with the skipper of the vessel. Members of staff who have appropriate knowledge should also be consulted.

3. A  SOTEAS Protocol Risk Assessment must be completed by the prospective researcher and their supervisor in conjunction with the skipper. Two copies of the protocol(s), signed by supervisor and worker, must be provided to the skipper, one for retention on the vessel.

4. Should the work programme change in any way that may affect safety, the risk assessment must be updated and copies again provided to the skipper.

5. Sailing bookings are made directly with the skipper. Bookings will not be accepted if risk assessment form(s) has (have) not been correctly completed, as per (3) and (4) above.

Boat work

1. ALL personnel must wear lifejackets at ALL times. Footwear with non-slip soles and protective clothing appropriate for the activity must be worn as defined on the protocol and/or as directed by the skipper. Safety helmets and footwear with protective toe-caps must be worn for all activities when using the A-frame. 

2. The skipper is responsible for the safety of personnel at sea. His decision on all matters is final.
3. The skipper will make the decision regarding whether a sailing should go ahead or be terminated. His decision is final.
4. The skipper has the authority to exclude from a sailing any person he deems unfit or unsafe to undertake that, or any future, sailing. His decision is final.
5. The skipper will not proceed with the sailing unless he is in possession (on the vessel) of completed protocol forms.

6. The skipper will not proceed with the sailing unless accompanied by another person who he deems competent enough to ensure safety at sea in an emergency. 

7. ‘Research incompetent’ workers (BSc, MSc, 1st year PhD, visitors) must be supervised on the boat by a competent member of SOTEAS staff. 

8. The skipper will ensure that a record of personnel on board and the sailing programme are logged with a suitable shore contact.

9. No person can enter the stern deck further aft than the orange line painted on the deck (at the aft end of the superstructure) unless specifically authorised to do so by the skipper.

10. No person is to work on the after deck between the life raft cradles and the stern without taking the safety precautions dictated by the skipper. Workers in this area must wear self-inflating lifejackets with integral harness and safety line for use as directed.

11. At sea ALL personnel will immediately obey any instructions given by the skipper. Failure to do so may result in individuals being barred from future sailings, with attendant implications for their teaching/research activities.

SOTEAS Local Rules for Small Boat Work
Note – see separate rules for work on RV Noctiluca.

Small boats and their associated equipment are stored under the control of the skipper of RV Noctiluca.

Prior to work

1. No person is to work with a small boat without having had appropriate safety instruction.

2. No person is to work with a small boat, powered or otherwise, unless they can demonstrate to the skipper that they, and their colleagues present with them, are competent to do so.

3. Any work at sea (including the lower Tawe) in small boats must be discussed in detail with the skipper.

4. A  SOTEAS Protocol Risk Assessment form must be completed by the prospective researcher and their supervisor in consultation with the skipper. Copies must be provided to the skipper.

5. Should the work programme change in any way that may affect safety, the risk assessment must be updated.

6. Bookings for small boat usage are made directly with the skipper. Bookings will not be accepted if risk assessment form(s) has (have) not been correctly completed.

Boat work

1. ALL personnel must wear lifejackets at ALL times. Appropriate protective clothing and footwear with non-slip soles must be worn, as defined in the protocol. The same applies to anyone who is on shore who may need to enter the water to render assistance.

2. No one is to work alone; a colleague must either be present in the boat or within hailing distance on the shore.

3. At least one person must be a member of SOTEAS staff or identified as research competent. 

4. Safety equipment (flares, mobile phone, anchor with sufficient rope, and tools for the outboard) must be carried in a safe, secure (tied in) location in the boat. This applies to freshwater usage as well as marine.

5. Any person deemed unfit or unsafe to undertake the work will be barred from doing so by the supervisor of the work. The skipper reserves the right to refuse access to small boats in such instances.

6. The work programme must be logged with a suitable shore contact, and at the least with the School Margam Main Office.

7. On return of the equipment, all items must be cleaned (rinsed in freshwater) and any shortcomings brought to the attention of the skipper.

Diving At Work
The School is not registered with the Health and Safety Executive (H.S.E.) as a diving contractor and therefore the School cannot legally support diving operations of any kind. 

Anybody considering diving within the UK must comply fully with the current H.S.E. Diving Regulations (incl. Diving Operations at Work Regulations, and amendments and exemptions).  

Members of the School (staff, students) may not engage in diving operations for School purposes except under the auspices of a properly registered external diving contractor, whether in the UK (H.S.E. registered) or overseas (evidence must be provided of the standard and safety support available and that this conforms to legal requirements for the country in question).  Only personnel who fully qualify and comply with the regulations may participate in any diving work operations.

