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Definitions
Field work is defined as any work, studies or research approved by the Head of
School or nominated deputy on behalf of James Cook University...

A Field Trip Operational Details form must be completed and submitted to the
School Safety Officer prior to departure on all terrestrial and freshwater field trips.

The Marine Field Trip Operational Details form must be completed for all field
work involving diving and marine boating activities.

Field Trip Tracker (FTT) is an online program for submitting field trip forms.

Forms should be completed well in advance  of the intended trip so as
to allow time for the trip details to be properly assessed and approved!!

Field Trip forms are necessary for the following reasons: \

* You are covered by the University's Insurance Policy

(See ‘Section 3 — Coverage’, JCU Field Work Health & Safety Policy
http://www.jcu.edu.au/policy/safety/JCUDEV_011015.html)

* You understand the risks involved in going into the field and you have taken the

necessary precautions (e.g. appropriate clothing, sunscreen, water, first aid kit, etc).
» The University knows where you are in the field and how to contact you.
* If you have an accident the University can notify your next of kin.

« If you fail to return from your field trip Search & Rescue can be notified by the

Qﬂversity and directed to your field site. /




FTT components

Two components to FTT forms:

1 PROJECT

2 FIELD TRIP

ﬁ PROJECT

You will need to create a project first. A project should
have information about what you intend to do, how often

and include operational methods.

Once your project has been approved by your supervisor

you can submit your field trip forms.

Note: while you are waiting for your project to be

~

\approved you can create field trip forms. /

ﬁ FIELD TRIP FORMS \

You are required to submit a field trip form each time you

go into the field.

Field trip forms are to be submitted a week before going
into the field. This is incase your forms need to be
adjusted and to ensure all parties have time to sign off

(Safety Officer, Authorised Officer & Head of School).

QMe: Field trip forms can be reused. /




GLOSSARY

Authorised Officer — university Contact. This person should be
someone on campus (e.g. your supervisor), who you will contact on a regular
basis when you are in the field. If they do not receive contact from you they
will phone emergency services and arrange Search and Rescue.

Please ensure you contact your intended Authorised Offcier before creating
your form. Check they agree to be your AO and that they will be on campus
for the duration of your field trip.

OIC - oOfficer in Charge in the field (the OIC should create the online form).
Principle investigator — see OIC.

Risk Assessment — Matrix outlining possible hazards you may encounter
on your field trip. It also details the control measures you will take to reduce
the probability and consequence of these hazards occurring.

Signing Officers — Your field trip needs to be approved by 3 people before
you go into the field. This includes — Safety officer, Authorised officer and
Head of School.

SIGNING OFFICERS

Safety Officer — susan Kelly (Faculty Science & Engineering, Cairns)
Sue Reilly (School Marine & Tropical Biology, Townsville)
Rob Scott (School Earth & Environmental Sciences, TSV)
Paula Roger (School Engineering & Physical Sciences, TSV)

Authorised Officer — see description above

Heads of School —

» Jonathan Nott (School Earth & Environmental Sciences, CNS)
» Paul Dirks (School Earth & Environmental Sciences, TSV)

» Brad Congdon (School Marine & Tropical Biology, CNS)
» Michael Kingsford (School Marine & Tropical Biology, TSV)

» Darren Crayn (Australian Tropical Herbarium, CNS)
* Yinghe He (School Engineering & Physical Sciences, CNS & TSV)



~= JAMES COOK
=~ UNIVERSITY

AUSTRALIA

GUIDE TO FIELD TRIP TRACKER
http://ftt.jcu.edu.au

Part 1.

How to create a

NEW PROJECT




1. Visit http://ftt.jcu.edu.au
& Select ‘Field Trip Tracker'.

2. Select ‘Login’.

F

‘Login’ is located
in the blue column

on the left-side.



Welcome to the FieldTripTracker host!

The current version of the fieldtnp tracker can be found here:
Field Trp Tracker

The FTT sandbox, where you can test the FTT system, iz here
Field Trip Tracker Sandbox

Welcome to the FieldTripTracker!

Other

You'll need to make a new project befare you can submit fieldtrips. To view the list of fieldtrips and project you have created or
have access to, please click My Info,

S




3. Use your JC login number to login.
If you have not logged into FTT before you will

have to create a password.

4. Select ‘Proceed to main’.



FieldTripTrackerProject

Username

Password

| Login i[ Ciear]

N

FieldTripTrackerProject

Login succesful!

Proceed to main




Part 1. i) Add personnel to your Quicklist

Save time by adding personnel to your ‘Quicklist’...

1. Once you have logged in, go to ‘Quicklist’

on the left-hand-side menu.

Welcome to the FieldTripTracker!

Welcome!
ou'll nesd to raks s new project bafors you can submit fizldtrips, To visw the list of fisldtrips and projsct you have crested or havs sccess to, plesss dick My Info.

Personnel quick-list
The people below will be available in your queklists (i.e, tip personnel screen, project supervisors and Authorised Officers)

Please note: You have no users in you quicklist

Commands
Add user

For help, please contact the FieldTripTracker admin by email or on %1273 Main




3. Type in their name and surname and choose
which list/s to include them in (Personnel,
Authorised Officer and/or Supervisor) & ‘Submit’.

Add user to quick-lists
‘You can add users by JCU number or by name. If the JCU number is entered, the user's name will be ignored.

ICUID Hame Surname Personnel Supervisors Authorise,

Kylie Brown a0 O

For help, please contack the FieldTripTracker admin by smail or on 1273 Main

4. Repeat steps 1-3 above to add more personnel
to your quickilist.

Personnelt
welcome Jenni

Personnel quick-list
The people below will be available in your queklists (i.e. trip personnel scraen, project supervisars and Autharized Officers)

Name (click name to select lists to appear in) Personnel  Supervisors  AO list
Kylie Brown Yes Delete

ine
3o tommands
Add user
q fisld trip
eld trip

For help, please contadt the FieldTripTracker admin by email or on %1273 Main




Part 1. ii) Lodging a Project

5. Select ‘New Project’

*

‘New Project’ is
located
in the blue column

on the left-side.

