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FIELDWORK AND OUTDOOR EDUCATION

INTRODUCTION
1.
This Health and Safety Notice must be read and understood by all employees of Oxford Brookes University likely to be involved in fieldwork and outdoor education. Where applicable it should also be read and understood by all members of the student body.

DEFINITION OF FIELDWORK

2.
Fieldwork is defined as any practical work carried out by staff or students of Oxford Brookes University for the purpose of teaching and/or research in places which are not under University control but where the University is responsible for the health and safety of its staff and/or students and others exposed to their activities.


2.1
This definition will therefore include activities as diverse as archaeological digs, social survey interview, visits to buildings/building sites as well as survey/collection work carried out by geologists and biologists.


2.2
Work placements, studying and similar activities controlled or jointly controlled with other employers are not covered by this document. Voluntary and leisure activities are also excluded.

2.3 Voluntary does not exclude persons who attend the fieldtrip "for interest" only.

2.4 Reference should also be made to OBUHSN-38 if the activity is to take place overseas.

LEGAL REQUIREMENTS

3.
Under the Health & Safety at Work Act 1974 Sections 2 & 3 the University must exercise a duty of care to employees and to those they supervise. Under the Management of Health and Safety at Work Regulations a suitable and sufficient Risk Assessment (OBUHSN-36) must be undertaken of the risks to health and safety of employees and to the health and safety of persons not in University employment who may be affected by their acts or omissions.


RISK ASSESSMENT

4.
Before a field trip commences a written risk assessment must be completed, guidance for which is outlined in OBUHSN-36. The objective of any risk assessment procedure is to identify the foreseeable hazards associated with the work and then to assess the actual risk that these hazards present under the particular circumstances. Following the exercise, it should be possible to identify areas of the work that present particular hazards and take action to eliminate or reduce them to an acceptable level. A list of potential hazards for field trips is given in Appendix 1, and risk assessment form for field trips in Appendix 2.


4.1
If Hazardous Substances are to be used, a COSHH assessment must be undertaken and included as part of the general risk assessment. Information about COSHH assessments can be found in OBUHSN-19.


4.2
A copy of the risk assessment must be sent to the University Safety Officer at least two weeks in advance of the fieldwork commencing.


4.3
An example fieldwork risk assessment form is included as Appendix 2. Faculties/Directorates may produce their own risk assessments forms but they must contain the information given in Appendix 2 and must also be approved by the Safety Officer.


4.4
Work placements are covered by the Health and Safety Notice OBUHSN-39.

DEANS OF FACULTIES & DRECTORS OF DIRECTORATES RESPONSIBILITIES’

5.
It is the Dean of Faculties / Director of Directorate’s responsibility to ensure that the risk assessment of the fieldwork is completed and to ensure that a safe system of work has been established for all staff and students. Normally the Dean of Faculty/Director of Directorate will delegate this duty to the member of staff organising the field trip. If such delegation occurs then the Dean of Faculty / Director of Directorate must be satisfied that the organiser is competent to lead, and has sufficient awareness of the legal obligations to those under their supervision. The Dean of Faculty / Director of Directorate must ensure that the organisation of the fieldwork meets the Faculty/Directorate safety criteria, and that any accidents that occur are reported and investigated in accordance with Accident/Incident Reporting OBUHSN-11.


5.1
Staff and students undertaking fieldwork should be fully informed of the nature of the work and associated hazards. This will serve as the first stage in health surveillance as some staff and students may be unable to carry out certain types of fieldwork because of physical or psychological problems. Participants should be asked to make a declaration that they do not have any condition that could compromise their health and safety and that of others during the fieldwork.   Despite every effort being made to include them, there may be certain circumstances where, after consultation with the Senior Occupational Health Advisor and/or Safety Officer, persons with certain disabilities or illnesses may have to be excluded from specific activities on health and safety grounds.


5.2
Following the risk assessment it may become clear that staff require training to undertake the fieldwork.  The distinction between information and training is significant.  For example, fieldwork involving mountain walking is potentially very dangerous for those not trained no matter how well informed they are.


5.3
Staff to student ratios will depend on the activity that is being undertaken. The minimum recommended staff to student ratio is 1:10 (from the UCEA code of practice). Risk assessment will identify activities, locations etc, which may require a higher staff to student ratio.
STAFF AND STUDENTS RESPONSIBILITIES

6.
Under the Health & Safety at Work Act 1974 Section 7 employees must take reasonable care of their own health and safety and that of those who might be affected by their acts or omissions and to co-operate with Oxford Brookes University with regard to health and safety arrangements.


6.1
Staff and students must not knowingly undertake activities that due to physical or psychological problems may put themselves or others at risk.