If you want to use diving techniques in your project then, because of the legislation covering diving at work, written approval must be obtained from your supervisor (BSc, MSc, PhD) and Subject Board Chair (BSc) before the project can be undertaken.  If approval has not been obtained then any results obtained from diving work will not be eligible for inclusion in your project. Permission cannot be granted retrospectively. There are no exceptions to this rule.  Please note, risk assessment protocols must be completed and counter-signed by the supervisor before seeking approval from the Subject Board Chairs. 

Individuals are, of course, free to engage in diving on their own account and for personal reasons. Such individuals must, however, be clear that the activities that take place during such dives cannot in any way whatsoever be regarded as on behalf of, or supported by, the School. Neither may any information gained from such activities be included within a submission for academic purposes.

Anyone contemplating any diving operations should, in the first instance, contact Head of Ecology Research Unit.
School Vehicle Regulations
The following regulations must be followed:

1.
The driver is responsible for checking on the road-worthiness of the vehicle.  If there is any doubt about road-worthiness this should be reported immediately to either to the person in charge of the vehicle or the Administrative Officer (see inside back cover) and the vehicle must not be used.

2.
All drivers using Minibuses for School business must have attended a Minibus Drivers Course provided by the UWS Safety Office. "People who have not attended will not be allowed to transport passengers in minibuses in the course of their work".

3.
All journeys must be logged (forms see Appendix 7) and if the minibus is being used outside a ten mile radius, or, if students are being transported, a copy of the journey details must be lodged with the Porters in Fulton House before departure. THIS IS AN INSTITUTIONAL REQUIREMENT.

All bookings will be made through the person responsible for the vehicle (see inside back page) and will be displayed on a notice board in the basement corridor

Annex 1 (alternate i)
FIELD PRACTICAL – declaration of attendance

	Module number: 
	Module title:


Please sign below if you have read and understood the information given in briefing/on notice board 

Return this form to the Student Information hatch by 
(date)

Name (please print):


Student number:


I will / *will not (delete as appropriate) be able to attend.

Signature:

Date:


*If you have a medical condition (or any other extenuating circumstance) where you will not be fit enough or able to participate with any of the activities described, please inform one of the following BEFORE the practical.

	Staff name 
	Telephone
	email

	
	
	

	
	
	

	
	
	


In these cases, a medical certificate will have to be submitted in due course. Note that apart from these exceptional situations, it is the School’s policy that it is compulsory for students to attend practicals.

Annex 1 (alternate ii)

Health in the Field; declaration of fitness to attend.

Your safety and that of others is paramount - Please read the following carefully. 

You must read and understand the description of the activity upon which you will be engaged prior to considering the following. 

If you can answer NO to ALL of these questions, please sign the attendance register.

If you cannot answer NO, OR if you are in any doubt and require clarification, do NOT sign the register. You must see the course coordinator in order to seek further clarification.

Please note that these questions refer to you current situation and not to your long-term status (e.g. a temporary inner ear infection may affect questions (g) and (h) ).

Any information provided will be held confidentially and only for the duration of the module.

With due regard to the information provided to me, I consider that ….

a) I suffer from asthma or bronchitis that may affect my safety


YES/NO

b) I am subject to fits/fainting/blackouts that may affect my safety

YES/NO

c) I suffer allergies (food/material) that may affect my safety


YES/NO

d) I can suffer severe headaches that may affect my safety


YES/NO

e) I have a heart/circulatory condition that may affect my safety


YES/NO

f) I suffer from diabetes or associated condition that may affect my safety
YES/NO

g) I suffer from travel sickness, vertigo, agoraphobia or other such condition that may affect my safety









YES/NO

h) I am hard of hearing with no corrective measure 



YES/NO

i) I am partially sighted with no corrective measure



YES/NO

j) I have (or have recently had) an injury or break, joint or muscular problem that may affect my safety and/or mobility







YES/NO

k) I have another illness/disability that may affect my safety and/or ability to perform the activities required on this field course





YES/NO

Annex 2
Off-site Activity Cover page

Notes –
This is NOT a substitute for the standard SOTEAS Protocol Risk Assessment forms. A Protocol form must be completed for each major activity conducted, making particular note (as usual) of particular hazards and how workers are protected from them. This is required even for organised visits to museums etc.; here the risks include people not staying with the party and getting lost – the solution is that they must be told not to do so.

1. A Base Contact must be established, typically the School Main Office, Porters in Fulton House, a member of field study centre, or the Coast Guard.

2. This Cover-page is a checklist and must be completed EACH time an off-site activity is undertaken. An electronic form for repeat-use applications (e.g. Oceanography boat work) is available. A copy must be presented to the Base Contact BEFORE the activity is undertaken.