6. Enter Project Title (e.g. BZ3400 Spider Project),
Principal Investigator (You)

& Your Supervisor

To add staff not
Included in the
list, use
‘Assign to other

person’



ou'll need to make a new project before you can submit fieldtrips, To view the list of fieldtrips and project you have created or
have access to, please dlick My Info.

Submit
bugfrequest

Logout

Application for Project

Basic information

Project Title | BZ1000 Project EXAMPLE

Principal Investigator | Jenni Paul V|

Supervisar | Assign to ather persan V|

Project Errata

Is there likely to be field wark in remote locations? Mo
will 3 boat be used?
will there be free-diving ar snarkelling? Mo
wiill there be SCUBA diving? Mo

For help, please contact the FieldTripTracker admin by email or on x1273 Main
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7. For staff not on your dropdown list
choose ‘Assign to other person’.
Click ‘Next’.

8. Fill in their name & click ‘Search’.



Application for Project

Basic information
Project Title
Principal Investigator
Supervisar
Lodge form

i tl‘i 1]
Project Errata

Is there likely to be field work in rermote locations?
will a boat be used?
Wil there be free-diving or snorkelling?

will there be SCUBA diving?

| BZ1000 Project EXAMPLE |

Jenni Paul

& | Assignto otherpersan v | 33

MNo |+
Mo+
MNo v
Mo+

For help, please contact the FieldTripTracker admin by erail or on x1273 Main

Search for Supervisor

Add user by name
Marne Surnarme

John | |Smith

Mew project

Lodge form

Field trip
Id trip

Add user by jc number
e LT EE

[ ]

Add user by email address
JCU email

Logout

11
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9. Indicate the correct name/email from

the list & click ‘Select'.

10. Indicate whether going to remote location/s,
boating, etc

If all details are now correct choose ‘Next'.

y

Remote field work is defined

as any work carried out at a
non-urban site off-campus
where it takes more than
half an hour to get
medical aid to an ill

or injured person.



Logout

Search results

Select result
Mare . . .
John Smith (ohn. smith@jcu. edu.au)

2l Search again

MNew project

Lodge form
Field trip
_ trip

Logout

Application for Project

Basic information

Froject Title
Principal Investigator

Supervisor

Project Errata

Is there likely to be field work in remote locations?
Wwill a boat be used?
will there be free-diving or snorkelling?

will there be SCUBA diving?

| BI1000 Project EXAMPLE |
| Jenni Paul v |
| John Smith v

For help, please contact the FieldTripTracker admin by email or on x1273 Main

13




11. Fill in details for your project as per

this example.
(i.e. Project activity, description, objectives

& operational methods).

*

Make sure your list of
operational methods is
comprehensive.
When you lodge a field trip
form you will only be
able to choose methods

from this list.

P



Application for Project: BZ1000 Project EXAMPLE

Field Trip Operations

Project activity
Proposed/sestimated number of:
0 Field trips per year:
Days per trip:

People per trip:

Project de i

zcription of the projects purpose:

BZ1000 students and staff look at variations in distribution of
individual species and estimating biodiversity 1N the surrounding area.

Project objectives

Plzase s e scientific objectives of your project:

To assess how individual species’ distributions change along a linear gradient of physical para
and to assess how collection effort influences estimates of hiodiversity.

x

Operational methods

when completing this section, please leave empty any sections that do not apply to you,

Operational me
Please

n itemised list of tasks you'll be performing. This list should include & i=s yvou may undertake during
fie , even if vou will only performing some of this tasks on any given trip
Driving between JCU and field site

a

Set up a 50m transect using a Tm guadrat at 1m intervals, record the
species of vegetation present along the transect.

lUse sweep nets to collect insects in wegetation.

[ Sawe and add more ]

Operational methods {(animal collection)

FPlease indicate the species of interest, the likely number of individuals affected and what vou intend to do with them

| Save and add more |

ional methods {chemicals)

lease indicate which chemicals you will be using and how you intend to use them

'Transferring insects from sweep nets into small containers with 100mL of 70% ethanol.

[ Seve and add more |

Contact details

General emergency service contact
Paolice:

armbulance:
Air unit:

QLD emergency services:
Radio channels:

Mobile phone:

For help, please contact the FieldTripTracker admin by email or on x1273 Main

15
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12. Review details and submit form.



Submit new project

Lodge form
Fir:- tr-!.

Logout

Review project

Basic information

Project Title BZ1000 Project EXAMPLE
Principal Investigator Jenni Paul
Supervisar John Smith

Project description

BZ1000 students and staff ook at variations in distribution of
individual species and estimating biodrersity In the surrounding area.

Project Objectives

To assess how individual species’ distributions change along a linear gradient of physical parameters
and to assess how collection effort influences estimates of hiodiversity.

Operational methods

Driving between JZU and field site

Set up a 80m transect using @ 1m guadrat at Tm intervals, record the
species of vegetation present along the transect.

lUse sweep nets to collect insects in vegetation.

Transferring insects from sweep nets into small containers with 100mL of 70% ethanal.

Section A: Field Trip Operations
Proposed Mo, of:
Field trips per year: 10
Days per trip: 1
People per trip: 12

Emergency service contacts (terrestrial operations)
Folice: Arnbulance:
Radio channels:

Air unit:

Mobile phone:
QLD emergency services:

< Subrnit for approval

17
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13. When your project has been approved
you will receive email confirmation from
Andrew Gray-Spence with the subject:
“[FTT] Project Approved”

14. Or you can check the status of your project
by visiting ‘My Info’, located on the menu on
the left of the webpage.

Above your project will be the following:
“The following projects are awaiting approval”

or “Projects that have been approved”.

*

Now you can
create ‘Field Trip’s
for this project

(see Part 2).



13.

