School Procedures: Conduct of Fieldwork Studies

1. Definition of Responsibilities:

Role of Head of School

· Legal responsibility for Health and Safety of employees and students 

· To ensure an adequate assessment of risks involved in a project have been identified and to make sure suitable and sufficient systems of work are in place.

· To ensure proper organisational arrangements have been established and that the conduct and role of all concerned is fully and clearly understood

· To ensure local conditions have been explored and that they are suitable for the work being carried out

· To ensure that all workers are adequately trained and provided with resources that are suitable and sufficient.

Role of the Academic Supervisor

· Responsible to the Head of School for preplanning, organisation, review and monitoring the work that they direct and all associated arrangements.

· To define a clear command structure where roles are clearly understood

· To arrange or confirm legal authorised access to any area that the university does not own

· To identify hazards associated with all aspects of the work and carry out a risk assessment. The risk assessment should be reviewed and updated or modified as required. Any changes to the risk assessment should be relayed to all members of the group as soon as is reasonably possible.

· To inform all persons involved with the work of the nature, anticipated hazards and precautions to be adopted. To ensure adequate training is given to workers and that a record of this training is kept.

· To register all fieldwork/overseas work on the current fieldwork register. Information required Itinerary, travel dates; contact details of the student, next of kin, GP, field site, deputy supervisor. 

· To ensure all travel arrangements are suitable. Including insurance, visa, passport, ticketing. 

· To continue to monitor the FCO website regularly for any travel warnings

· To liase with occupational health and transfer relevant information to them to enable occupational health to assess the students requirements.

· To provide a written copy of the insurance cover benefits and contact details to each individual student.

2. What you have to do before you go or send your students/staff to the field

· Plan your work well ahead and discuss with all the people involved what you are trying to achieve and how you will go about doing this.

· Complete a feasibility study (use the document below). Confirm in writing to the Head of School that the work is feasible, pointing out any areas that require further consideration. Present the Feasibility document along with the Risk Assessment Form.

· Write a Risk Assessment Form found on line in the School web pages and seek the approval of the Head of School prior to any attempt to book travel tickets. Identify Risks inherent in the site or the work process and consider how to reduce them to an acceptable level and detailing your findings you can use checklist Hazards and Risk. Consider a visit to any site that is new before any commitment to the site is made. The approval may take a few days depending on the complexity of the proposals and may be passed to the |University Fieldwork Sub-committee for their approval.

For more detail see http://www.ucea.ac.uk/ucea/filemanager/root/recycle_bin/UCEA_20H_S_20Safety_20in_20Fieldwork.pdf
Feasibility of Study

*Provide written evidence including copies of documentation, if applicable

	
	
	Comments

	Access
	· *Memorandum of understanding or arrangement allowing permission to work on the proposed site.

· *Permission to work in country 

· Visa 

· Consider travel arrangements to and from location and during the visit. 

· Establish local contacts to provide assistance in medical, legal, consular and other matters

· Accommodation for the entire visit is suitable and sufficient.

· Additional insurance cover arranged

· Provision made for disability if required.
	

	Suitability of site
	· Check the FCO website for travel warnings

· Weather forecast, climate, local knowledge
· Equipment on site should be fit for purpose and well maintained. 
	

	Training
	*Consider if the individual concerned can carry out the work. Identify equipment and provide required training, this may include:

· Languages and cultural awareness

· First aid

· Manual handling (if required by risk assessment)

· Health and Hygiene

· Specific skills to use research equipment

· Rescue /survival

· Specialist training

· Boating

· Diving

· Firearms

· Ladders

· Scaffolding

· Tree climbing

· Use of communications equipment, such as Navigation map and compass work, GPS, etc.
	

	Health
	If the site has particular health issues

· Arrange visit to Occupational health 

· Arrange First aid kit 

· Medical help identified in country

· Any health hazards (see checklist 1 and2) should be included in the risk assessment form

· Adequate clothing and personal protective equipment are provided

· Adequate hygiene and catering arrangements are available on site
	

	Staffing
	Make sure the staffing arrangements for all aspects of the project are clear and appropriate to all. You may consider the points below

· Staff student ratio

· Leader established

· Deputising arrangements

· Competency of leader established

· Lone working should be avoided where possible

· Safe working systems should be established

· Limits to time spent working 
	

	Emergency and contingency
	· Communication established

· Safe haven

· Evacuation procedures 

· Recovery of casualties

· Chain of command

· Note of next of kin and G.P

· Medical conditions noted

· Appropriate authority (Police, Coastguard, Foreign Office) informed
	


Checklist for Hazards and Risks

	Physical hazards
	· Extreme weather

· Mountains and cliffs

· Glaciers

· Caves

· Forests

· Freshwater lakes, rivers

· Sea, tides, currents

· Marshes, quicksand

· Roads

	Biological
	· Venomous or dangerous animals

· Plants, Pollen

· Pathogenic organisms, tetanus etc



	Chemical
	· Agrochemicals

· Dusts

· Chemicals used on site

· Fumes 

· COSHH risk assessments are done for any chemical on site

	Man made
	· Vehicles and machinery should be operated by licensed or fully trained personnel only

· Power lines or pipelines

· Electrical equipment

· Generators

· Military activity

· Political unrest

· Attack on person or property

· Safety and Security of accommodation 

	To environment
	· Pollution or waste

· Disturbance to eco system


