
Office of Health and Safety - Information
1.
Aim
This guide is for students to review the possible risks when conducting at risk activities with the aim of minimising unwanted incidents that may result in bodily injury, ill health, loss of personal property or loss of reputation to NTU.
2.
Scope
This guide is applicable for SAO approved at risk activities.

This guide is not applicable for unofficial activities taken as part of the official business such as activities undertaken during rest and recreational period.  Students participating in such activities are strongly encouraged to inform the team leader and the University contact person of their recreational activities and location as they are still covered under official University business travel.  At risk activity may affect any insurance claims.
3.
Definitions
At Risk Activity means an activity which is likely with high risk without any control measures being in place.  Sedentary activities such as seminars, debates and tours are low risk are not at risk activities.
Approver means persons appointed by SAO to review the activity prior to endorsement and allocation of funds.
Control Measures means steps taken to effectively mitigate the risk in terms of severity and frequency.

Event comprises of several activities that are undertaken as part of NTU’s objectives and/or incidental function such as travelling.

Hazard is something that in itself may cause harm or injury.

Likelihood of Occurrence means the probability of the accident occurring.  It is linked to the frequency the activity is being performed.

Risk is the likelihood that a hazard will cause a specific harm or injury to persons or damage to property.

Risk Assessment is the process of identifying safety, health and environment hazards associated with work, assessing the level of risks involved, and prioritizing measures to control the hazards and reducing the risks.

Risk Management involves the risk assessment with work or activity and applying adequate control measures to reduce risks, monitoring such risks at the activity and communicating the risks to the users.

Severity is the degree or extend of an injury or harm caused by the hazard as a result of an accident based.  The extent of injury often varies but it is taken the worst possible that is likely to occur.

4.
Risk Assessment
4.1
Any activity has risk.  It is necessary to plan in advance, foresee these risks and apply suitable methods to minimize these risks so identified.  This process is known as risk management (Figure 1) and risk assessment is a subset within it. Successful implementation of the process is dependent on effective communication of every stage within the process.
4.2
If the activity is not ‘at risk”, risk assessment is not required (subject to Approver’s concurrence).

4.3
For local activity, only an assessment of” At Risk” is required (Part A).  For activity in foreign countries, Part B and Emergency Plans is advised.
4.4
Risk assessment (Part A) requires involved parties to

· consider and record the hazards (things likely to cause a person or member or members of the team harm),

· determine the level of risk (severity and likelihood of occurrence) associated with these hazards
,
· determine how to minimize/control the risks,
· re-evaluate level of risks after implementing control measures, and
· determine the nature of any further action needed.

4.5
The risk assessment is to be done for all members of the team travelling as a group, taking into consideration the team member’s capabilities and limitations.  The results must be made known to each and every member of the team travelling together.
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Figure 1: Risk Management and Risk Assessment

5.
Activity Risk Management
5.1
 Statement of Activities - List down the main activities to be done (Table 1); highlight special areas that may be at risk.

5.2.
Systematically go through the activities and list down the hazards that will cause unexpected event to disrupt the whole event.

5.3
Determine the likelihood of occurrence of the hazard causing an accident or incident (Figure 2) and severity of the accident if it would have happened (Figure 3).  This evaluation should be done as a group if it is a team event.
	Likelihood of Occurrence

	Level
	Descriptor
	Description

	1
	Seldom
	The unwanted event is not likely to occur except in exceptional circumstances.[Once every 20 similar activities carried out]

	2
	Occasional
	The unwanted event is probably occur at some time.[Once in every 5 similar activities]

	3
	Frequent
	The unwanted event will occur in most circumstances.[Once in every 2 similar activities]


Figure 2: Likelihood of occurrence of an accident or incident

	Severity

	Level
	Descriptor
	Description

	1
	Negligible
	First aid treatment; minimum financial loss ( < $1000); not likely to be show stopper; no damage to reputation;

	2
	Marginal
	Medical consultation required with possible hospitalisation of not more than 3 days and no incapacity; moderate financial loss of not more than $5000; delay expected of not more than two days; some impact to reputation but localized.