Subject: |FTT] Projeckt approved
From: Andrew Grav-Spence
Date: 10032009 3:27 PM

To: JenniPau

Hello,
Project BZ1000 Project EXAMPLE  has been approved by John Smith

Thank wvou,
The FieldTripTracker

User data

Submitted projects

The following projects
Date submitt Review /submit project Other commands
10/Mar/2000 BZ1000Pnject EXAMPLE Grant access Withdraw

Logout

For help, please cantact the FisldTripTracker admin by email or on x1273 Main

19
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Part 2.

How to lodge a

FIELD TRIP FORM

21
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Field Trip Forms

/ FIELD TRIP FORMS ﬂa

Field Trip Operational Details form must be completed,
submitted and approved prior to departure on all field trips.

The form should be completed well in advance of the intended trip
so as to allow time for the trip details to be properly assessed and

\ approved. /

4 )
BOATING FIELD TRIP FORMS ‘&

For all diving and boating activities you will need to create a
Boating Field Trip Operational Details form.

o )

ﬂEXIBLE FIELD TRIP FORMS

If you are unsure of your field trip date/s you should
create a flexible field trip form.

For flexible field trip forms, you can create forms up to 3 months in
advance.

The start and finish dates should be no more than a month a part.
Once your flexible field trip has been approved and you are certain

of your field dates, you must ‘activate’ your flexible field trip in ‘my
info’ and update any information.

Qr each flexible field trip you still need to create a new form. /

23
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1. Select’ Field Trip’ on the side menu

(under ‘Lodge form’ on the menu on the left-hand-si de).

2. > Enter Trip Title

(try to include a reference to your location in the title,
e.g. BZ1000 Yorkeys Knob Beach_ Wk1)

> Choose your project from the list

Position ( Undergrad / Postgrad / Staff )
Officer in Charge ( You)

Safety Officer

Authorised Officer

Head of School

VVV VYV

> Date of proposed field trip.



Application for Field Trip: Section 1 {Officer in Charge)

Basic information

Trip title

Project

usitiun

Signing officers

Officer in Charge
Safety Officer
Authorised Officer

Submit Head of School

Trip duration

ogaout
Lagouwt PrDDDSEd depar‘ture date

Proposed return date

Additional requirements

Will vou be taking non-1CU personnel (including volunteers)?

Additional protocols

Jellyfish
Firearms use (including darting)

Tree climbing

| BZI000 Yorkeys Knoh Beach_\eekl EXAMPLE |

BZ1000 Project EXAMPLE V|

ot aff ¥

- I

‘ Jenni Paul

‘ susan kelly

& Assignio other person

Brad Cangdon

]m

I

(dd/mmyyy) [14/03/03
(dd/mmsyy) [14/03/03

=
[
I

MNe

=

N
)]
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3. To ‘assign other person’ not on list provided,

click ‘Next’, write their name/email and ‘Search’.

Contact your intended
Authorised Officer
before creating your form.
Check they agree to be
your AO and that they
will be on campus
for the dates of your

field trip!

4. Select the correct name/email from list provided



Search for Authorised officer

Add user by name
Narne Surname

John RED < Search

Lodge form
Field trip Add user by jc number

ek EEEE

R

Add user by email address
CU email

/
-\

Logout

Search results

Select result
Marne Select
John Smith (john. smithig@jcu.edu.au =i

O]

Search again

O

Logout
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5. Click ‘Next'.

6. You must fill in the location/s and date/s
for your trip in Section B.

You can also add a ‘.kml’ file using
google earth (Section A) or attach a

map or itinerary (Section C).

Visit the following website for a google earth vide o tutorial:

http://steampunk.jcu.edu.au/Google-Earth-Demo.mp4




Eield trip

Application for Field Trip: Section 1 {(Officer in Charge}

Basic information

Trip title BFX1000 Yorkeys Knob Beach_“weekl E><.AMF>LE|
Project EZ1000 Project ExXAMPLE |

ey
Lodge form osition Staff

Signing officers

Officer in Charge [ Jenni Paul ~|
Safety Officer [ Susan Kelly ~|
Authorised Officer [Jahn Srith ~|
Head of School |Eirad Congdon -~ |

Trip duration

Proposed departure date (ddArnmsy ) | 14/03/09
Proposed return date (ddsrnmdy ) | 14/03/09

Additional requirements

will you be taking non-JCU personnel {including wolunteers)? Mo v

Additional protocols

Tree dlimbing

m/

Application for Field Trip: Section 2 {Travel details)

Please note: You must complete at least one of the sections below to submit your fieldtrip

Site Locations

Section A - Location list (KML)
Upload kML |[ Browse... ]

Generate locations from KML?

Section B - List of intended worksites

Pleass rote: Date out should only be usad when you will be at the same location for mors then ons day

& out (opt.) Location name (required] Address or co-or
14/03/03 [14/03/09 |[ rorkeys Knob Beach |[ Cairns

Section C - Map or diagram of intended work si
Upload map |[ Browse

Clear

For help, pleass contact the FieldTripTracker adrmin by srmail or an x1273 Ma

29
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7. Describe the purpose of your trip & indicate
operational methods you will be using
(these were created in your project )
Choose option 1 or 2 (below) to complete

a risk assessment matrix.

Option 1 (Attach matrix):

>See one of the techs for an electronic copy
of risk assessment matrix to attach.

>Choose ‘No’ to ‘Online Risk Assessment’

Option 2 (Online matrix):

>Change ‘Online Risk Assessment’ to ‘Yes'’
> Click ‘Next’.



Application for Field Trip: Section 3 {Methads and Risks)

Section A: Trip purpose
Describe the purpose of the trip

B2 (Cater® s and staff lnok at variations in distribution of
Indvidual species and estimating biodiversity in the surrunding area.

Lodre
fari
ACICRSIINN | T0 355ess how indrvidual species’ distributions change along a linear gradient of physical parameters

aqd to assess how collection effort influences estimates of hiodiversity.

