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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

Background: This tool is designed to facilitate field safety planning for Rice University personnel
conducting off-campus research and education. The underlying goal is to help faculty engaged in
research and teaching off-campus identify required resources, both physical and instructional, to safely
carry out the intended goals. This tool raises questions for consideration in the planning process,

allowing time to carefully assess potential hazards and think through potential challenges before leaving
the campus. This tool also allows supervisors, including department chairs and relevant faculty, to

assess the off-campus activities taking place in their academic unit. This fully executed tool (put N/A if
an item is not applicable) is to be submitted to the Department Chair two weeks prior to a trip
where emergency services are not readily available to allow time for adjustments if required.

Before embarking on an off-campus activity, review the Office of Risk Management’s website for
relevant information well before your field trip to ensure you have all necessary information:
https://riskmanagement.rice.edu/. For insurance purposes, this review is particularly important
(especially for high hazard activity, for vehicle safety, and for international travel). For trips that are
repetitive in nature, have secured the relevant information and have on-going insurance, it is not
necessary to contact the Office of Risk Management.

NAFSA | Association of International Educators has a planning booklet that is useful for travel (including
international), and these may be obtained from the Study Abroad Office or directly from NAFSA
(https://www.nafsa.org).

In planning the trip, be careful to ensure that everyone is aware of unallowable costs that cannot
be reimbursed by Rice University or federal/other sponsor and understands Policy 806 for
reimbursement of allowable expenses (see final section of this Field Safety Planning Tool).

Key issues: Harassment and alcohol use are the most common problems that are reported during field
trips. Ensure that all participants are fully apprised of Rice’s policies on these and other relevant issues
and that these policies are in force on any Rice-sponsored activity even if it occurs off-campus or in
another country. Any non-Rice individuals participating in a field trip must sign a document that indicates
that they will abide by Rice policies throughout the trip, including travel. Coercing a participant to take the
trip or to do something while on a trip is not allowed. If Informed Consent is required for a particular
location due to dangerous or other circumstances, this document should be completed by participants
and submitted with this tool to the Department Chair.

Signatures: Each individual going on the trip should sign this planning tool to indicate that
relevant information has been provided.
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GENERAL INFORMATION FOR ALL OFF-CAMPUS FIELD TRIPS
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Is anyone working alone? 0 Yes 0 No |

If yes, develop a communications plan with strict check-in procedures; if cell coverage
is unreliable, carry a satellite communication device or personal locator beacon.

Primary Field Team Leader: Name, phone number
Secondary Field Team Leader: Name, phone number
O Field Team/Participant list is attached as training documentation

O Other attachment: e.g., course roster
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Emergency Services/Daily Contact Information with Individuals Not Travelling

Local
Contact

Name, address & phone #, may
be a local colleague/institution,
reserve manager, US Forest
Service office, efc.

Lodging location: name,
address, phone number

University
Contact
Not on trip.

Provide a copy
of this plan.

Name, phone number, email;
may be a Professor/Pl,
department contact, supervisor
back on campus, eftc.

Frequency of check ins: daily,
at end of work day, etc.
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ADDITIONAL INFORMATION FOR TRIPS TO REMOTE AREAS WITHOUT USUAL
ACCESS TO FOOD/WATER/OTHER SERVICES WITHIN US & INTERNATIONAL
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Site Location (Note that site location will impact transportation, communication, legal compliance,
et al.)

Name of Recognizable Location OR

Latitude: XX.XX (from GPS MAP) Longitude: XX.XX (from GPS/Map)

Emergency Services/Daily Contact Information with Individuals Not Travelling

Local Contact | Name, address & phone number, | University Name, number, email; may be a
may be a local Contact Professor/Pl, department
colleague/institution, reserve Not on trip. contact, supervisor back on
manager, USFS office, efc. Provide a copy of | campus, etc.

Lodging location: name, this plan. Frequency of check ins: daily,
address, phone # at end of work day, etc.

Emergency Medical Services (EMS). /dentify procedures for contacting emergency medical services.

Nearest Emergency Department (ED). Prepare an evacuation plan and transportation options to the
nearest Emergency Department; include estimated transport time, contact information and driving
directions from the site to the nearest provider of emergency medical care. Attach map with specific
directions.

Cell Phone Primary Number: Satellite Device carried?

Coverage phone/device

Coverage: good, spotty, none OYes 0ONo

More than one
Nearest location with coverage: device may be Type/Number:
required for
safety.

Nearby Facilities: What facilities are available at or near the site: restrooms, water, gas, public phone,
store? If not, where are the nearest services along the route?
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ADDITIONAL INFORMATION FOR INTERNATIONAL FIELD TRIPS
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PERMITS FOR IMPORT, WILDLIFE AND GAME, AND MATERIAL TRANSFERS
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REIMBURSEMENTS FOR EXPENSES — POLICY 806

NOTES:

Approved: 7/16/2020



