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SGEES Health and Safety Code
Introduction
Field trips and courses are an essential part of teaching across the entire School. Staff strive at all times to run these activities as safely as possible – while recognising that there are risks involved in any sort of off-campus activity. This code sets out some of your responsibilities, as students, participating in these activities. 
This code should be read as general requirements. Staff will outline additional requirements that are specifically designed to address safety issues that may arise on a particular trip they are supervising.

Any member of a party involved in a field trip or field course who behaves in a disruptive or unsafe manner can, at the discretion of the field trip leader, be dismissed from the activity and sent home at their own expense. If the activity is a field course or a mandatory course requirement a K grade may be awarded.
           Before you leave  

The University has statutory obligations under the Health and Safety in Employment Act 1992 to create a safe working environment when working off-campus. It is your responsibility to act and behave in a manner that ensures your own safety and that of those around you. 

Staff need to be informed in advance about any known health issues that might be of concern for you in a field setting. Before leaving for a field course or for field work, you are required to fill in and submit to the appropriate staff member, a Personal Disclosure form (attached) providing emergency contact and health information. The personal medical information that you provide on this form will be held in strict confidence, but we must be informed.  The form also asks for some additional information such as dietary requirements, and some other optional requests. Further information can be found in the VUW Guide to Management of Off-campus Activities (www.victoria.ac.nz/documents/policy/staff-policy/off-campus-activities-policy).

You will be asked to sign the form to indicate that you have read and understood this safety code and that you are aware of any additional safety requirements outlined by the staff member(s) involved. 
            Physical ability requirements for field courses
If you are intending to enrol in a field course you should be aware that you must be physically able and have a good level of fitness. If there is any doubt about your ability to undertake a field study then you may be asked to undergo an assessment by an appropriately competent authority. 
Although fieldwork is a fundamental part of the training of many disciplines within the School, in exceptional cases, if you are unable to physically meet the field requirements, they may be waived and alternative courses substituted. This is subject to the approval of the Head of School. 
           General safety requirements for field trips and field courses
· By signing the Personal Disclosure form, you agree to abide by and obey all safety instructions given by academic staff members, party leaders or supervisors.

· You will not be allowed to take part in any field trip or field course if you do not have appropriate clothing and safety equipment. 

· You should not undertake any field work on your own - stay with the party.

· Report any injury or illness to yourself or any other member of your party to the supervising staff member immediately.

· Excess consumption of alcohol on any SGEES sanctioned field trip or field course will not be tolerated. Any disruption to the running of the trip or lapse in work performance as a consequence of alcohol consumption may result in your immediate dismissal from the activity at your own expense and, if on a field course, the awarding of a K grade. (Refer 4.2 Jiii (www.victoria.ac.nz/documents/policy/student-policy/archive/archived-student-conduct-statute)

· Drugs, other than those prescribed by a registered medical practitioner and those for emergency use, must not be taken on any field trip or field course.

· If you do not have a full licence and are not recognised by the School as an authorised driver, you must NOT drive a University vehicle. Refer SGGES Policy on driving School vehicles. 

· Pay attention when operating procedures for machinery and equipment are being explained. Always use equipment in the safest manner possible.

· Be careful if walking along a road, and stay well on the shoulder. Farm trucks and other road vehicles are common and will often not slow down. Do not sit/stand near or walk along railway tracks. Always wear a high visibility vest.

· Never attempt to climb up or down waterfalls or any other steep, slippery, or exposed slope.  

· Take care when crossing streams and waterways.  Never cross a flooded stream.  

· Protect yourself from the sun.  Wear a hat and sunscreen.

· Remember to hydrate regularly.  Bring drink bottles and enough water when out in the field.

· Carry insect repellent for localities where required. 
            Field trips and field courses in urban areas
As in the case for field work in general, safe practice largely amounts to using common sense along with an awareness of any special hazards arising from what you are doing or the way you are doing it.  
· In urban settings the primary dangers have to do with traffic. A group comprising large numbers of students will often need to stop and listen to the lecturer. Lecturers will endeavour to locate safe ‘talking spots’ but these are often near a road. In these cases you must always stay on footpaths while listening. Neither should you step onto the road in order to get a better view.

· In all cases, groups should cross roads on designated crossings.