	3
	Critical
	More than 3 days hospitalisation; permanent incapacity; death (single or multiple); abort activity immediately; financial loss of $5,000 or more; High impact to reputation and likely national level; third party class action likely; overseas police may be mobilized


Figure 3: Severity of an accident or incident

5.4
Evaluate risks using the risk matrix table (Figure 4) using the two parameters determined in Section 5.3 above.
	
	Likelihood of Occurrence

	Severity of Risk
	
	Frequent 3
	Occasional 2
	Seldom 1

	
	Critical      3
	High (No) 9
	High (No) 6
	Moderate 3

	
	Marginal   2
	High (Maybe) 6
	Moderate 4
	Low 2

	
	Negligible 1
	Moderate 3
	Low 2
	Low 1


	Low 1, 2
	
	Low risks.  No further control measures required

	
	
	

	Moderate 3, 4
	
	Moderate risks. Implementation of control measures advised to reduce risks further if possible.  More surveillance required.  Contingency plan is advised.

	
	
	

	High (Maybe) 6
	
	Not advised to proceed but may for strategic reasons.  Higher approval from school or senior management may be required.  If approved, adviser and leader must be tasked to supervise event.  High degree of surveillance required.  Contingency plan must be in place and tried.  More trials of event may be required.

	
	
	

	High (No) 6, 9
	
	Not to proceed.  Event must stop and new control measures must be in place before proceeding.


Figure 4: Risk matrix table
5.5
Fill in Table 2; state clearly the risks and the recommended actions as defined in notes in Figure 4.

5.6.
Determine ways to minimize risks.  Use the hierarchy of control to minimize risk - that is
· Elimination

· Substitution

· Engineering

· Administrative

· Protective Equipment

5.7.
Re-evaluate risk and record reduced rate.  If risk still high, need to consider modifying the activity(s) to minimize risk of injury.

5.8
Record the final risk and control measures to be taken and sign off from the approving party.  The risk must also be communicated to all team-mates, if any.

6.
Risks of Overseas Travel (Part B)
6.1
Most of these activities overseas are not significantly more different than equivalent activities here in the Singapore.  There is, however, the added uncertainty of being in a foreign country with the additional risk of travel.  Overseas risks include air travel, transit destinations, local travel, accommodation, food and the associated activity(s).
6.2
Risks to health and safety that arise from overseas travel can be related to
· safety (e.g. physical risks from the travel itself)
· health (e.g. exposure to tropical diseases, weather)
· personal security (e.g. associated with local criminal or political activity, or civil unrest).

6.3
In many cases, the activity itself is not hazardous but it takes place in or near hazardous surroundings.  In these cases, the risk assessment should concentrate on the travel-associated risks and the environment in which the activity is taking place.  Example social work involving teaching in a rural setting is fairly safe but there are significant risks getting to the location and living in a remote village.

6.4
A consideration of hazards in overseas travel would include:
· Health
· Climate
· Food/Drink/Hygiene
· Transportation (air, trains, boats, road)
· Terrorist activities
· Carrying of prohibited items
· Crime/Security
· Driving or Riding
· Working overseas and host’s employment laws
· Hotel and Hostel and accommodation
· Political issues

6.5
Some of the common hazards and precautions are listed in Appendix 3 for consideration.

6.6
In addition to 6.5 above some nature of further actions needed are:

· Events happening in both destination and transit.  Be alert of changes in weather conditions, civil unrest, and geographical upheaval.  An emergency plan will be required
· Contingency Planning.  Be prepared with an alternative plan in each route, transit point or the destination countries.

· Insurance.  Make sure there is sufficient insurance coverage for missing baggage, missed flights, accidents and third party indemnity 

· Personal Health matters - allergies, intolerances, physical limitations

6.7
A checklist (Table 3) is provided for the quick check.  The travelers have to fill this and should consider any other hazards that are pertaining to their travel not listed.
6.8
If the risk is moderate, additional measures must be taken.  If any risk is high, the travel plan must be re-considered or aborted till a more favourable situation.

6.9
In any case, it is essential to plan for alternate plans in event there is a failure in the travel plans.  Emergency Plans is necessary (Examples in Appendix V)
7.
Approval
The risk assessment for the official activity and that of the travel should be submitted to SAO for approval before the visit.  
8.
After Action Review
Upon completion of an event, a review should be done to review the hazards and the associated risk, together with the control measures implemented.  This risk review will be a benefit of future expeditions.  (See Table 4 in Appendix VI).
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Appendix I (Part A)

	Inventory of Activities

	Group Name:
	(Name)

	Group Leader:
	(Name)
	Contact No.
	(Mobile No.)

