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	Fieldwork Leader Checklist



Please acknowledge the following:
☐ Refer to the ‘Fieldwork Risk Assessment Guidelines’ for further information and assistance in completing this form.
☐ Form is only valid for 12 months or until approvals/certificates/licences/permits expire (whichever is sooner).
☐ AT LEAST one person in the fieldwork group must have a current First Aid and CPR Certificate. Additional persons should be used where necessary and a first aid kit MUST be available on every field trip.
☐ Certain activities (e.g. SCUBA diving, boating, drone research, access to private land) require additional paperwork and approvals before they can commence.
			Boating: boating.officer@scu.edu.au
			SCUBA Diving/Snorkelling: diving.officer@scu.edu.au
			Drone Research: RPAS@scu.edu.au
☐ Before signing, the document must be sent to your Supervisor/Research Lead/Unit Assessor (whichever is most appropriate) for initial review.
☐ All signatures must be in place before final sign off by the Head of Work Unit. Only (encrypted) digital signatures are acceptable. Allow 7 days for final approval after submitting the completed document with all signatures.
☐ The ‘Fieldwork Leader Checklist’, located at the end of this form, should be used before commencing fieldwork to assist in following the procedures required.

Additional acknowledgements for Faculty of Science and Engineering:
☐ All fieldwork activities MUST be added to the ‘FSE Fieldwork and Travel’ shared Outlook Calendar. The entry must include the FWRA Reference Code, fieldwork dates/times (where relevant) and name/contact details of the Fieldwork Leader. The calendar must be kept up-to-date.
☐Once your Supervisor has reviewed the form, please submit it to the FSE Technical Services Representatives 
(fse-risk@scu.edu.au) for review. DO NOT sign the document until reviewed and converted to pdf.












	Office Use Only
FWRA Reference Code:
	
FWRA Expiry Date:




Fieldwork Leader (i.e. person in charge onsite)
	Name: 
	Phone: 

	Email: 


[bookmark: Backlink1]
Fieldwork Description
	Fieldwork title: 

	The fieldwork involves (select all that apply):   ☐ Working alone    ☐ SCUBA diving    ☐ Snorkelling    ☐ Boating   
 ☐ Off-road/4WD    ☐ Access to private land   ☐ Drones ≤2 kg under standard operating conditions*   
 ☐ Drones >2 kg or non-standard operating conditions*    
*Standard flight conditions require operations in class G airspace and with land holders permission, over non-populous areas and places where people are not gathered, >5.5 km from Aerodromes/HLAs, VLOS, VMS, <12 kts wind, daylight hours, <120 m, >30 m from people, not near emergency situations (e.g. car crash, fires, police operations, search and rescue operations) and one pilot per aircraft. The location must have a well marked TO/landing site, alternate landing site and an emergency dump zone.

	Is ethics approval needed?
	☐  Y    ☐  N    
	If yes, is there a permit in place? 
	☐  Y    ☐  N   
	Approval No.: 

	Is there a biosecurity risk? (e.g., have Phytophthora, Panama disease, exotic pests, Varroa mite been considered?)
	☐  Y    ☐  N    

	Are children involved?
	☐  Y    ☐  N
	If yes, are there working with children checks in place?
	☐  Y    ☐  N    

	Insurance Licence and special requirements: 

	Purpose:   ☐ UG/PG unit (include unit code below)    ☐ PG/Hons research    ☐ Staff research    ☐ Other (include details below)



Fieldwork Details
Describe the purpose of the trip, work being undertaken and role of participants:
	



Site Information
	Site location (include GPS co-ordinates where applicable)
	Contact name and number of field site owner/manager
	Permit number (if required)
	[bookmark: Backlink2]Date/s of visit/s
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Fieldwork Personnel Details
	Name
	Position
(e.g. staff, postgrad, volunteer, collaborator)
	Qualifications licence/cert no. and expiry date 
(e.g. first aid, CPR, boat/drivers licence)
	Contact number
	Emergency contact 
(e.g. name & number)
	Any medical conditions or medications

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Communication Devices
What communication devices will be used?
	☐ Mobile phone    ☐ Garmin inReach    ☐ Satellite phone    ☐ Personal Locator Beacon (PLB)    
☐ Other:

	If relevant, details of above:



Emergency Preparedness Plan and Communication Strategy
What is your emergency preparedness plan? (i.e. steps you will take in an emergency)
	


What is your communication strategy?
	