· Ideally you should work in pairs to protect personal safety.
            Field work in remote areas
Earth Sciences, Physical Geography and some Environmental Studies field work may be carried out in a wide variety of remote environments ranging from dense bush to remote mountain peaks. Safe practice largely amounts to using common sense appropriate to the situation, along with an awareness of any special hazards arising from what you are doing or the way you are doing it.
· If you are working in a remote or mountainous area you have an obligation to familiarise yourself with appropriate mountaineering practice e.g. Safety in the Mountains (which is available at http://www.fmc.org.nz/sales/safetyinthemountains/). It is your responsibility to heed any warnings provided by your field leaders about any hazards you might encounter. 

· Always inform a third party of your intended travel routes, field location, and anticipated return time. Establish a protocol for action should you not return at the designated time.

· Never work alone. Where appropriate, locator devices, RT or Iridium Satellite telephones should be carried with you. Should you become lost, remain in a sheltered spot and use your locator device, RT or Satellite telephone. Remain there until a search party finds you (try to find a spot that is conspicuous from a distance). 

· Your clothing, equipment and footwear must be suitable for the range of conditions you are liable to meet. Field party leaders are always ready to provide information but it is your responsibility to equip yourself properly. Always be prepared for the possibility of spending a night in the field 

· No vehicle, especially 4WD may be driven by any person who has not received appropriate training for the expected conditions.

            Geological field work 

To collect samples it is often necessary to break rocks with a geological hammer. This is not as simple as it sounds and the following precautions should be taken:
· Whether you or others are hammering, always be alert.

· Beware of flying rock chips. These are a serious danger and geologists have lost eyes due to lack of care. Carry and use safety glasses.
· Flying rock chips can travel. Injuries have been known to occur up to 6m from the point of impact. Always warn people around you what you are doing and do not hammer unless you are sure that you can do so without endangering others

· DO NOT hit one hammer with another as this can produce flying metal chips – instead, use a proper rock chisel.

· DO NOT use the sharp end of a hammer to strike hard rocks.

· If you are considering working in a situation that poses unique safety hazards (e.g. on a drill rig or travel in a helicopter). You must ensure that you have received the appropriate training.
          Field work overseas
As part of your study programme you may be involved in field research outside New Zealand. This may involve a return to your home country; for others it will mean working in an overseas jurisdiction. As well as the above considerations regarding health and safety with research, students working overseas should also bear in mind:
· Health issues: Some parts of the world have heightened risks with regard to diseases (for example malaria, hepatitis, cholera). Do your homework on disease risks in your field area and consult your doctor with regard to appropriate vaccinations or preventative medicines before you depart. Malaria and other mosquito-borne diseases are a particular risk in many places. Ensure you are aware of measures to protect yourself (adequate clothing, suitable insect repellent etc.) in such areas. Also be aware of the safety of water you drink as public or local water supplies may not be free from health risks.  

· Personal Safety: Travel overseas is usually safe but some places have particular risks to personal safety, such as street violence, robbery, dog attacks or conflict-related violence. The New Zealand Ministry of Foreign Affairs and Trade issues travel advisories if there are particular and severe risks in certain countries but it is always advisable to check appropriate travel guides with regard to local risks. Develop strategies to keep safe if such places and risks are identified (e.g. do not walk the streets alone at night, wear appropriate clothing, advise others of your whereabouts, seek safety advice from locals). Be aware that in some places there are particular risks for people travelling alone particularly women. 

· Insurance: It is strongly advised that you obtain travel insurance to cover any overseas field research. You should ensure that this covers health and medical treatment, emergencies and loss of property. When flights are booked and paid for through the university’s travel agent (currently APX) this may be available free or at low cost.

· Visa: Many countries require special research visas if people are intending to conduct research there. Failure to obtain the relevant visa may result in serious problems with local authorities, such as deportation or imprisonment. Ensure you know about visa requirements well in advance of planned travel as a research visa may take a long time to obtain and they usually have to be sought before you enter the country.

· Communication and contact: When travelling overseas it is always advisable to establish a strategy for regular contact and communication. This can be with family members, friends or your supervisor. This is so someone knows of your whereabouts and plans and can respond in an emergency.  Local contacts and mentors within country are also advisable.

· Use your common sense at all times!
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 Personal Disclosure & Consent Form
	1. Participant Details (to be completed by Participant)

	Name
	     

	Date of Birth
	     

	Employee/Student ID no.
	     
