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1.0 Instructor’s Role in Risk Management 

Instructors play an important role in controlling the risk that students are exposed to.  Instructors do this by:

· Balancing level of risk with level of student ability and experience

· Presenting curriculum in a manner that leads from simple tasks to more complex. 

· Consciously striving to manage the levels of risk to which students, instructors and other staff are exposed. 

Qualifications and liability

Deans and Unit Heads rely on instructors to know and carry out common practice in areas such as curriculum, student/instructor ratios, equipment use, and emergency response.  Instructors who are not current in their knowledge expose the program to liability. 

Risk Management Directives

The following checklist summarizes the outdoor program instructor’s responsibilities while planning, teaching, and leading courses.  

· Be aware of the common practices or industry standards for the activity you are instructing.

· Possess the appropriate qualifications and experience for the activity and level you are instructing. 

· Ensure that you, or the program, have adequately planned in writing the trip being led. 

· Ensure that you, or the program, has adequately planned in writing the emergency response (emergency response plan) for the trip being led and that you carry out these directions in the field. 

· Carry communication equipment appropriate for the isolation, level, and philosophy of the trip. 

· Teach to the approved curriculum and guidelines and, if deviating from these, document your rationale at the time. 

· Keep detailed records of near-misses and incidents that occur.

· Maintain control of the group at all times.

· Do not drink alcohol or use drugs on or before trips. 

· Ensure that you conduct adequate safety talks with your students and staff, eliminate hazards where possible, and provide adequate warnings of remaining hazards and mechanisms to control associated with an activity.

· Possess customary qualifications and experience.

· Have a written trip plan.

Other responsibilities may be required by the institution depending on the activity.

2.0 Familiarity with Field Trip Sites 
Instructors of outdoor programs should not plan field trips to areas that the outdoor industry does not consider to be “instructional terrain” – that is terrain suitable for allowing novices to focus on learning proper technique in a relatively low-risk setting.  Furthermore, trip instructors should not take a group into terrain that the instructors themselves are not familiar with.  They must also have traveled the terrain in seasonal conditions similar to those that are likely when a particular trip is planned.  This does not include research trips where instruction is not the purpose of the activity.  
3.0 Trip Plans 
Written trip plans enable instructors to articulate details of the trip prior to a trip taking place.  Trip-specific plans identify hazards and lay out strategies to mitigate risk from these hazards.  Trip plans must be reviewed and updated, if necessary before use on subsequent trips to the same location, but faculty should ensure that all trip plan strategies and cautions are carried out on subsequent trips.

Instructors should ensure that all trips they are asked to lead are properly planned and that the planning is documented. 

Trip plans must identify site/activity specific risks (i.e. wildlife, environmental factors, water, equipment), and assign controls to eliminate or reduce identified risk (i.e. proper dress, training, weather forecasting, wildlife safety training, equipment safe work procedures).  This level of risk assessment will ensure that risks are properly communicated and understood by all participants, as they can be discussed during safety talks and written into consent forms.  

The plan will also ensure that all appropriate licensing/permits have been obtained prior to the trip, if necessary.   

Dated trip plans should be kept on file by program administration for a seven-year period in case it is necessary to demonstrate that proper planning was conducted on a specific trip during that time.  

The following is an outline for a trip plan:

· Trip Description - Identify location and provide short narrative of trip.

· Itinerary and Time Plan - Description of itinerary (including travel time), show camping points, identify exit routes, and analysis of terrain.  Maps should be included if possible.  

· Staffing Needs – Number of staff/faculty required, hiring/training requirements, and list instructor to student ratio.   

· Suitability of Student – Age, sex, fitness requirements, experience levels, prior training required, etc.  Must demonstrate an appropriate trip-student match. 

· Logistics – Starting and end points, times of departure and return, support staff requirements (drivers, food preparation, etc), person checks for staff in isolated work sites, and any special demands on program support services.

· Equipment Requirements – List of personal and group equipment to be provided by student or the program (include clothing lists, group equipment lists, first aid, and repair kits).