3. An attendance declaration form (see Annex 1) must be completed and signed by each person present. These must be held by the on-site co-ordinator. These must be completed on each occasion in order to identify transient medical conditions in addition to established conditions. 

	Topic
	Comment
	Check

	Title of Activity

Leader and deputies
	Title –

Leader –

Deputies –


	

	Location including OS grid reference if applicable.
	
	

	All appropriate Protocol forms completed, copies lodged with SOTEAS module co-ordinator, student (for project, MSc,PhD), technician in charge. Copies made readily available to students prior to activity.
	
	

	Attendance declaration forms completed?
	
	

	List of students on module who are NOT attending, due to medical condition which they consider conflicts with the activity detail in the Protocols. 
	Base Contact –
	

	List of ALL attending (staff, students, technician, demonstrators, external workers). Copy lodged with Base Contact

(use printed module list as basis for list)
	Base Contact  –

Supervisor: student ratio (see appendix 5) –


	

	Date and time out.
	Date/Time – 
	

	Expected Date and time in. Base Contact person responsible for checking in
	Date/Time –

Base Contact – 
	

	Lines of emergency communication (mobile phone numbers recorded for Main Office), walky-talkies
	Mobile Phone no. –


	

	First-Aid. A trained first-aider should be present with groups of any size (see appendix 5). A First Aid kit should always be taken.
	Name(s) of trained First Aiders –

First Aid kit location – 
	

	Transport company contact (as applicable)
	Transport Company Contact –

Transport type and no. –
	

	Risk assessment of accommodation 
	e.g. fire regulation compliance, situation
	

	Signature of leader
	
	


Annex 3
Fieldwork Day Form for Lone fieldwork
It is most important that all parties involved in lone fieldwork (i.e. the fieldworker, the supervisor, the contact person) should treat this document and the implied agreements with the utmost seriousness. Failure to do so could have the potential to waste a lot of people a lot of time, or on the other hand, seriously delay the start of a search.

This form is to be used when working alone, especially in remote areas. It should be completed and left in the care of a responsible person such as a supervisor, with their full agreement. In the event of the failure to return or lack of agreed communication with the Fieldworker, the Contact person will then raise the alarm by calling out the relevant Emergency Service and informing the relevant authorities within the College. It is most important that the Fieldworker does not deviate from the plan of the activity without the prior knowledge and agreement of the contact person.

NOTE – ONLY Postgraduates should consider working alone, and only then if no alternative options are available

Fieldworker's name, address and telephone number:

Contact person's name, address and telephone number.

Fieldwork address or location:

Date and time of Fieldwork:

Latest expected time of return or agreed communication.

Provide clear and concise details of the location and itinerary of the fieldwork. Provide maps and timings where possible.  

Fieldwork Health Matters.

This information will be held confidentially and only for the duration of the activity.

Full name………………………………….

Date of Birth………………………………

Course & year…………………………….

Current home address…………………….

Current term-time address………………..

Name & address of next of kin (to be contacted in emergency only)

Telephone number of next of kin…………

Name and address of your Doctor……….

Your NHS number (if known)……………

Are you suffering from any of the following:


Asthma or Bronchitis…………………….

Allergies to any known drugs…………….

Fits, fainting or blackouts………………..

Diabetes………………………………….

Any other allergies (food/materials)…….. 

Severe headaches………………………..

Heart condition………………………….

Travel sickness………………………….

Deafness/partial deafness………………..

Any injury or break……………………..

Back/knee/joint problem………………..

Other illness or disability……………….

If you have responded positively to any of the above questions, please give details here:

Have you received vaccination against Tetanus (if yes, give year)?

Have you received vaccination against Rabies (if yes, give year)?

Are you receiving medical or surgical treatment of any kind from wither your doctor or a hospital?

Have you been given any specific advice to follow in emergencies?

If the answer to either of the last two questions was YES, please provide details including dosage of any medicines etc.

Signed:…………………….

Date:………………………

Annex 4
University of Wales Swansea


Journey Registration Form

This form must be completed in full with ALL the names of trip participants. It must then be posted at the Porters' Lodge in Fulton House immediately before departure.

School:
School of the Environment and Society

Driver's Name:


Co-Driver's Name (if applicable):


Description of Vehicle:


Registration Number:
 

Destination:


Destination Contact Name and Telephone Number:


(if applicable)

Return Date: 
E.T.A.


Route 1: 


Route 2: 


UWS Contact Name(s), responsibility and contact telephone numbers:

(e.g. Head of School)

Reason for Journey:


Passengers {expand as required}
	
	Name
	Signature

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
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