INSURANCE

7.
Staff working on a field trip as part of their duties are automatically covered for employer's liability and public liability by the University's insurers.


7.1
The University insures students for their potential legal liabilities on official course-related activities. 


Insurance Statement


"The University's public liability cover will extend to cover any student at the request of the University against legal liability in respect of which the University would have been entitled to cover if the claim had been made against the University".   


7.2
Students participating in field courses as part of their studies also benefit from personal accident insurance against death and permanent disability (see section 5 of the insurance handbook or the Insurance section of the Brookes intranet for further information).  


7.3
Staff and Students attending a fieldtrip must be informed of their insurance cover through the University and should be advised to take out additional personal insurance if necessary.  It is recommended that students take out travel insurance for overseas field trips


7.4
The Finance & Legal Services Directorate at Oxford Brookes University has responsibility for dealing with insurance matters. The person to contact for further advice is the Insurance & Risk Officer.


7.5
The University's travel insurance arrangements include pre- travel advice and a security and incident management support service. For further details refer to the University Insurance Handbook or the Insurance Section of the Brookes intranet.
TRANSPORT (LAND, WATER AND AIR)

8.
Control of transport hazards is an integral part of the risk assessment and must include vehicle suitability, prevention of driver fatigue and provision of adequate rest periods. Drivers must be in a fit physical state and possess appropriate licences. Additional training, etc, e.g. Minibus Drivers OBUHSN-27 must be undertaken.

8.1 The minibus/coach used for fieldwork will have seat belts fitted. It will be the responsibility of the person leading the fieldwork to ensure that all staff, students and others wear the seat belts.

8.2 If any other forms of transport are to be used during the fieldtrip, appropriate measures must be taken to ensure that all health and safety aspects of the travel are adequate.

8.3 For those travelling overseas, please refer to OBUHSN-38 for additional advice on health and safety while abroad.

PROTECTIVE CLOTHING

9.
Adequate and appropriate clothing must be worn/taken by all participants to suit the conditions that are likely to be met. This will be identified by the risk assessment.


9.1
Depending on the conditions, protective equipment may be required e.g. hard-hat, ear defenders etc. Protective equipment must be inspected regularly, maintained in good condition and worn correctly as required by current legislation. Equipment complying with appropriate British, European and International standards should be used. After use, protective clothing must be stored, repaired, decontaminated or disposed of safely as appropriate.  Further information on protective equipment can be found in OBUHSN-21.

HEALTH AND FIRST AID

10.
Organisers of fieldwork expeditions and outdoor activities must give careful consideration to the health of participants and, where necessary, the advice of the Senior Occupational Health Advisor should be sought.  As part of the risk assessment, participants should be asked to make a declaration that they do not knowingly have a condition that could compromise their health and safety during the particular activities likely to take place during the trip.  There may be some circumstances where, after consultation with the Senior Occupational Health Advisor/Safety Officer, persons with particular disabilities or conditions may have to be excluded from certain activities on health and safety grounds. 
10.1 A first-aid kit must be taken on every field trip. The Senior

Occupational Health Advisor must be consulted on the composition and number of kit(s) that should be appropriate for the nature of the work.

10.2
A field first-aid kit must be available to all groups working away from the field base control point.


10.3
Following the risk assessment, the need for health surveillance and/or immunisation must be considered. Advice should be sought from the Senior Occupational Health Advisor.


10.4
Staff and students must receive adequate instructions from a competent person on the likely hazards associated with the work. This will probably be the leader of the fieldtrip.

11.
Prompt medical attention must be sought in the event of an illness. Under field conditions, relatively trivial injuries may become serious if not treated quickly and expedition leaders should be alert for signs of illness, injury or fatigue in the party. The expedition leader should know where the nearest health care facilities are. If access to normal means of communication is not available then the expedition leader must have access to an alternative means of communication.


11.1
As part of the risk assessment, there should be adequate medical insurance and for visits within the European Union, fieldworkers should carry a European Health Insurance Card (EHIC), available on line at www.ehic.org.uk or by phoning 0845 606 2030.


11.2
For visits outside the European Community it is strongly recommended that the advice of the Senior Occupational Health Advisor be sought.

12.
Depending on the risk assessment, the number of qualified first-aiders on the trip will need to be established.  As a guide, at least one member of staff attending an out of town field trip must, as a minimum standard, hold an HSE approved First-Aid at Work certificate and have authorisation from Oxford Brookes University to administer first-aid.