What will be the actions if the designated contact person does not hear from you?
	




	Emergency contact
	Numbers
	Contact times
	Incidents

	Emergency Services
	000 - land line or mobile
112 - mobile only
	Anytime
	Life-threatening accident or emergency
Remember to provide directions on how to get to site

	SCU Security
	02 6620 3628
	Anytime
	Accident or emergency


SCU designated contact person/s
	Name
	Position
	Contact number

	
	
	

	
	
	


External (non-SCU) designated contact person/s (if applicable)
	Name
	Company
	Contact number

	
	
	

	
	
	



Transportation Details and Journey Management
	☐ SCU vehicle    ☐ Hire vehicle    ☐ Private vehicle    ☐ Trailer    ☐ Self-drive bus    ☐ Public transport 
☐ Aircraft    ☐ SCU vessel    ☐ Hire or other vessel    ☐ Other: 


[bookmark: Backlink6][bookmark: Backlink7]If driving over 4 h please detail journey management plan to address fatigue
	



Food Safety and Hygiene
Plan based on the number of people, trip duration, available facilities, purchase options, transportation, and storage. Address special dietary requirements and ensure adequate water supply and storage.
	Support System
	Description

	Drinking water supply
	

	Food storage and transportation details
	

	Special dietary requirements
	

	Preparation of food
	

	Pest control
	

	Waste disposal and cleaning
	

	Communicable diseases – prevention and response
	

	Toilet and bathing arrangements
	

	Hand washing arrangements
	

	Other
	



Critical Risks (identify and include in risk assessment)
	[image: ]



Aviation


☐
	[image: ]



Remote and isolated work

☐
	[image: ]



Violence and aggression

☐
	[image: A blue line drawing of a car on a clipboard

Description automatically generated]



Vehicle operation


☐
	[image: A blue and white logo

Description automatically generated]



Working in and around water

☐
	[image: A blue and white triangle with a exclamation mark

Description automatically generated]



Hazardous substance


☐

	[image: A blue and white logo

Description automatically generated]

Person /vehicle/ machinery interaction
☐
	[image: A blue and white symbol of a person dancing

Description automatically generated]


Falls

☐
	[image: A blue symbol with a white background

Description automatically generated]
Biological agents

☐
	[image: A blue and white icon

Description automatically generated]


Emergency events

☐
	[image: ]


Confined space

☐
	[image: A blue triangle with a lightning bolt in it

Description automatically generated]


Electricity

☐

	[image: A blue and white snake

Description automatically generated]


Wildlife

☐
	[image: A blue line drawing of a pressure gauge

Description automatically generated]


Pressurised gas /stored energy
☐
	[image: ]


Radiation

☐
	[image: A blue and white logo

Description automatically generated]


Boating

☐
	[image: A blue line drawing of a mask

Description automatically generated]


Diving

☐
	[image: A blue and white symbol

Description automatically generated with medium confidence]


Lack of Oxygen

☐



1. Risk Assessment
	[bookmark: _Hlk130533115]Hazard
	Initial consequence/
likelihood
	Initial
risk rating
	Risk reduction procedures
	[bookmark: Backlink8]Residual
consequence/
likelihood
	Residual
risk rating

	Extreme Weather
	5/4
	Extreme
	Install/check appropriate weather Apps/sites and local council information (e.g. BOM, Fires Near Me, Floods Near Me, Tides Near Me, Live Traffic, My Road Info etc.) and do not proceed if conditions are unsafe for the activity.
Monitor conditions while in the field.
Exit strategy with an alternative is in place.
	5/2
	Medium

