THE UNIVERSITY

N/ OF QUEENSLAND

AUSTRALIA

OHS Field Trip
Module Guide

UQSafe

CREATING A FIELD TRIP

Home page/dashboard

© = .
E B v & T
New Filter Refresh Print Export Help
Field Tnps

Field Trip Register

Active

[ty rans | v v | iy oo Rovios

Showme 20 |items per page

-“
Clln

Maritime. 14/11/2017 28/11/2017 New Michael Phillips.
F;;‘::;:‘;‘:‘:‘I:{E 4 13102007 1611022017 New  Muhammad Aamit adelaide
Intemational - 591092017 300912017 New  Employes TEST Kabul
aernational 1082017 41082017 New Charters Towers
RE?"‘;"";;"‘)TE'IE g 200072017 310082017  Approved Miller Miodrag Zivkovic Thai Land
D"J‘:;::“C : 40712017 50712017 New t
REE’"‘Z)"";;“‘)L;E g TO72017 14/07/2017  Approved nowhere.
REE’"‘L"";;"LTE'IE g 23072017 121082017  Approved Maldives
R';'::;‘:‘:;:{; 4 M0TROTT 20072017 New maleny
pormationaloq 1402017 20072017 Approved  Cameron Aavik beenwah
REE’"‘Z)"";;“‘)L;E g TO72017 10/07/2017 New nowhere
—_— ——
(- < . —
| 3l = -

d ( / w I - . t(
New Filter / _ s ¥
Produce a Filter the View/edit Peer review Review View Clone Leave

new field existing field field trip notes Communications (copy)
trip trips to find Plan field trip
the one you
want
1. Enter field trip name and description: 2. Select most appropriate field trip type:
Field Trip Description Field Trip Type
Field Trip Name X .
‘ P % ¢ Domestic - Urban
| e ~ ) Internafional - Remotefisolated
Field Trip Description () Domestic - Remote/fisolated
o ) Domestic - Maritime
) International - Urban
) International - Maritime

3. Enter field trip dates:
Field Trip Dates

: Proposed date of departure:

Proposed date of return:
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Supervisor

1. Enter supervisor details and Find a person x
click search to select from list.
ﬁ ﬂ Enter one or more fields and click the search button to find a person
2. Enter supervisor email and ) Soarch for s — E
phone number (OI’ check that < ' earch for: () Supervisors/Managers (g Everyone
H B H earc
details are correct if automatically Sy First Name: Sumame:
entered). )
Employee: | | LognName |
3. Select communications Title: [ Jroeaion [ ]
person and enter email and
phone number (or check contact t
details are correct if automatically Name Title Login Name Employee ID Location
entered). Note: Communications )
person is not attending the field supervisor TEST super@uq Head Office
trip, but is the contact person
remaining at the workplace.
4. Click the statement to confirm the nominated communication person is aware of 5. Click NEXT
and agrees to the communication plan for the field trip: at the top:
Please Respond £
i
“] [ I have spoken to the nominated Communication Person and we have agreed on the Communications Plan for this Field Trip. o
~ Mext
Activities
1. Select the types of activities that will be 2. A corresponding list of activities will appear
undertaken during the field trip or work off in the Activities box to the left. Select all the
campus: activities that will occur as part of the field trip.
- . Activities
/ Activity Groups
3 - — [ Isolation
[ Off-campus marine .adwlt.y i [[]Manual handling of large or heavy items
Off-campus terrestrial acln..rlt:.r [] Other remote/rural activity
Travel to off-campus location [[] Other travel to off-campus location
[] Quad biking
Road travel to off-campus location
Sampling (including deploy/retrieve sampling device)
[]Use of drones or UAVs
[[]Working at altitude
Risk Assessment
Find OR Create
Risk Assessment \ Risk Assessment
1. Click if you have an N 1. Click if you do not have a risk assessment for this field trip
existing risk assessment N and need to create one.
for this field trip. ) .
. N 2. Opens new window to UQSafe - Risk.
2. Enter Risk Number or Assessment name . ] . .
o clc Search sk ssesment or Ik e ey
search risk assessment to search all risk N preparing ’
assessments, but this is probably not a N 4. Once risk assessment is completed, submit to supervisor.
sustainable option). N
5. Return to Find Risk Assessment to find the risk
3. Select the risk assessment(s) from the list. assessment(s) you have created.
4. Click the tick box to confirm the field trip leader has gﬁ;igrhig\iwé?k isjfgzm;r"/gf))rwm not appear in the list
read the relevant field trip risk assessments and will ensure PP 44 o ’
controls are in place and all participants aware of the risk:
Please Respond
H] [] The Field Trip Leader has read and understood each Risk Assessment and will ensure conirol measures are in place and all participants are aware of the risk.