	Phone
	     

	Email
	     

	Address
	     

	2. Next of Kin (or emergency contact based within New Zealand)

	Name
	     


	Relationship 
	     

	Address
	     

	Contact Phone(s)
	     


	3. Health

	Please tick if you have any of the 
following and attach further information around how you manage it
	 Fits of any type
	 Epilepsy

	
	 Migraine
	 Diabetes

	
	 Travel sickness
	 Chronic nose bleeds

	
	 Colour blindness
	 Asthma or respiratory condition

	
	 Heart condition (specify): 
	     

	
	 Disability (specify):      

	
	 Infectious disease (specify):      

	
	 Fears/Phobias (specify):      

	
	 Other (specify):      


	Do you or have you ever experienced mental health or anxiety issues?

If yes, please detail. Use separate page, if required.
	 Yes      No

	Are you currently taking any medication/s?

If yes, please detail Medication, Dosage and frequency. Use separate page, if required 
	 Yes      No

	Medical condition requiring medication if not documented above
	     

	Have you had any major injury (breaks or strains) or illness in the last six-months that may limit full participation in any activities? If yes, please detail.
	 Yes      No

	Are you allergic to - Prescription medicine; food; insect bites/stings or other allergies?  

Please specify allergy, medication and treatment/s.
	 Yes      No

	In case of severe allergic reaction (i.e to a bee /wasp sting or other), I consent to allowing an appropriately trained person to administer adrenaline from an Epipen.
	 Yes      No

	Outline any specific dietary requirements (e.g. vegetarian, lactose intolerant, gluten intolerant etc.).
	     

	Have you had any incidents/accidents on any other field trips that have resulted in an ambulance being called, hospital visit or returning home early?  If yes, please detail.
	 Yes      No


	4. Health (continued)

	Doctor or GP’s name
	     

	Medical Clinic name and telephone
	     

	Are there any other medical conditions, specific needs we should be aware of?
	     


	5. Declaration and Consent

	This declaration and consent authorises
	The collection and release of the above health information and subsequent assessments about myself to Victoria University of Wellington. This consent may extend to service providers, including General Practitioners, specialists, assessment agencies or ACC, but only to the extent required to ensure my Health and Safety at Victoria University of Wellington during field activities. 

I give permission to be taken to a doctor in the event of injury or illness and I acknowledge that I will be responsible for any costs incurred.

	Victoria University of Wellington legal obligations
	Victoria University of Wellington will at all times comply with the obligations of the Privacy Act 1993 and the Health Information Privacy Code 1994, with regard to the collection, use and storage of the information released in accordance with this consent form.  

	Expectations
	(a) I acknowledge that there may be risks associated with field activities and that these risks may not be completely eliminated. 

(b) I understand that Victoria University of Wellington will take all reasonable practicable steps to identify any foreseeable risks or hazards and will exercise all due care to eliminate, isolate or minimise  them, should they occur. 

(c) I understand that I will be advised of these foreseeable risks or hazards and control procedures at the Field Activity Briefing.

(d) I have read and understood the SGEES Health & Safety Code (attached), in particular, my responsibilities as a Field Activity Participant.

(e) I understand that I must follow all safety instructions, information and procedures. 

(f) I understand that if my behaviour causes concern or disruption, I may be sent home at my own cost. 

(g) I acknowledge that any private vehicles I use in relation to a field activity must comply with New Zealand Land Transport requirements. 

(h) I acknowledge that circumstances change and that it is my responsibility to ensure all contact and medical information, including medications, is kept up to date. I understand I may be required to arrange a medical assessment and provide a medical certificate confirming my ability to complete the field activity.


	I agree that any photos taken of me, or pictures of me in which I may be included, in whole, or in part, composite or distorted in character or form, without restrictions as to changes or alterations, can be used for informative, educational and promotional purposes by Victoria University of Wellington and its agents.

I waive any right (including any privacy rights) that I may have to inspect or approve the finished product or products or the advertising copy or printed matter that may use my image or the use to which it may be applied. The period for which the university can use the photo is indefinitely and it may be used for publication of images, limited to print, internet and internal communications
 Yes      No


	6. Health and Safety Skills and Experience

	Please indicate if you have any relevant health and safety skills and experience should these be required during the field activity, e.g. current First Aid certificate, mountain safety, search and rescue, paramedic.

	


	7. Verification

	I declare that the information detailed above is a true and correct record. I give my informed consent to the collection and release of the above information as required to Victoria University of Wellington employees, Activity Leaders, Deputies or Assistants, or medical practitioners. 

	Participant signature:
Date: 


1

PAGE  
2
2

