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3.3 Fieldwork Leader 

This section is not required for Low Risk Fieldwork. 

The Fieldwork Leader must ensure that all necessary paperwork, permits, plans 
and risk management processes are in place. 

A Fieldwork Leader must be assigned prior to the fieldwork and, unless they are 
an Independent Fieldworker, must acknowledge the role. In SafeSys, the 
Participant assigned the Fieldwork Leader is deemed to have accepted unless a 
request is made to assign another Participant. If SafeSys is not used then 
acknowledgement can be via email or their signature on HS018a Fieldwork 
Approval Form.  

Independent Fieldworkers are automatically considered a Fieldwork Leader.  

3.4 Participant Details 

This section is not required for Low Risk Fieldwork. 

Prior to a field trip or excursion, the Fieldwork Leader must ensure that each 
Participant has completed a HS009 Fieldwork Participant Form. This records 
Participant details such as emergency contacts, medical conditions which may 
affect participation and relevant qualifications.  

Copies of the completed HS009 Fieldwork Participant Form must be forwarded 
to the Fieldwork Leader or delegate. 

The Participant keeps the original HS009 Fieldwork Participant Form and is 
responsible for keeping the information in the form up to date. 

3.4.1 Volunteers 

Care must be taken to use Volunteers appropriately. Advice from Human 
Resources should be sought where Volunteers are to be used in a role that 
could be undertaken by paid workers. Where Volunteers are involved: 

 Complete a HS010 Volunteer Approval Request Form



HS917 Fieldwork Procedure   Page 5 of 8 
Version:  1.0   Effective 17 August 2015 

 Arrangements for testing of the Emergency Plan (phone or radio checks). 

 Making the area safe. 

 Preserving the scene. 

 Notifying UNSW Health and Safety Personnel of notifiable incidents. (Refer 
to Work Health & Safety Act 2011, Part 3, Incident Notification) 

Emergency Plans for high profile work, overseas fieldwork or work on ships must 

http://www.legislation.nsw.gov.au/maintop/view/inforce/act+10+2011+cd+0+N
https://safesys.unsw.edu.au/Lists/healthsafetyforms/DispForm.aspx?ID=419
http://www.safety.unsw.edu.au/hs-ra-04-site-visits
http://www.safety.unsw.edu.au/hs-ra-04-site-visits
http://smartraveller.gov.au/zw-cgi/view/Advice/
http://smartraveller.gov.au/zw-cgi/view/Advice/
https://www.fin.unsw.edu.au/Insurance/Travel_Safety.html
https://research.unsw.edu.au/recs


HS917 Fieldwork Procedure   Page 6 of 8 



HS917 Fieldwork Procedure   Page 7 of 8 
Version:  1.0   Effective 17 August 2015 

 Risk assesses and approves changes in the field  

 Initiates Emergency Plans in the field 

 Ensures Safe Work Procedures are followed and Personal 
Protective Clothing and Equipment is available and worn 

 Reviews risk management documentation prior to trip 

 Ensures all Participants have submitted their HS009 Fieldwork 
Participant Form 

 Ensures all permits are obtained and followed 

 Ensures Volunteer approval is in place. 

Callback Person  Is available to be notified of safe return of fieldwork party 

 Has access to Emergency Plan for nominated trips 

 
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