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	Identify the activity and the location of the activity

	Description of activity
	Write a description of the research/academic activity. Provide enough description that will help assess the kinds of hazards and harms that may be involved. 


	Description of location
	Description of location of activity: Indicate city, and country. Provide additional qualifiers such as remote/isolated area, high crime area, etc.  


	Identify who may be at risk from the activity: 
This may include fellow workers, visitors, contractors and the public.  The types of people may affect the risk controls needed and the location may affect the number of people at risk

	Persons at risk
	General staff; Part-time/ Casual staff; Academic staff; PhD students; Research students; Visitors to the School

	How they were consulted on the risk
	


	List legislation, standards, codes of practice, manufacturer’s guidance etc used to determine control measures necessary

	Work Health and Safety Act 2011

Work Health and Safety Regulation 2011



	Task/

Scenario
	Hazard
	Associated harm
	Existing controls
	Any additional controls required?

	
	1. 
	· 
	· 
	

	Flight to location of research/ academic activity
	Deep Venous Thrombosis, especially for long-distance travel
	Leg ulcers

Pulmonary embolism leading to death
Phlebitis 

	PRIOR TO DEPARTURE

· Consider risk factors for DVT and if you have any seek medical advice prior to departure.  
DURING FLIGHT

· Follow guidelines for minimising risk including: avoid dehydration, wear loose, non-restrictive clothing, avoid using sleeping tablets or other sedation in flight, regular leg stretching and walk around periodically 
· Consider other measure such as elastic support stockings, aspirin or other medication, if advised by your Doctor (GP)
· At the first sign of DVT seek medical help.  
	

	
	Delays due to weather or other reasons
	Emotional stress

Delays in work
Cost
	· Travel insurance to meet finances arising from delays
	

	
	Food poisoning from airline food
	Contracting food or water borne disease
	· Controls in place by airlines to ensure food and drinks served are free of contaminants.
· At first sign of diarrhoea seek medical help
	

	
	Exposure to airborne diseases
	Contracting a respiratory infection


	PRIOR TO DEPARTURE
· Check if there are travel warnings relating to major disease outbreaks and follow travel guidelines
· Postpone visit till outbreak is over
DURING FLIGHT
· At first sign of symptoms seek medical help
	

	Driving to and from airport

Road travel to and from conference/ work site
	Drunk drivers
Speeding by other drivers
Road rage
Unsafe road conditions
Bad weather conditions
	Physical injury
Permanent disability
Death
Damage to car
Loss of personal belongings
	· Wear a seatbelt, check tyres for wear and tear, maintain vehicle, reduce speed, be cautious at intersections, do not drive while sleepy or under the influence of alcohol or other drugs, drive cautiously in bad weather. 
· Avoid behaviour that may lead to road rage.  

· Remain inside your vehicle in a hostile situation. Lock doors and close windows. 

· If you are being harassed by another motorist, drive to the closest police station or to a busy area to seek assistance - use your horn if necessary.

· Staff / students may cancel the visit if there is severe weather
	

	
	Mechanical breakdown of vehicle
Medical Emergency
Violent/ Threatening Situation
	Physical injury
Permanent disability
Death
	· Staff/students provided with pool mobile phones and emergency contact numbers should be pre-loaded into the pool phones.
· Staff/students complete MV1 form for approval to use private vehicle for business purposes.
· Staff / students to pre-inspect their car prior to all trips (e.g. do a walk around and check dash-board)
· No hitch-hikers to be taken on trips
· Drive with doors and windows locked
· Ensure there is roadside assistance for the vehicle and their contact numbers are within easy reach. 
	