· Income and Expense Budget – May be required for program approval.

· Trip Policies – i.e. driving policies, instructor to student ratios, transportation of hazardous materials, or policies specific to the program (i.e. isolated river trips, levels of water a river could be paddled in).  

· Hazard Identification and Control – Specific to the trip, this must address hazards resulting from people, environment, wildlife, substances, or equipment/machinery.  The assessment must be reviewed and revised if necessary prior to trip to reflect the hazards at the time of trip (i.e. weather changes, seasonal hazards).   The assessment should address both the extent (severity) and likelihood (frequency) of potential incidents and answer questions such as:

· What can go wrong?

· How likely is an incident to occur?

· What are the potential effects and consequences? 

· How can these risks be eliminated or effectively controlled? 
All hazards Assessment must be reviewed by the HSE office prior to the trip.  HSE requires a minimum of 5 working days to issue a response.  

· Resources – Hazard identification and risk assessment assist in defining what external and internal resources, both personnel and equipment, might be needed to deal with probable scenarios.  All resources required to effectively respond to an emergency on this specific trip should be identified.  Locations, quantities available, accessibility of equipment, supplies, sources of food, clothing, shelter, maps, etc, should be identified.  

Knowledge of the capabilities of various external response groups such as ambulance, police, search and rescue groups and other commercial operations should be determined.  Clearly defined procedures should be written to mobilize the various resources as needed during an emergency.  

· Contact Telephone List – List of telephone numbers and radio frequencies of internal and external resources should be compiled and maintained.  This should be readily available at the program office and instructors in the field should carry any numbers that may be needed.  

· Search and Rescue Response – Leave a copy of the trip plan with the administrative designate (assigned by the Unit Head within the responsible Unit) that includes instructions for what should be done and who should be called if the group is overdue.  
· Emergency Management Plan – First aid and communication details (see 7.0 for list of requirements)  

· Wrap-up – Elements to be carried out at end of trip such as equipment clean up, inventory, debriefings, reporting, etc.  

· Trip Approval – Signature of Dean or Unit Head and reviewed by the Office of Health, Safety and Environment.  
· Evaluation – Safety and incident reports, near misses, student satisfaction surveys, and whether program met its goals and objectives.  (Add as post-trip report.  Note: accidents/incidents must be reported to the Unit Head and Health, Safety and Environment within 24 hours of incident.  See www.ubc.ca/okanagan/hse for procedures and forms).
Template to be used to complete Trip Plan is provided in Appendix A.  
4.0 Trip Notification 

Prior to leaving on a trip, even for a portion of a day, the instructor must leave a copy of the trip plan and pre-trip report with the designated administrative contact assigned by the Unit Head.  If a designate has not been assigned, the trip plan must be left with the Unit Head.   
Prior to leaving, arrangements should be made for the field workers to check in with their UBC O contact by a specific time on each field day.  At that point, they should state their present location and plans for the following day. If the UBC O contact has not received a call within 30 minutes of the designated time, then he/she must try to contact the workers at the mobile numbers or at their accommodation.  If the UBC O person does not make contact with the field workers after a further 30 minutes of trying, he/she should arrange for at least two people to go out and look for the workers at the expected location (if less than two hours away), or should contact the RCMP in that area. 

5.0 Safety Talks and Student/Employee Preparedness 

Instructors must ensure that the safety talks they give are educational and include warnings.  These talks must be provided prior to departure (general information, i.e. to ensure proper dress) and at the field activity site (i.e. specific details) before the activity commences.  The outline provided below may be tailored to guide both pre-trip and site specific safety talks.    
Safety Talk Outline

1) Introduction 

a. Introduce yourself and your assistants.  Identify first aid attendant(s) 
b. Explain to participants that they need to listen and think – they share the responsibility for safety (refer to student responsibilities under University Safety Policy and any specific Unit responsibilities)  