B Section B: Dperational methods

Please indicate the approved operational methads that will be use this frip
Lagout

Methods

Driving between JCU and field site
Setup a 80mtransect using @ 1rm quadrat at 1m ntervals, record the

species of vegetaton present along the transect,
Use sweep nets to collect insects in vegetation.
Transferring insects from sweep nets into small containers with 100mL of 70% ethaW

‘Section C: Risk assessment

Please note: You may elect to complete a nisk assessment later, but your field trip cannot be approved without one

Subsection 1: Written risk assessment

Attach written risk basement: :[ Browse... ]

Subsection 2: Dnline risk assessment

Complete risk assessment online Yos V|

Subsection 3: HazNet assessment

Enter the HazNet process 1D

Clear MNext

31
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8. Complete Risk Assessment by describing:
> Hazards.
> Risks.
> Severity of Risks (use chart).
> Control measures you will take

to reduce risks.

*

Please provide a
complete list of
risks relevant

to your field trip!
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8.

Fieldtrip
Welcome
lerni ;o . : g .

Application for Field Trip: Section 34 (Online risk assessment)
Info One method of evaluating risk is to use a risk assessment chart:
My inf Likelihnod

very likel \Likely Unlikel Highly Unlikely
Faaly I — —— .

Consequence  [Major Injuries __iMediurn Medium
Tasks ; — T T
T, Minor Injuties Pmd!um Mediurn

iy Negligible Injuries Medium Medium _

form What should you do?

. Listin the following table the HAZARDS you have identified that are associated with the field activities

. Briefly describe in the table the nisks associated with each hazard

. Using the risk assessment chart, assess and record in the table the risk present by that hazard (HIGH, MEDIUM, LOW)
. Address the risks with HIGH rating first

. Inthe table, indicate what control measures are being taken to minimise the risk

Control Measures \

¢ ELIMINATE the hazard

® SUBSTITUTE something with lasser risks, E.g. Manual handling - substity allet container
* [SOLATE the hazard - &.0, proper storage of chemicals or firsarms

*

+

[

Use ADMINISTRATIVE CONTROLS - pravide training, adequate super#sio
Provide PERSONAL PROTECTIVE EQUIPMENT - .0, Gloves, safety nhat, sunsereen

Controls should be selected from as high up on this list as is reasonablaggac®al to maximize effectiveness, In many cases, a combination of controls may be
necessary to reduce the hazard

Online Risk Assessm
D of hazard Description of ri Assessed risk Risk control measures

Falling Over \ iWaIking an un tslippery ground, | Low ¥ fTake first aid kit take notice of suroundings
nd vegetation, | | low ¥ fWaar long sleeve clothing, take first aid kit

!Lacaratiun \ iCuts fio
Insectbites Worl

outsiger | ¥ Applyinsect spray, wear appropriate clothin

| Medium v |

I urm V]:

iiMadium v
| | Medim ¥ |
/ I | Medium v |

(V |:Medium v

i;.Medium Y

Next

34



EXAMPLE HAZARDS

Description of Description of Assessed Risk Control measures
Hazard risk Risk
BOX JELLYFISH WADING WAIST DEEP HIGH WEAR STINGER SUIT; HAVE 2 L
STING IN SEA WHILST VINEGAR WITH FIRST AID KIT;
DRAGGING NET FIRST AIDER PRESENT;
(DURING FEBRUARY) ASSISTANT BRIEFED OF
HAZARD.

CROCODILE Crocodiles present in Medium Aware of dangers. Staying back

ATTACK lake from water’s edge. Watching out for
crocodiles. Placing an object
between ourselves and the water’s
edge where possible (e.g.
rake/pole/chair, etc). Kept informed
by EPA as to the presence of
Crocodiles in the lake.

MANUAL HANDLING Lifting gear in and out of Medium Pack gear into easily lifted

vehicle containers, team lift heavy items,

STRAINS / SPRAINS revise correct lifting techniques (e.g.
bend knees).

SUNBURN Standing in the sun for Medium Wear sunscreen and reapply every 2

extended periods hours. Wear long sleeved clothing
and a hat.

SNAKE BITE Working Outside Medium Take first aid kit with compression
bandages. Wear long pants, boots
and gaiters. Do not handle snakes.

VEHICLE ACCIDENT Travelling to and from Medium Qualified and experienced drivers.

study site Take first aid kit, mobile phone and
drive sensibly.

HEAT STROKE Long hours in sun/heat Medium Wear hat and take plenty of water to
drink.

EXHAUSTION Long hours in the field Low Take breaks from field work.

FALLING OVER Walking on uneven Low First aid kit and take notice of

ground surroundings.

LACERATION Cuts from sticks and Low Wear long sleeved clothes and take

vegetation first aid kit. Cover and disinfect cuts
immediately.

STINGING TREE Walking through Low Wax strips in first aid kit, know what

vegetation plant looks like and check
surroundings.

INSECT BITES Working outside Low Apply insect repellent and wear

appropriate clothing.

35
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9. >Fill in your next of kin (‘Contact Person’)
and their phone number.
> In ‘New Personnel’ fill in the name and

surname of your project partner.

/To add a class list \

> go to ‘Add additional personnel by search’

at the bottom of the screen.
> Choose campus
> Choose status (e.g. undergraduate)
> Type in subject code (e.g. BZ1234)
> Click ‘search’

> Choose ‘Save and Continue’

K or ‘Save and Search for more’ /

> |f you know their next of kin you can

add details, otherwise leave blank,
they will fill this in later.
>Click ‘Next’.