12.1
Other staff and students on the field trip should have an elementary knowledge of first-aid, e.g. Appointed Persons as defined by the First Aid at Work Regulations
ACCIDENT AND EMERGENCY PROCEDURES

13.
For each group, the expedition leader will be responsible for organising emergency procedures and ensuring that all members of the group are aware of the arrangements. If an accident does occur, there should be a clear plan of action to deal with the situation and the following points must be borne in mind:


13.1
ensure that one accident does not produce more, withdraw the remainder of the team to a safe place as conditions may be dangerous or deteriorate;


13.2
attend to the injured person(s), keeping only the minimum number of persons to assist as necessary;


13.3
send for help if the injuries are serious and ensure that the emergency services are given the exact location (e.g. by Ordnance Survey map reference);


13.4
warn others of dangers, if these exist (e.g. falling rocks);


13.5
as soon as practicable, report the accident either by telephone and/or the procedures laid down in Accident/Incident Reporting Safety Notice, OBUHSN-11;


13.6
do not discuss the situation with anyone other than the emergency services and Oxford Brookes University officials. Further advice should be sought from the University Public Relations Team.
DISABLED PERSONS

14.
Every effort should be made to ensure that disabled persons have access to fieldwork activities and are able to participate fully in them. This may include special safety arrangements that should be identified during the risk assessment.

FURTHER GUIDELINES
15
When organising and planning field trips, the following guidance should be referred to


15.1 
Guidance on Safety in Fieldwork, published by The University 


Safety and Health Association, This publication is available from 



Universities and Colleges Employers Association



Woburn House



20 Tavistock Square



London WC1H 9HU



or may be downloaded from their website www.ucea.ac.uk 



A copy is also available in the University Safety Office.

16
When organising and planning field trips which occur outside the United Kingdom and, in which the activity involves an accepted element of risk, challenge or adventure, such as mountaineering, pot holing, canoeing etc the following guidance standard should be referred to

16.1 British Standard 8848, Specification for the provision of visits,

fieldwork, expeditions and adventurous activities, outside the United Kingdom.


This publication is available online in the Databases section of Oxford Brookes University Library on line. 



A copy is also available in the University Safety Office.

17 The guidance and standards referred to in sections 15 and 16 do not form part of UK law. However if a legal dispute with the University is undertaken in relation to a field trip, reference may be made to these standards to judge whether the University has behaved in accordance with good practice.

Approved by:


Issued by:

.......................................
..................................
......................................



(Vice-Chancellor)

(Safety Officer)

(Senior Occupational 









Health Advisor)

Date: ...../...../...…..

OBUHSN-24: APPENDIX 1


POTENTIAL HAZARDS

FEASIBILITY OF PROJECT

ACCESS



Travel arrangements






Permission to work on the site






Provision for the disabled






Availability of assistance






Accommodation






Insurance

FITNESS



Pre-expedition training

TRAINING



Navigation






First-aid






Languages






Interpersonal skills






Hygiene/health education






Specific skills – e.g. diving, chain saws, use of ropes

HEALTH



Health questionnaire






Medical/dental check-up






Vaccination (especially Tetanus)






First-aid kit(s)






Sterile packs

STAFFING



Staff to student ratios






Deputising arrangements






Competence of all leaders

RISKS INHERENT IN THE SITE

PHYSICAL HAZARDS

Extreme weather






Mountains and cliffs






Glaciers, crevasses, ice falls etc






Caves, mines and quarries






Forests (including fire hazards)






Freshwater






Sea and seashore (tides, currents etc)






Marshes and quicksand






Roadside

BIOLOGICAL HAZARDS

Venomous, lively or aggressive animals






Plants






Pathogenic micro-organisms (Tetanus, Leptospirosis etc)

CHEMICAL HAZARDS

Agrochemicals and pesticides






Dusts (COSHH assessments OBUHSN-19)






Chemicals on site (COSHH assessments OBUHSN-19)

MAN-MADE HAZARDS

Machinery and vehicles






Power lines and pipe lines






Electrical equipment






Insecure buildings






Slurry and silage pits






Attack on the person and property






Military activity

HAZARDS TO THE


Pollution

ENVIRONMENT


Disturbance of eco-systems






Waste minimisation

RISKS INHERENT IN WORK

TRAINING



Navigation e.g. map and compass work






Survival/rescue






First-aid






Specialist training, e.g.