	Traffic accident
	5/4
	Extreme
	Only current licence holders to drive, ensure road rules are observed, ensure rest breaks for long trips.
	5/2
	Medium

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




Risk Assessment Continued:
	Hazard
	Initial consequence/
likelihood
	Initial
risk rating
	Risk reduction procedures
	Residual
consequence/
likelihood
	Residual
risk rating
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Declarations and Signatures: (DO NOT sign until reviewed and converted to pdf)
	By signing below, I agree that: I am aware of the risks associated with this work; adequate safety precautions are in place; all necessary training has been received; and all additional forms and approvals, such as SCUBA diving, boating, travel, flight authorisation, volunteer inductions, ethics are in place (where possible).

	Fieldwork Leader

	Name:
	Signature:

	Fieldworkers (add/remove lines if necessary)

	Name:
	Signature:

	Name:
	Signature:

	Name:
	Signature:

	Name:
	Signature:

	Name:
	Signature:

	Name:
	Signature:

	Name:
	Signature:

	Name:
	Signature:

	Designated Contact Person/s

	Name:
	Signature:

	Name:
	Signature:

	[bookmark: Backlink10][bookmark: _Hlk135041775]Technical Services Representative or Delegate (where applicable)

	Name:
	Signature:



Approval
	Supervisor/Research Leader/Unit Assessor or Delegate

	Name:
	Signature:

	Head of Work Unit or Delegate

	Name:
	Signature:


[bookmark: Table1]


Amendment Register
For amendments to the FWRA (e.g. fieldwork personnel, site information, communication strategy, transportation details). Any amendments must be communicated with all fieldwork personnel. All amendments must be filed with the Work Unit.
	Amendment number
	Amended by – Fieldwork Leader name
	Amendments made
	Date amended
	Approval – Fieldwork Supervisor
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Updated January 2025	                                                                                                                                                        	Page 12 of 12 
The following procedures must be completed by the Fieldwork Leader.
BEFORE commencing fieldwork:
☐ Complete a Fieldwork Risk Assessment and any other necessary documentation (e.g. boating safety plan, third-party vessel use form, dive proposal).
☐ Critical risks have been identified and included in the risk assessment with the critical controls.
☐ Check that all permits, approvals, certificates and licences have been obtained.
☐ Submit travel approvals if fieldwork involves an overnight stay or longer.
☐ Book SCU vehicles, vessels or trailers.
☐ First aid officer/s is present in the fieldwork team.
☐ Location and contents of first aid kit have been reviewed.
☐ Communication devices (e.g. mobile, EPIRB, PLB), emergency contacts and the approved Fieldwork Risk Assessment and other associated documents are available. 
☐ All required equipment and PPE has been checked and is available.
☐ All fieldworkers are listed on the FWRA and all participants (e.g. teaching class) have been informed of the safety risks and remedial actions relating to the fieldwork.
☐ Designated contact person is available and has been notified of the exact itinerary (location, departure and estimated return times).
☐ If applicable, participants have advised the Fieldwork Leader if unable to swim or consider themselves to be lacking in confidence as a swimmer for the given field activities.
☐ All participants have received necessary training and adequate supervision is available.
☐ Check weather forecasts approx. four days before departure, particularly if boating, snorkelling or diving is involved.
Additional procedures for Faculty of Science and Engineering:
☐ Fieldwork details (dates, location, participants and contact numbers) have been entered on the ‘FSE Fieldwork and Travel’ shared Outlook Calendar.


AFTER completing fieldwork:
☐ Report any incidents, near-misses or additional hazards via RiskWare.
☐ Lodge any reports relating to behaviour that could reasonably be regarded as breaching the rules of the University and/or relevant Codes of Conduct.
☐ Submit any claims for reimbursement of expenses.
☐ Revise Fieldwork Risk Assessment if needed.
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