10. >Choose the correct name/email of
your project partner from the list.
>Choose their position (Undergrad/ Postgrad/ Staff).
>Click ‘Next'.



application for Field Trip: Section 4 {Personnel)

Please nate! Emergency contact name and phane do not need to be entered now, but must be entered before submitting form for approval

Existing Personnel

First Comm Driver
aider officer Car Bus 4WD x

i

ontact person
Tracy Paul

Status/position acu 1o Mame
| oficerin Charge ~| | £ i

New Personnel
The name and surname fields will be ignored if 8 JCU 1D is entered

JCU ID (if First Comm Driver
Status/position known) Contact person Phone nurmber aider officer CarBus4wD
(Undergrad v Qe tie  Erewn @ | o o ooo
[ Postgrad ~| I ] o o ooo
| Postgrad > [ I | [i{ca i i ca i N
| Postgrad | | | | T
[ Postgrad ~| I [ | [ ol L )
Quick list
First Camm Driver

Add to list  Statusfposition Mame Contact person Phone number aider officer Car Bus 4WD
Additional personnel
Will you be taking non-1CU persannel (including nen-1CU valuntesrs)? Mo v

10.

Fieldtrip

Application for Field Trip: Section 4 {(Personnel}

Multi-match users
The FieldTripTracker found more then one match for a user's name. Please select the correct user below

Search for: Kylie Brown found: Set selected persons position to
Kylie Brown (jc 634321 ) kylie.brownz@jou.edu.au ®
Ll_:ldge _form Kylie Brown (jc451631 ) kylie.brown3@jou.edu.au 4]
Field trip
Discard @]
New Personnel
First Camm Driver

Status/position  1CU ID {if known) Mame Surname Contact person  Contact number  aider officer  Car Bus 4wD

Logout

For help, please contact the FieldTripTracker admin by email or on x1273 Main
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11. > Indicate which of your personnel are
qualified first aiders, 4WD drivers, etc,
by ticking the appropriate boxes  (right-hand-side).

> Click ‘Next’ again.

Communications Officer
is the person designated
to contact the
Authorised Officer
(this can be the OIC
or another person on

the trip).

12.1f you have not filled in next of kin details
for your field trip party...
>Select ‘Yes’ in the ‘Notify personnel’ section.
This will send an email to the personnel

to login and add their next of kin details.



Application for Field Trip: Section 4 (Personnel)

Exnisting Personnel

Status/position

Contact person

Please note: Emergency contact name and phone do not need to be entered now, but must be entered before submitting form for approval

Fhone number

| [Tracy Paul

234586

New Personnel
The name and surname fields will be ignored if & JCU ID is entered

Driver

First Camm

Additional personnel

will you be taking non-JCU personnel (including non-1CU volunteers)?

Status/position iﬁgwlu? o Namne Surname Contact person Phene number aiderofficer CarBus4wD
| Postgrad ~ | Il I |l | 2 a3 [
[Postgrad > | [ I [ | F E B FE
| Pastgrad - | | |
[Postgrad - ] | i O N g
| Pastgrad ~ | | 11 (.
Quick list
First Comm Driver
Add to list  Status/pesition Mame Contact person Phons number aider officer Car Bus 4wD

o]

[ Bulk add additional personnel {manual entry) |

[_Add additional personnel by search |

For help, please contact the FieldTripTracker admin by email or on x1273 Main

Application for Field Trip: Section 4 (Final)

Please note: vou will not be able to submit this form for approval until all personnel have emergency contactdetails recorded. Personnel can enter their

own emergency contact details,

JCU personnel

Status/position 1C ID Mame

Contact person

First Comnm Driver
Contact number aider officer CarBus4WwD

| Officerin Charge v H

|| Tracy Paul

|[4012 3456 o o ool

| Undergrad VH H

I oo oooliEl

Motify personnel

Would vou like to send an email notification to the selected JCU personnel?

select personnel
Jenni Paul

Kylie Brown

For help, please contact the FieldTripTracker admin by email or on x1#73 Main
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13. Enter details as per this example:
> Your mobile & satellite phone numbers
> Add more contact information to

Base of Operations section (e.g. address &
contact numbers of station / farm, collaborators, e tc).

> Change pre-trip training to ‘Complete’
> Contact point (Authorised Officer or Security)
> Scheduled contact frequency

> Emergency actions

#

If you choose Security

as your contact point,
phone X5555,

after you return from

your field trip.
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Application for Field Trip: Section 5 { Communications systems)

Contact numbers for the Officer in Charge

Maobile 041234 5678

Satellite

Base of operations

If you will be be operating in an area where normal communications are limited, please leave instructions as to how you can be
contacted.

I.e. through tg:ﬁ L
ichael Johnson (QPYWS) 04 5765 4321

T —

rHer boat operator,

Logout

Radio systems

UHFAYHF frequency//channel | |

MF/HF frequency/channel | |

27 MHz frequency/channel | |

Call sign | |

Radio Schedules{times) | |

Radio contact name | |

Contact phone number | |

Pre-trip trainingfinstructions in communications procedures for personnel < Complete b/

Contact point
You may choose to make your scheduled contact with your authorised officer or, preferably, with Security Conbegl

Scheduled contacts will be with the: ( Authorised Officer » >

Scheduled contact frequency (this sectionto b A

B o
tMohile Phone <

Cnce

How will the scheduled contacts be

How often should contact be ma

At what timeis) should contact be made? Once

Emergency actions (this section to be co

U suthorised Officer John Smith

Actions to be taken if a sg

g = »Contact me directly vwia mobile [0412345678)
contact is missed

*Failing that, contact my next of kin (John Paul 40123456)

>If contact is still not estsblished contact police and search £
rescue!

\

Search and Rescue shall be initated if the field party fails to return by
Date (dd/men/yy) [14/03/09 |

Time (HH24:MM)|1EI:DD |
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14. Indicate Personal Protective Equipment
(PPE) taking on the trip & camping
& vehicle equipment if relevant.
>Click ‘Next’.

15. Choose mode of transport.
(Heel and Toe Express = Walking).
If you are traveling by commercial plane
or boat, as a passenger only, choose ‘yes’.
If you are not a
passenger or the boat
Is not commercial

You will have to fill in a

Boating form instead!



14.