R

5. Click NEXT at the top: P



Participants

FIELD TRIP LEADER Field Trip Leader
1. SearCh and SeIECt a fleld trip Ieader a N’\:::?Ca Aarre-Nilsen peliiy EsngBSBE@student uq edu au P;;ﬁ“;;‘?‘ur’;"ber
2. Enter emergency contact details for the B Contact Nummber
field trip leader Bob Nilsen 3388 8888 o
FIRST AIDER(S)
< Add a First Aider
1. Click Add a First Aider
2. Search by clicking
i
3. Repeat if you need multiple First Aiders
OTHER PARTICIPANTS
Participants
&; Name Email Phone Number Emergency Contact Centact Number Activities
‘ # Eglir .8

e [P .Y

# [Egiir .8

# [Egiir .8
«* Add a Person - OR > m
1. Click Add a Person for each field trip participant and Add Class
search for participant names and enter contact details for
each participant. 1. Clilck Akt)id aClass iT yourffielddtrip

involves bringing a class of students

2. Assign activities to each participant. to conduct field work. You can also
(Note: you can only assign activities if participants are use this function to upload a list of
uploaded individually rather than by Add Class). participants who are not in the UQ

active directory.
3. Search for Activities by clicking J ¥

4. Select Activities each participant will perform /

Assign Acitivities to person /

[] apply selected activities to all participants /

[JTravel to off-campus location-Boat/Ferry to off campus location

[ITravel to off-campus location-Flight to off-campus location /
[JTravel to off-campus location-Road travel to off-campus location

[Joff-campus marine activity-Snorkling - research /

AN . /
N /
\ Y
Click NEXT at the top: £
|.\Tf_|
Next



Destination

H

save

Enter details of the Location

1. Enter start location details and end location details.

Location Search By Map
Address @ Coordinates O
Location
| Scarborough, QLD, Australia
Closest matching address
Scarborough QLD 4020, Australia
Latitude
-27.2047
Longitude yart

| 153.11019999999956

field trip team does not arrive or does n

ot make contact

3. Click NEXT at the top:
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2. Enter Non- contact response. Repeat for each destination or stop on the field trip.

Note: Non-contact response is a Field or destination-based person who can contact UQ if the

ney Details

Field Trip Details

Re|

Date 0111172017

If the field trip has multiple destinations or stops, click Add at the bottom and enter start
and first destination details, then each leg of the trip thereafter
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Map data 82017 Google Terms of Use | Report a map error

Start Location | Oxley Cresk, Queensland, Australia

Highest Risk Activity | Sampling (including sampling device)
End Location 2]
porting Details

Reporting Method |Select Contact Method v|
Report in Time Austraiian Eastem Standard Time (AEST)

ReponTo

Frequency |Select Frequency v

Non-Contact Response

Field Contact Name Vicki McNabb
In-Field Contact Number | 3888 8388

University of Queensland,
014172017 39 ﬁfj‘:‘aﬁgﬁ‘&"“ Sﬁ""";’\““g;‘ra‘l’i:n 4020, SMS 0500 Luke Aaron End of Activity Bob Loblaw
Australia
Sampling (including  Fisherman Island, Port of
01172047 Searborough QLD 4020, geployiretrieve sampling  Brisbane QLD 4173, sus 1030 Luke Aaron End of Activity Vicki McNabb
device) Australia
Fisherman Island, Port of  Sampling (including
risbane . leploy/retrieve sampling . uke Aaron lourl icki McNal
011172017 Brisbane QLD 4178, deploylretri pling mﬂ;iﬁﬁ %"f:aha SMS 1130 Luke Aa H Vicki McNabb
Australia device) :
Sampling (including
Breakfast Creek, 9 ] Norman Creek, "
0112017 o Acevata  SoPOVelENe = mpling ¢ Normen Creek. o sMs 1230 Luke Aaron Hourly Vicki McNabb
Sampling (including
011172017 Quatormnan Crock, o deploylretieve sampling o Oley Crecke sMS 13:00 Luke Aaron Hourly Vicki McNabb
ueensland, Australia s ueensland, Ausiralia

9399 3999

8885 8888

8888 8888

8885 8888

8888 8888

7




Conclusion

1. Add vehicle, attachments and/or notes.

Please Respond
2. Tick the box to confirm that an emergency plan has been attached.

.:HI'} [J] Emergency Plan has been attached.

)

3. Click NEXT at the top: @
Next

4. Click SUBMIT to your supervisor. 6

Submit

5. If your supervisor REJECTS your field trip, address their notes and make required changes.

If your supervisor APPROVES your field trip, a yellow square will appear in the column next to
the field trip reference number and it will say approved in the status column.

International -
Remaotelisolated 1410712017 2010772017 Approved

6. When you are departing for your field trip, click the LEAVE
button in the commands column in the fieldtrip register.

Note: you can only use the leave and return
functions once the field trip has been approved.

7. When you return after your field trip, click the RETURN button. #,

For technical assistance and support please phone ITS Help Desk on (07) 336 56000 or log a job via the self-service portal:

https://servicedesk.its.uq.edu.au/ServiceDesk.bridgeit#/logon