2) Trip Specifics

a. Introduce the trip (e.g. geographical area, weather forecast) 

b. Describe inherent dangers (e.g. cold water, falling, hypothermia, wildlife, other environmental conditions) 

c. Explain proper use of equipment

d. Demonstrate proper techniques (i.e. how to sit and paddle, operate equipment)

e. Explain what to do in an emergency (e.g. if someone falls in the water, if someone gets lost) 

3) Participants’ Responsibilities

a. Explain the level of physical involvement

b. Ask participants to identify any medical or physical conditions they have that might be affected by the trips activities. 

c. Explain that NO alcohol or drugs are to be taken before or during the activity or brought along (refer to Unit policy if applicable). 

d. Explain the responsibility of participants to apply care and attention. 

e. Ask students to notify instructors if they observe any problems with the equipment and to report any incidents or accidents. 

4) Closing 

a. Confirm that all participants understand and have signed the informed consent form

b. Ask if there are any additional questions 

Students should be clear on their general responsibilities.  At a minimum, these must include: 

· Taking reasonable care of their safety and the health of others
· Reading and follow all safety and health policies and procedures
· Reporting all known or observed hazards, incidents, and injuries
· Asking questions if they are unsure about the proper or safe use of equipment 
· Reporting any illness or condition to their instructor or first aid attendant that may hinder their ability to perform the tasks as required.  
Ensure all participants have appropriate safety protection (i.e. weather-appropriate clothing, footwear, gloves, lifejacket, high-visibility vests, and other personal protective equipment required) 
Take attendance prior to and after the fieldtrip (or at acceptable intervals) to ensure all students and supervisors are accounted for.  
6.0 Communication Technology 

Instructors should be familiar with the different communications technologies available and should carry effective communications systems (and backup systems if failure of primary system is possible) that are suitable for the student group, the program goals and objectives and the terrain.  

It is now common practice in commercial and institutional outdoor programs to use the communications technology that best suits the group’s isolation.  Options include VHF radio, cellular telephone, single side band, satellite telephone, and personal locator beacons (PLBs).  

Ideally, field workers will have two different forms of communication with them in the field.  If a field crew operating out of one vehicle separates into groups that will be working some distance from each other, they must be able to check with each other on a regular basis. 

Field Radios 

Field radios tuned to the correct frequency must be used on any road used for active hauling of logs.  It is wise to call on these radios on any industrial logging road, even if no hauling has been seen.  The rules for calling out your location on a logging road can vary with the forest licensee.  The following have been modified from Weyerhaeuser Company Limited’s Okanagan Falls 2001 Health and Safety Plan: 

Set your radio to the appropriate frequency for the road you are on.  The frequency is noted at the entrance to the road.

· Radio use is restricted to calling kilometer locations and important messages. All messages must be brief to avoid blocking the channel.

· When stopping, leaving, or re-entering a haul road, advise status and location.

· Call “UP” or “DOWN” to indicate direction of travel.  Note: in other locations, people may use ‘EMPTY’ when traveling up a logging road from a main road and ‘LOADED’ when traveling back down to road towards the main road.

· Call road name and km to indicate location. For example, ‘Down Owlhead 15’.

· Traffic to generally call every second km. All vehicles closing within 4 km call every km.

· DOWN traffic has the right of way over Up traffic, except for an ambulance or other emergency vehicle.  When you hear that you are getting within a few kilometers of a truck coming DOWN, pull over to let it by.

· The lead truck in a string of vehicles must call the number of vehicles it is leading (i.e. Down Baldy, 44 km, for 3).

· Anyone switching from the designated frequency to talk on another frequency must clear his or her vehicle. Resumed travel is not permitted until the operator has switched back to the correct road channel frequency and has resumed calling kilometer location.

7.0 Equipment and Supplies 

Program staff must ensure that: 

· The amount of equipment is appropriate for the activity

· The equipment was manufactured for the purpose in which it is used

· All safety equipment possesses the necessary safety certifications or approvals (i.e. CSA, DOT) 

· The equipment is in good condition, and is repaired, maintained, and inspected as required. 