Fieldtrip

Hats
Clothing

Footwear
Sunsereen
Persannel hydration
High-visibility vest
Other

Camping equipment
Submit Tents (number and size)
Days of food

Water (liters)

First aid kit

Partable generator

GPS

Batteries for GPS

¥ehicle equipment
Spare battery

Spare tyres

wwinch
Extraction/strap kit
Tools

GPS

Batteries for GRS
First aid kit

weater (liters)

spare fuel (liters)

Application for Field Trip: Section 6 (Safety equipment)

Personal Protective Equipment

First aicl kit

2
EEREEEE E oooo |  OOREEE

Advisory options - sent after approval by
Hos.

Ermail persannel with
TS reauirements =]

Ernail tachnician the

Broposed trip depart Don'temail ~

date

advise number of the fallawing required
wehicle's first aid kit

Transport methods

Heel and Toe express
Motor vehicle

Aircraft (passenger)
Lodge form

Logout

Application for Field Trip: Section 7 (Transport details)

F"—ill'ﬂ Commercial vessel (e.g. dive operator, trawler)

For help, please contact the FieldTripTracker admin by email or on x1273 Main
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16. Choose ‘Add vehicle’.

17.Add vehicle details
Select ‘Save and Continue’

(or ‘Discard changes and continue’ to delete).



16.

Transport

Vehicles
Mo travel by vehicle

Date out Date in Rego

Lodge form
ing field trip

Add JCU vessel

For help, please contact the FieldTripTracker admin by email or on 1273 Main

Application for Field Trip: Section 7 (Transport details)
Plaase select the vehicle cass as fallows:
€U vehide - if you will be using a JGU owned vehicle
Hirad vehicle - if you will be hiring & vehicle from a rantal company

Supplied vehide - when undertaking joint research with an external entity wha will supply the vehicle
Private vehicle - when you will be using your own vehicle

If you are unabls to supply full vehicle details (=.9. when using a hired or supplied vehide) please complete the form to your best estimation, =ntering HA vhere
infarmation is whally unavailble.

Part A (Vehicle details)

JCU wehicle [+]

Class

Beao number (RENTL/SPLDY a5 rega, if required; incrementing far additional uehwcles))

Wehicle

008LOY

Make Toyota
Model Hiace
Type 12 Seater Bus

Mo [

If the vehicle is a 4WD, has the driver completed an approved training course?

40421316

wehicle contact number (the hire company or the awner or your Head of Schoal)

Travel Requistion number (if applicable)

Part B (Private vehicle details - complete only if the "Private vehicle" dass is selected)

The use of a private vehicle must be approved by your Head of Schaal

Does the vehicle have a current comprehensive insurance policy? Mo [
Praof of payment of your insurance policy lodged in the Faculty Office No [

Reasan

Disclsimer
In the event of an accident in your awn vehicle whilst an University buiness, any insurance claim which may arise should be thraugh your aun insurers, This will HOT be
a claim against the University insurers, (Mileage allowance cavers the cost of maintenance, wear and tear, fuel and insurance costs)

Save and add another
Discard changes and cantinue

For help, please contact the FieldTripTracker 39
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18. Click ‘Finish’.



Transport

Vehicles Rego

Private Yehicla

00BLOY (ramene)

Boating field trip |[hEYS Date out Date in Rego
1 field trip

10U boats

Finish

Subm

Logout

Faor help, please contact the FieldTrinTracker admin by email or on 1273 Main
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19. Review your field trip. Red sections
indicate where changes have to be made

or information is missing.
(If your project is still awaiting approval it will also

show up as a red section).

&

Your field trip will
be saved in
‘My Info’ under

‘Unsubmitted’ forms.



fipplication for Field Trip: Review

Submission items

Section 1 - Officer in Charae 0l

Section 2 - Travel detals ke

Section 3 - Methods and Risks 0k
f Section 4 - Personnel Errar

gt

Blocking issues

A person on the trip roster is missing emergency contact details Supply contact details or remave person

Section 5 - Communications systems ok
Section £ - Safety equipment ok
Section 7 - Transport details ok

Additional protocols and forms

Submission items

Trip status Error
Blocking issues

Project has not yet been authorised Wait far yaur trip to be authorised
Dther tasks

Print hai printsble
Notify personnel of trip readiness Select personnel

For help, please contac the FieldTripTracker admin by emal or on x1273 Main

49



50

20. Once you have completed all sections
correctly, your personnel have included
their next of kin and your project has been
approved, you will be able to submit your
field trip form.

Click ‘Submit for approval'.

Your field trip

will be saved in

‘My Info’.



Application for Field Trip: Review

Submission items
Section 1 - Officer in Charge
Section 2 - Travel details

WP ©cction 3 - Methods and Risks

Field trip
lfiP|dltril

Submit
bug/request

Logaut

Section 4 - Personnel

Section 5 - Communications systems
Section £ - Safety equipment
Section 7 - Transport details

Additional protocols and forms

Submission items
Trip status

Other tasks
Print
Notify personnel of trip readingss

Ok
Ok
Ok
Ok
Ok
Ok
Ok

Ok

Submitfor apprava

Show printable
Select personnel

For help, please contact the FieldTripTracker admin by email or on %1273 Main
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21. You will be notified by email when your

field trip form has been approved.

22.You can also check the status of your form
by visiting ‘My info’ on the left-hand-side
menu and to the right of the field trip form

choose ‘Review’.



21.

= Subject: [FTT] Fieldtrip approved

From: Andrew Grayv-Spence

Date: 140309
To: Jenni Pau

Hello,

Fieldtrip

¥You can review the fieldtrip here:
http://ftt.jou.edu.auw/fet/trip review?t id= 334

" BZ1000 Yorkeys Knoh Beach Weekl

Thank wvou,
The FieldTripTracker

has been approwved.