Chainsaw







Conduct on boats







Defensive/advanced driving







Diving







Electric fishing







Firearms







Ladders and scaffolding







Tree climbing







Using machinery/vehicles

CHEMICAL HAZARDS

COSHH assessments for the work on site, OBUHSN-19

BIOLOGICAL HAZARDS

COSHH assessments for the work on site, OBUHSN-19







Animals







Plants

PERSONAL SAFETY

Risk of attack






Routine communications






Communications in emergency

ORGANISATION OF THE FIELDWORK

PRE-PLANNING


Travel documents






Next of kin & GP notes






Medical problems noted






Appropriate authorities informed (Police, Mountain Rescue, Coast Guard etc)

CATERING



Provision of food






Hygiene






Portable water






Food preparation and storage






Fuel for cooking

THE GROUP



Leader (experience, qualifications competence)






Chain of command (deputies etc)






Staff to student ratios






Personal inter-group relationships






Size of working groups (maximum, minimum)






Responsibilities for aspects of work






Accommodation

THE INDIVIDUAL


Lone working avoided






Adequate clothing






PPE provided






Individual trained & fit

EQUIPMENT



Fit for the purpose






Used properly






Well maintained






Repairable on site






Need to duplicate

CONDUCT OF FIELDWORK

LOCAL CONDITIONS

Weather forecast






Local knowledge/rules






Farming practices






Itinerary and return times






Appropriate permission sought

TRANSPORT


Appropriately licensed driver(s)






Correctly maintained






Correctly loaded






Appropriate spares






Seat belts






Fuel






Maps and navigational aids

THE GROUP



Present and correct (roll calls)






Correctly equipped (PPE etc)






Not over-loaded






First-aid kit(s) and emergency equipment






Survival aids






Group size and supervision

WORKING PRACTICES

Lone working avoided






Communication systems






"Buddy" system or lookouts






Provision of shelter






Safety lines, nets, harnesses, boats etc






Safe working systems






Permit to work (confined spaces etc)






Workers trained and fit






Limitations of time spent working

EMERGENCIES


Communication






Protection of remaining party






Evacuation






Recovery of casualties






Chain of command

(Whilst every effort is made to include all appropriate headings, this list may not be comprehensive. Checks should be made to ascertain if there are any further amendments or additions)

OBUHSN-24: APPENDIX 2

RISK ASSESSMENT FORM
	PRIVATE 
Field course title
	
	
	

	Duration
	
	To
	

	Description of activities



	Number of Students
	
	Number of Staff
	

	Itinerary



	Method of travel


	

	Pick-up point(s)


	

	Special points of safety with risk category, High, Medium or Low H,M or L

	
	


	PRIVATE 
Accommodation address(s)


	Telephone Number(s)

	What type of evaluation of accommodation has been carried out? The evaluation should include security,  quality of welfare facilities and fire safety arrangements.


	

	Have all participants been issued with and signed for a copy of "Codes of Practice for Safe Working"
	

	Will students be at any time working away from the main group.
	

	Has a pre-course briefing been carried out
	

	Have all students completed a next of kin form
	

	EMERGENCY CONTACT NUMBERS AT OXFORD BROOKES UNIVERSITY

	Calls from with the UK

Site Services Manager

   (01865) 483059

Site Services shift control manager   (01865) 483060

Student Services


   (01865) 484650
	International calls

+ 44 (0) 1865 483059

+ 44 (0) 1865 483060

+ 44 (0) 1865 484650

	Any other information



	Signed............................................................................

(Course Leader)

Print………………………………………………………

Signed............................................................................

(Dean of Faculty / Director of Directorate)

Print………………………………………………………

Signed............................................................................

(Safety Officer)

Print………………………………………………………


	Date.................................

Date.................................

Date.................................


	PRIVATE 
CONFIDENTIAL Staff/Student Emergency Contact form (only to be used in an emergency)

	Name
	Staff/Student No

	Local Address


	Home Address

	Field Course Title
	

	Telephone Number
	Telephone Number

	Personal Tutor
	Fields

	Date


	Name and address of contact person


	 Telephone No

	Current GP's Name

Practice Address


	Telephone No

	Do you suffer from any of the following?
Delete as appropriate

	Asthma or Bronchitis
	YES
	NO
	Allergies to any drugs
	YES
	NO

	Heart Condition
	YES
	NO
	Any other Allergies
	YES
	NO

	Fits, Fainting or Blackouts
	YES
	NO
	Other illness or disability
	YES
	NO

	Severe headaches
	YES
	NO
	Severe travel sickness
	YES
	NO

	Diabetes
	YES
	NO
	Back or knee problems
	YES
	NO

	Are you receiving medical or surgical treatment from a doctor/hospital.
	YES
	NO

	Have you been given specific medical advice to follow related to the above.
	YES
	NO

	If the answer to any of the above questions is YES, please give details here:



	In preparation for your planned field trip have you ensured that you have had the appropriate vaccinations for: (a) the work you are undertaking, (b) the destination of travel. 

If your response is no, you are strongly recommended to seek medical advice before your departure.
	YES
	NO

	Please advise if you have any special dietary requirements

	Signed:
	Date:
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