· Check your equipment/supplies to determine if they present any additional hazards.  For example transportation of dangerous goods requires additional training and specific transportation requirements (i.e. compressed gas cylinders, flammable liquids).  
· The type of use or the amount of use of an item can be proved (this may be through a log book or other proof).

· Equipment is retired as required. 

· All customary safety adjustments are made to equipment.

· All necessary safety, first aid and emergency response equipment is readily available to support and activity.   

Make sure that you are instructed in the use of all equipment, including hand tools.  If you have questions about their use, ask questions until you feel you are fully informed.  

Departments responsible for equipment and supplies should ensure that an up-to-date inventory is maintained and that all equipment and supplies are stored in a clean, dry, secure location.  

8.0 First Aid 

Almost all off-campus field trips must have written first aid procedures and first aid on site.  The type of kit and the need for a first aid attendant will depend on the number of instructors and students, the hazard level associated with the course, and travel time to the nearest hospital (taking into account potential roadblocks to medical aid).   Instructors that require assistance determining what level of first aid is required should contact the office of Health, Safety and Environment for guidance.  
Procedures 

Written first aid procedures are required.  These procedures should be posted at the site and/or effectively communicated to faculty, staff and students.  Faculty and staff must be trained in how to implement the plan.  The plan forms part of the Trip Plan (Emergency Management) and must include:

· The equipment, supplies, facilities, first aid attendants and services available

· The location of and how to summon first aid

· How the first aid attendant is to respond to a call for first aid

· The authority of the first aid attendant over the treatment of the injured and the responsibility of the attendant to report injuries to the University (and the employer will report to the Board)

· Who is to call for transportation of the injured and the method of transportation and calling

· Prearranged routes in and out of the field site and to medical treatment 

· Procedures for reporting first aid incidents 

Hazard Levels

The level of hazard associated with the trip must be determined.  Appendix E provides the first aid requirements for each level of hazard.  Examples of low, moderate, and high hazards have been provided below.  HSE can assist in classifying hazard levels associated with field trips at the instructor’s request.  

· Low hazard – e.g. training or teaching  
· Moderate hazard – e.g. fish collection, landscape gardening, repairing outboard motors and other small gasoline engines, water transportation, land surveying 
· High hazard – e.g. using tools, equipment, or machinery for high-speed grinding, cutting, chipping, or drilling; operating equipment or machinery where rollover is possible; working near mobile equipment where there is a possibility of a worker being struck; working at elevations; entering confined spaces where toxic atmospheres may exist or develop; entering excavations greater than 1.2 metres (4 feet) in depth; being exposed to unusual risk of injury due to violence, drowning, animals, heat or cold, or falling objects; and working where there are other hazard factors that may expose workers to risk of serious injury or occupational disease 

It is common practice for lead instructors of outdoor programs to hold a valid Advanced Wilderness First Aid Certificate in addition to the WorkSafe requirements.  Assistant leaders should consider taking a wilderness survival course.  However, WorkSafe BC does not currently recognize any Wilderness First Aid agencies/instructors and therefore, this certification is not considered to be a program requirement.  
Equipment 

A Level 1 First Aid Kit must be placed in each field vehicle and these should remain fully stocked and secured in the vehicles at all times (see Appendix E for first aid kit supply requirements).  Additional first aid supplies should be taken into the field if the field vehicle is not readily available during any portion of field study.  First aid supplies may be signed out through the office of Health, Safety and Environment (HSE) on a first come first serve basis.   Alternatively, kits may also be purchased through HSE on a cost recovery basis.  
Transportation 

Transportation to medical aid must be supplied by or at the employer’s expense.  Provisions for transportation must be made prior to the trip as part of the emergency response procedures.  i.e. barriers to first aid, distance from medical aid must be determined and a plan in place.  

9.0 Transportation 

Statistically, driving to and from outdoor program activity sites is significantly more dangerous than participating in the activity itself. In most outdoor programs, transportation is the most dangerous activity students will participate in – and has the potential for serious results. 