Logout

User data

Submitted projects
The following projects are awaiting approval

Date submitted Review/fsubmit project
10/Marf2009 BZ1000 Project EXAMPLE

Cther commands
Grant access Withdraw

Submitted field trips
The following Trips are awaiting approval

Trip # Title Date submitted
384  BI1000 Yorkeys Knob Beach Weekl 11m3/m00

Commands

=
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23. Before each signing officer signs your form
the words ‘Awaiting approval’ will appear to the
right of their name. Once each signing officer
signs your form the word *  Approved " will appear

to the right of their name.

24. Your field trip has to be assessed and signed
by all three signing officers before you can go

Into the field!

-

You should submit forms

at least a week in advance

to allow trip details to be
properly assessed and

approved.
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23.

Review Fieldtrip

Reviewing Fieldtrip Application # 334

BZ1000 Yarkeys Knob Beach _Week]

Submission items
Section 2 - Travel details

Section 4 - Personnel

Section 1 - Officer in Charge ak
ak
Section 3 - Methods and Risks ak
ak
Sedtion 5 - Comrmunications systermns ak
Section & - Safety squipment ak
ak

Section 7 - Transport details

Overall approval status

Safety Officer Susan kelly
Authorised Officer John Smith
Head of Schaol

Brad Congdon

Approved
Awaiting approval
Awaiting approval

Other tasks
Print

Wotify personnel of trip readiness

Wotify personnel - pre-select personnel who haven't signed on
Download the fieldtrips persannel list in an Excel compatible format

No notes

Add note

Show printable
Seledt personnel
Pre-select personnel
Download persannel list
For help, please contact the FieldTripTracker admin by ermail or on %1273

Logout

Reviewing Fieldtrip Application # 384
BZ1000 Yarkeys Knoh Beach _Week!

Submission items

Sedian 1 - Officerin Charge

Section 2 - Travel details

Section 3 - Methods and Risks
Sedion 4 - Personnel

Sedtion 5 - Communications systermns
Section & - Safety equipment
Section 7 - Transport details

Overall approval status
Safety Officer Susan kelly
Authorised Officer John Smith

Head of Schoal Brad Congdon

Notes

Other tasks

Print

Hotify persannel of trip readiness

Motify personnel - pra-select personnel wha haven't signed on
Download the fieldtrips personnel list in an Excel compatible format

No notes

ok
ok
ok
ok
ok
ok
ok

Approved
Approved

Approved

Main

Add note

show printable

Select personnel
Pre-select persannel
Download personnel list

For help, please contact the FieldTripTracker admin by email or on x1273

Main
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25. Select ‘Logout’ on the left-hand-side menu

to finish.

-

After you return from the
field, flag your trip as
‘returned’. Your form will

be archived after 30 days.



Review Fieldtrip

! enni

Reviewing Fieldtrip Application # 384
BZ1000 Yorkeys Knoh Beach _WWeek!

Submission items

Section 1 - Officer in Charge ok
Section 2 - Travel details ok
Section 3 - Methods snd Rizks ok
Sedtion 4 - Persannel Ok
Sedion 5 - Comrmunications systams Ok
Sedtion & - Safety equipment Ok
Sedion 7 - Transport details Ok

Overall approval status

Safety Officer Susan kelly Approved
Authorised Officer Jahn Smith Appraved
Head of Schoal Brad Congden Approved
Notes
No notes

Add note
Other tasks
Print Show printable
Motify personnel of trip readiness Select persannel
Motify personnel - pre-select personnel who haven't signed on Pre-select personnel
Download the fieldtrips persannel list in an Excel compatible format Download personnel list

For help, please cantact the FieldTripTracker admin by email or an %1273 Main

FieldTripTrackerProject

Logged out!
Tou have succesfully logged out

Back to index
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Part 3.

Editing
Field Trip Forms
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Part 3. i) How to Re-use Field Trip Forms

You can save time filling in field trip forms

by making a copy of a completed form.

1. Go to ‘My info’ on the left-hand-side menu.
Find the form you want to copy and click
‘Re-use’ (located on the right-hand-side).

2. Check the boxes next to sections you
want to copy. Choose ‘generate new field trip’.



User data

Submitted projects
The following projects are awaiting approval

Date submitted Reviewfsubmit project
10/mMar/2009 EZ1000 Project ExXAMPLE

Other commands
Grant access Withdraw

Field trios awaitinag sianatures
The tallowing Trips are awarting approval

Trip # Title Date submitted
384 BZ1000 Yorkeys Knob Beach weekl 33/n3/00

For help, please contact the FieldTripTracker admin by s2mail or on ®x1273 Main

Reuse fieldtrip 334

Select sections to reuse
Sedtion 1 - Officer in Charge
Sedtion 2 - Travel details

Sedtion 3 - Methods and Risks

Sedtion 4 - Parsonnel

Sedion 5 - Communications systems

Sedtion & - Safety equipment

Sedtion 7 - Transport details

FF=EOFE

=

Generate new figldiip
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3. If the process is successful you will now have
a confirmation note with the number of the new
field trip form.

4. Go back to ‘my info’ on the menu. Find the
new field trip form. Select ‘Edit/Review’ on

the right-hand-side.



Boating field trip
ng field trip

bug/request

Logout

Your trip was created with trip id 466

Logout

User data

Date subrmitted
10/Mar/2009

Submitted projects
The following projects are awaiting approval

Reviewsubmit project
Project ExAMPLE

Other commands

Grant access Withdraw

Trip # Title

Unsubmitted field trips
The following Trips have not yet been submitted

Date submitted

486 BZ1000 Yorkeys Knob Beach weekl Unsubmitted

Commands

pUSE Cancel

Trip # Title

Field trios awaitina sianatures
The tollowing Trips are awating approval

Date submitted

384 BI1000 “orkeys Knob Beach Weekl 11703700

Commands

Review Reuse withdraw
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6. Edit the new forms until all sections
are complete.