	S/No.
	Date + Location
	Activities
	Persons involved
	Attributes requires
	Likely hazards anticipated

	1
	(DD/MM/YYYY)
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	Table 1: Statement of Activities recording sheet listing specific areas that will pose risks to team members


Appendix II


	Risk Identification
	Risk Evaluation
	Risk Control

	1a
	1b
	1c
	1d
	2a
	2b
	2c
	2d
	3a
	3b

	S/No.
	Activity
	Hazard
	Possible unwanted consequences and persons affected
	Existing control if any
	Likelihood
	Severity
	Risks
	Additional control
	Persons and dateline to act

	1
	(Name of the activity e.g. carrying 5 boxes) Refer to Table 1 for the number
	(Ergonomic)
	(Back injury)
	(Training on carrying)
	
	
	
	
	(Name of the person and the dateline)

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Table 2: Risk Assessment Recording Sheet
Appendix III
	Hazards
	Query
	Control measures - Considerations

	Health
	Are there any diseases associated with the area to be visited?  (E.g. include malaria, dengue, typhoid, diphtheria).
Are you prone to travelling sickness?

Medication for recurring ailments e.g. migraine.
	Check with Health Authorities and take any vaccinations recommended to the country of visit e.g. malaria.
If arthropod borne diseases exist, use insect repellents and long sleeve clothing.

If disease may be communicated via contacts with specific animals, avoid physical contact with such animals.

If bacterial or parasitic diseases are common, the traveler should approach his/her doctor regarding the acquisition of anti-infective /anti-parasitic agents.

If travelling sickness is an issue, see your doctor for medication.  Bring at least sufficient medication for recurring ailments during the period of visit.

Carry a health warning on you if you are allergic to any medication e.g. penicillin.

A small travel first aid kit is advised.

	Climate
	Is the area to be visited hot and sunny or very cold?  A 4-season day?
	If the climate is hot and sunny, apply high factor sun cream liberally.  Wear a sunhat, and try to keep out of direct sunlight during the hottest part of the day.  Drink plenty of water to remain hydrated.

If the climate if much colder take warm clothing.

If dry, apply suitable moisturizer liberally, especially lip balm.

	Food / Drink / Hygiene
	Is there any problem with drinking water or food hygiene?  Any prohibited items?
	Check quality of food, especially in local village.  Avoid exotic foods and highly spicy foods if one is not accustom.

Consideration should be given to taking water purification tablets (be warned: effectiveness against viruses and parasites is often not proven!) and compounds to prevent diarrhea e.g. carbon pills and hydration salts (essential when actually traveling).

If water quality is of dubious quality, reliance should be placed on bottled water (to be opened in front of the traveler); avoid ice in drinks.

If food hygiene is likely to be a problem, eat only hot (boiled), freshly cooked food - avoid cold food, peeled fruit and ice cream.

If unsure, carry small amount of processed high energy food if allowed to be brought into the destination country.  Buy at airport of destination if foodstuff is not allowed.

	Terrorist activities
	Is the area or region subject to terrorist activities including kidnapping, selective killing or even harassment? (NTU is situated in Singapore but the members could be from nationalities that may create conflict with the destination country even transit destination).
	Check with MFA or country embassy.

Inform MFA about your arrival and your contact number.

	Hazards
	Query
	Considerations

	Transportation
	How will you travel to and from and within the area to be visited?  

What is the mode of transportation within the area to be visited? (public or private transportation).  

Is any transit point likely to be more than 4 hours?
	Use of IATA listed airlines is usually regarded as being safe; the traveler should be wary of local airlines and air taxis.

Needs to be wary of internal travel problems within the country to be visited.  Local advice is needed

Book local road transport from recognised reputable agents.  If possible, vehicles should be approved by local authorities and that the driver has a competent licence.

Avoid transport if there is only one driver for distances more than 8hrs 

Be aware of personal luggage to be carried.  Best if load is less than 20 kg in maximum of two bags if sightseeing.  Use light quick drying clothes.

	Prohibited items
	Some countries prohibits certain items - drugs, wine, wooden items, seeds, live stocks or any parts, food (including water) or product made from endangered spices.  Example bring rice into Malaysia is prohibited and bring cigarettes (duty unpaid) into Singapore is prohibited.  This includes substantial amounts of various currencies.
	Check out for prohibited items, especially drugs which can either land into hefty jail sentences or capital punishment. (including designer drugs).

Do not take or carry packages for someone else, including as excess baggage.

Never leave your baggage out of your sight and lock them where possible.

	Crime / Security
	Is the area to be visited noted for its high crime statistics (to include robbery / muggings / terrorist activities)
	Where possible high crime areas should be avoided.

Passport and money (divided into more than one stash and use credit cards whereas practical) should be kept separately in inside zipped pockets or strapped to your body.

Hotel safes should be used wherever possible.  Or kept close to you under your pillow.