Program managers are encouraged to provide transportation to the students in the program and not rely on student or staff vehicles.  Students who are allowed to use their own vehicles must be made aware that their own insurance policies will be required to respond in the case of an accident and those losses or accidents during an outdoor program trip will affect their own policies and driving records.  

Drivers must have appropriate qualifications and insurance (note Policy # if using personal automobile) and be aware of the risks of transporting others.  Experience of drivers should be considered.  Be aware of any environmental or road hazards and construction.  Ensure vehicles are in safe working order and appropriate to the weather and road conditions.  Perform visual inspection.  Anyone driving a vehicle (car, truck or boat) must have the appropriate Licence. 

Vehicle Inspection 

Before setting out, the driver should check the vehicle and anything being towed prior to departure.  A basic check should include tires (visual inspection of inflation and tread conditions), radiator (water level), oil level, battery condition, as well as spare and jack.  During fire season, a 20-L spray jug full of water and shovel should be in the vehicle.

Read the owner’s guide of the vehicle to familiarize yourself with any special features. In particular, make sure that you understand how to put the vehicle into four-wheel drive.  On some vehicles, hubs have to be locked manually and the vehicle must be stopped before switching into 4WD.  In other vehicles, switching can be done ‘on the fly’.

Remember that vehicles handle differently when they are heavily loaded.  Drive more slowly and allow more time for stopping.  SUVs and trucks, which have a higher center of gravity than a passenger car, require special care to drive when unloaded.  They are more likely to roll over so turns should be taken at slower speeds than in a passenger car and fast maneuvers should be avoided.
University vehicles must have an annual safety inspection conducted by a certified mechanic.  In addition, instructors are responsible for ensuring that a pre-trip vehicle inspection is conducted prior to the trip and that any concerns are reported and remedied immediately (see Appendix D for pre-trip inspection checklist).  
Guidelines for Drivers 
The following points have been extracted from the University of Western Australia ‘Working in Remote Locations’ policy (http://www.admin.uwa.edu.au/sho/policydisplay.asp?PolicyID=16).   They can be used as a guideline on long trips or long days. 
· No more than 10 hours in a 24-hour period should be taken up with driving. The total time spent travelling, inclusive of breaks, should not exceed 12 hours, even where the driving is shared;

· A rest period of 20 minutes should be taken on completion of each 3-hour period of driving, or as required. Each driver shall drive for no longer than 3 hours in succession;

· Ordinary duty combined with driving duty shall not exceed 12 hours in any period of 24 hours;

· Alcohol or prescription drugs that may affect the ability to drive safely shall not be consumed during the 8 hours prior to working or during the period of the journey by any person involved with driving duties;

· The distance that can reasonably be covered during the space of a day's driving will be governed by the above as well as driver fatigue, legal speed limits, climatic conditions & weather, and type of vehicle used.

· The general well being of the driver, in particular fatigue, is paramount and takes precedence over agreed guidelines particularly when the driver is subject to fatigue.

· Provision shall be made for regular and adequate rest breaks to avoid driver fatigue.

Driver Risk Factors to Consider

1. You have been driving for more than 5 hours – If you have already been driving more than five hours, you may be experiencing some level of fatigue, depending on the prior conditions.  

2. You have winter driving experience of less than 2 years – Driving under good conditions is very different than driving in the winter.  

3. You are unfamiliar with route or road – The better you know a designated route or road, the more likely it is that you will make better driving adjustments in adverse weather based upon previous experience. 

4. You are unfamiliar with equipment (less than 1 year with this type of equipment) – Although very similar in some regards, a straight truck and tractor/trailer can respond very differently in adverse weather (stopping ability, stability, evasive maneuvers, and traction are just a few of the differences). 

5. You do not work a fixed shift – If starting and stopping times fluctuate significantly, you may be ore prone to fatigue.  Adverse weather conditions could magnify this fatigue.  