You will need to update the following:
Section 1 — Title & Dates

Section 2 — Dates

Section 3 — Risk Assessment
Section 4 — Personnel

Section 5 — Return Date

Section 7 — Vehicles

7. Then ‘submit for approval'.



Reviewing Fi_eldtrip Application # 486
BEZ1000 Yorkeys Knob Beach Week 1

Submission items
Sedion 1 - Officer in Charge [edit

ok

Sedion 2 - Travel details

Cormplete the online risk assesment or subrit a risk assesment dacy

Add at least an OIC to the g

Cantact details incomplete

Sedion & - Safety equiprment [edit’
Section 7 - Transpart details [edit

Overall approval status

Safety Officer susan Kelly
Authorised Officer John Smith
Head of School Brad Congdon
Notes

Other tasks

Print

Notify perzonnel of trip readiness
Notify perzonnel - pre-celect personnel who haven't signed on
Download the fieldtrips personnel list in an Excel cormpatible format

omplete emergency contact form

ok
Ok

Awaiting approval
Awaiting approval
Awaiting approval

No notes

Add note

Shaw printable

Select personnel
Pre-select perzonnel
Download personnel list

For help, please contact the FieldTripTracker admin by email or on %1273 Main

Application for Field Trip: Review

Submission items

Section 1 - Officer in Charge

Section 2 - Travel details

Section 3 - Methods and Risks
Section 4 - Personnel

Section 5 - Communications systems

Section 6 - Safety equipment
Section 7 - Transport details

Additional protocols and forms

Submission items

Trip status
Logout

Other tasks

Print

Motify personnel of trip readiness

Ok
Ok
Ok
Ok
Ol
Ok
Ok

Ok

‘ Submit for appraval .

Show printable
Select personnel

For help, please contact the FieldTripTracker admin by email or on x1273 Main
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Part 3. ii) How to Edit / Withdraw Field Trip Forms

In order to edit forms after they have been
submitted, you need to first withdraw them.

1. Go to ‘My info’ on the left-hand-side menu.
Find the form you want to delete and click
‘withdraw’'.

2. Select ‘Confirm withdrawal'.

When you withdraw
a field trip form you
will not lose any

data entered. All

data will be saved.

3. A note will display letting you know the
withdrawal was successful.




User data

Submitted projects
The following projects are awaiting approval

Date submitted Review/submit project
10/Mar/2009 BZ1001 project ExAMPLE

Other commands
Grant access Withdraw

Unsubmitted field trips
The following Trips hawe not yet been submitted
Trip # Title Date submitted

436 BZ1000 Yorkeys Knob Beach Wweek1 Unsubmitted

Commands

Edit/Review Reuse Cancel

Field trins awaitina sionatures
The tallowing Trips are awating approval

Trip # Title Date submitted

384  BZ1000 “orkeys Knoh Beach Weekl 11/03/00

Review Reude withdraw

pau proces

Withdraw fieldtrip

This will withdraw the fieldtrip frorn the sustern

Warning: The fialdtrip rust be resubraitted if

L Confirm withdrawal

[Withdrav fieldtrip

The trip was succesfully withdraun
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4. Edit forms by selecting ‘Edit/Review’ on the
right-hand-side.

5. Select the section you want to edit, click
‘edit’ and make any changes. Submit when
complete.



User data

Submitted projects

The following projects are awaiting approval
Date submitted Review fsubmit project Other commands
10/Mar/2009 EZ1000 projéct EXAMPLE Grant access Withdraw

Unsubmitted field trips

The following Trips have not vet been submitted

Trip # Title Date submitted
384 BZ1000 Yorkeys Knob Beach Week 1 Unsubmitted

486 BZ1000 Yorkeys knob Beach YWeek 2 Unsubmitted

Commands
Edit/Review @euse Cancel

ey Reuse Cancel

For help, please contact the FieldTripTracker admin by ermail or on x1273 Main

Review Fieldtrip
' ne Jenni

Reviewing Fieldtrip Application # 334

BZ1000 Yorkeys Knob Beach Week 1
Submission items
Section 1 - Officer in Chal @ ok
Section 2 - Travel details (&3 Ok
Section 3 - Methods and Rizks (edit ok
Section 4 - Personnel [edit Ok
Section 5 - Communications systems [edit Ok
Sedtion & - Safety equipment (edit ok
Section 7 - Transport details (edit Ok
Owverall approval status
Safety Officer Susan Kelly Auaiting approval
Authorised Officer John Smith Awaiting approval
Head of Schoal Brad Congdon Awaiting approval
Notes
No notes

Add note
Other tasks
Print Show printable
Notify personnel of trip readiness Select personnel
Notify personnel - pre-select personnel who haven't signed on Pre-select personnel
Download the fieldtrips persannel listin an Excel compatible format Dawnload persannel list

Submit for appraval >

For help, please contact the FieldTripTracker admin
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Part 3. iii) How to Delete Field Trip Forms

To delete forms before they have been submitted...

1. Go to ‘My info’ on the left-hand-side menu.
Find the form you want to delete and click

‘cancel’. ’

Once you cancel
a field trip form it is

gone forever!

2. Select ‘Confirm deletion’.

3. A note will display letting you know the
deletion was successful.

V

To delete forms
already submitted,
you need to
withdraw, then

cancel.



ser profile

ne

User data

Submitted projects
The following projects are awaiting approval

Date submitted Review submit project Cther commands
10/Mar/2009 BZ1001 projéct EXAMPLE

Grant access Withdraw

Unsubmitted field trips
The following Trips have not yet been submitted

Trip # Title Date submitted Commands
486 BZ1000 Yorkeys Knob Beach weekl Unsubmitted Edit/Review Reus@Cancel
Field trios awaitina sianatures

The tollowing Trips are awaiting approval

Trip # Title Date submitked Commands
224 BF1000 Yorkeys Knob Beach Weekl 113/m0 Revigw REUse yithdraw

/ ip cancellation

Cancellation request

Cancel feldtrip
This will delete the fizldtip data from the
sustern

Warning: This action cannot be undone

Canfirm deletion ||

on m trip cancellation |
enni

Cancellation request

can,

D
The trip was succesfully del=ted

Eeturn