	Walking to/from car/bus stop to research / work site


	Slippery  surfaces, uneven areas, loose covering and spills

Insufficient lighting
Inadequate access
	Falling, tripping or slipping, causing injury
	· Avoid travel outside of daylight hours
· Use suitable trolley / backpack / suitcase for carrying heavy items
· Use suitable footwear (comfortable and anti-slip).
· Carry a torch that works and provides adequate light
· When walking, choose the safest route (which may not always be the shortest route)
· Carry a first aid kit if in a remote area
	

	
	Physical/ emotional intimidation from persons on the street 
Physical violence


	Physical or emotional injury 
Malicious damage to car and belongings
Loss of personal belongings
	· Check in advance that there is suitable parking in the vicinity i.e. well lit, secure, close to the work site.

· Use non-branded bags/trolleys for carrying laptops

· Don’t leave personal items visible in the car, use the boot to store these; park your car in an open spot near a streetlight.

· Don’t carry valuables such as mobile phone & laptop openly or wear expensive jewellery. 

· Work in pairs if needed
· Before leaving car inform supervisor and/or contact person at work site you have arrived
	

	Conducting work/ research activity
	Insufficient lighting, obstructions, slippery  surfaces, uneven areas and spills
	Falling, tripping or slipping causing injury
	· Information on hazards specified in the participant’s file and checked prior to visit and updated after each visit.
· Ask participant to switch lights on.
· Familiarise self with layout of work site and scan for potential hazards
· All staff and students must read and comply with the UNSW Travel Policy and Travel Procedure

· Staff and students must adhere where possible to SPHCM guidelines
· Organize work place induction prior to starting research/ academic activity, including work place health and safety procedures in place.
	

	
	Medical and Health concerns (staff with pre-existing medical conditions)
	Exacerbation of condition
Hospitalisation
	· Ensure adequate supply of medications

· Ensure work site has facilities for appropriate storage of medications 

· Seek medical help at first sign of condition worsening
· Undertake medical check up if the work place could be a potential threat to existing health condition and follow doctor’s advice.
	

	Overnight accommodation
	Physical assault/ intimidation and other threats to personal safety

Loss or theft of personal belonging
	Physical injury
Loss of personal belongings including money, travel documents, credit card 
Emotional distress
	· Be aware of personal safety

· Lock doors and keep safety lock on
· Make use of hotel safe
· Do not open door to anyone you do not know.
· Inform hotel management immediately of any unwanted hassling, visitors, intimidation, etc. 

· Move out to another hotel if management does not address the issues.
	


	INSURANCE INFORMATION

	Insurance company: ACE Insurance Limited

Policy Number: 01PP528908

For emergencies medical and evacuation and surgery please contact ACE assistance on +61 2 8907 5995 (reverse charge) and quote the policy number 01PP528908.

For any other claims: Contact ACE on 1800 688 640

Further details on: http://www.rmu.unsw.edu.au/insurance/travel.html


	LIST EMERGENCY PROCEDURES AND CONTROLS

List emergency controls for how to deal with fires, spills or exposure to hazardous substances and/or emergency shutdown procedures


	


	IMPLEMENTATION

	Additional control measures needed
	Resources required
	Responsible person
	Date of implementation

	
	
	
	


	REVIEW

	Scheduled review date:
	

	Are all control measures in place?
	

	Are controls eliminating or minimising the risk?
	

	Are there any new problems with the risk?
	

	Review by: (name)
	

	Review date:
	


	ACKNOWLEDGEMENT OF UNFDERSTANDING
All persons performing these tasks must sign that they have read and understood the risk management (as described in HS329 Risk Management Procedure).

Note: for activities which are low risk or include a large group of people (e.g. open days, BBQ’s, student classes etc), only the persons undertaking the key activities need to sign below.  For all others involved in such activities, the information can be covered by other methods including for example a safety briefing, induction, and/or safety information sheet (ensure the method of communicating this information is specified here)

	Risk management name and version number: Domestic Travel Version 1.0                I have read and understand this risk management form

	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	


In the following table, all possible tasks, hazards, associated harm and existing controls have been listed for you. 


CROSS out any that does not apply to your particular activity.


ADD any that may not be listed in the table. 
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