Use of 15-Passenger Vans

The U.S. National Highway and Traffic Safety Administration (NHTSA) issued an advisory warning of the increased roll-over risk of 15-passenger vans under certain circumstances.  The propensity of a 15-passenger van to roll over increases with occupancy level, and has a greater rollover ratio that a 7-passenger van.  

Instructors that use 15-passenger vans should ensure that the vans are never loaded beyond their GVW (occupants and equipment) and that the vehicles are driven with great care.  It is recommended that instructors consider the following restrictions to maximize the safety of passengers transported in these vans:

· Restrict vans to less than 9 passengers at a time.

· Prohibit towing by a 15-passenger van
· Ensure van is not overloaded (all vehicles) 
· Prohibit cargo on the roof (all vehicles)   
Note that a special license is required for the operation of 15-passenger vans in British Columbia.

10.0 Health

All students must have medical coverage that covers them for all the activities they will participate in while attending the program.  

Anyone taking part in field work should be reasonably fit and have no medical conditions which could reasonably be expected to give rise to a life-threatening situation.  Anyone taking medication should take an adequate supply for the trip.  Any students with medical conditions that could be exacerbated during the trip (i.e. asthma, allergies) should discuss this with the designated first aid attendant, prior to the trip.  

Any prescription medication that could affect the ability of the student to perform the tasks required, or reduce the student’s level of concentration or ability to respond should be disclosed to the first aid attendant.  

11.0 Hazardous Materials 

The transportation and use of hazardous materials requires special training (i.e. Transportation of Dangerous Goods, WHMIS) prior to use/transport.  Contact the office of Health, Safety and Environment for more information.  

Hazardous materials include: 

· Explosives

· Compressed gasses

· Flammable liquids

· Flammable substances 

· Oxidizers and organic peroxides

· Toxic or infectious substances

· Radioactive

· Corrosives

· Miscellaneous products (i.e. dangerous if they spill or leak while in transport). 

12.0 Emergency Management Plan 
All off-campus trips must include an emergency management plan as part of the Trip Plan.  The emergency management plan must be written and understood by those participating in the course.  The Emergency Response Plan should be attached to your Trip Plan.  The purpose of the plan is to determine action to be taken in the event that things go wrong.  The following general list details requirements that must be included in the emergency management plan:
1. Write up and file a fieldtrip itinerary with Unit Head or designate (filing with personal contact also recommended)
2. Ensure a form of effective communication is readily available and appropriate (i.e. adequate coverage) to the area (i.e. cell phones, 3-watt bag phones, satellite phones) 
3. Carry appropriate emergency numbers 
4. Establish communication check points (someone to look for you if you are missing after a pre-determined time or date)

5. Determine first aid requirements:
· Ensure someone is trained as a first aid attendant (OFA Level 1 Certificate or higher depending on hazards associated with trip).  Two first aid attendants are preferred when traveling in a group.  Ensure effective communication between attendant(s) and rest of group
· Carry a Level 1 First Aid Kit (or higher depending on hazards associated with trip) – see list at end of document.  Other recommended items include: flashlight with batteries, waterproof matches, and road/route map
· Write up first aid procedures including: The equipment, supplies, facilities, first aid attendants and services available, the location of and how to summon first aid, how the first aid attendant is to respond to a call for first aid, the authority of the first aid attendant over the treatment of the injured and the responsibility of the attendant to report injuries to the University, who is to call for transportation of the injured and the method of transportation and calling, and prearranged routes in and out of the field site and to medical treatment 
6. Require participants carry Health Care card and as well as pertinent medical information (i.e. asthma, allergies) and necessary personal medical supplies/prescriptions and instructions for first aid attendant.  Any individuals with special medical needs are responsible for communicating these needs to the first aid attendant prior to departure.  
7. Check how close you are to hospitals, medical assistance; ensure you have the appropriate emergency numbers 
8. Prohibit working alone if feasible 
9. Understand the UBC O accident/incident reporting requirements.  See www.ubc.ca/okanagan/hse for procedures and forms.  
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