Carry at least two credit cards from different issuers with cash dispensing options.  (Note number to call to cancel card immediately if stolen).

	Driving or Riding 
	Is the traveler intending to drive in the area to be visited?


	If driving, the traveler should ensure that the driving license is valid and insurance is arranged.

Be familiar with local driving regulations.

Avoid driving at nights and after heavy meals.

No driving after intoxicating medication or drinks.



	Hazards
	Query
	Considerations

	Working overseas
	Will the traveler be working overseas, such as participating in field studies or conducting laboratory work, or working in industry?  
	If the traveler intends to carry out field work, or work in laboratories or industry, it will be necessary to comply with local safety arrangements.

Ensure there is sufficient (local) insurance cover.

	Hotel and Hostel
	Fire and security an issue?
	Check locks in hotel (minimum three independent sturdy locks).
Peep hole must be mounted.
Near a serviceable fire extinguisher.

Check for at least two fire escapes from room.  Check with the front desk and if possible walk down to ensure the path is clear. {You may check first if the door is one way before doing so}.

	Indoor Activities
	Lighting adequate?

Temperature appropriate?

Insufficient or unsuitable space

Untidiness –trip / fire issues?

Stairs – dark / steep / no handrail?

Lack of fire escapes / extinguishers / procedures

Inadequate ventilation?

Inhalation of dust -  asthmatics?

Poor surfaces for activities  Overcrowding ?

Electrical issues?


	Check area for suitability preferably physically.

Walk through the venue and judging the participants likely to turn up
Check venue approved occupancy level

Check cleanliness and possibilities of trips (important)

Check people and crowd control. And fire exits.

	Sporting Activities
	Condition of playing surface – uneven , hard, soft?

Presence of protrusion and sharp objects on floor and sides?

Contact Sport injury

Suitable first aid station/ Sudden cardiac Arrest?
Impact from sports equipment

Personal injury – fracture / sprains / cuts

Hydration Plans

	Check area. 

 Contingency plan for bad weather if outdoors.  

Mass events - Marshals

First aid for sports injuring including CPR and AED

Instruction and hydration plans and watering points

	Political issues
	Are there unfamiliar issues and customs of transit and destination countries?
	If unsure, check up before departure (especially dressing in certain countries) and socializing behaviour (close proximity to woman).


Appendix IV  (Part B)

Table 3: Risk Assessment for Travelling
	1. Contact Details

	Your full name:
	Mobile no.

	School / Year
	Address:

	2.
Risk Assessment due to Travel*

	
	
	Likelihood of Occurrence

	Risk/Hazard
	n/a
	Low
	Medium
	High

	Theft of laptop computer / mobile phone
	
	
	
	

	Theft of passport or other identification
	
	
	
	

	Theft of credit cards
	
	
	
	

	Theft of luggage
	
	
	
	

	Travelling alone in buses / trains
	
	
	
	

	Arriving after dark / late night
	
	
	
	

	Risky / dangerous locations
	
	
	
	

	Risk of accident / breakdown (i.e. hiring a car)
	
	
	
	

	Possibility of assault
	
	
	
	

	Possibility of mugging
	
	
	
	

	Risk of sickness from food / drink
	
	
	
	

	Risk of altitude or travelling sickness
	
	
	
	

	Risk of location-related illness (specify)
	
	
	
	

	If there are any other specific hazards that are not listed above, please list them below:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	3.
Documentation required**

	
	Yes
	No

	Is a visa required for the country or countries you are visiting?
	
	

	Do you have a photocopy of your passport?  (Important)  6 months validity
	
	

	Do you have a photocopy of your driving licence?  (Important)
	
	

	Do you have a separate list of your credit cards /debit cards or travellers cheque?
	
	

	Do you have a Travel Insurance detailing your medical care entitlement?
	
	

	Do you have the contact number of a focal person back in Singapore base
	
	

	Do you have the contact numbers of your team mates if travelling in a group?
	
	

	Do you have the contact of the Embassy or High Commission in the destination country?
	
	

	Do you know the travel restrictions imposed by the countries you in transit and the destination country?
	
	

	Do you have the telephone numbers of the embassy of your county, the team leader and also the contact person in the base camp in NTU?
	
	


Notes:
* Section 2

The section is to make you aware of potential risks while travelling.  Study how likely these are to occur by filling the appropriate box(s) and evaluate if there are specific means that you can take to avert such risks.  The list is not exhaustive. 

** Section 3

Use the checklist to ensure you have all the necessary documentation for your trip. If you have answered “No” to questions 2 and 3, you should make copies as evidence of the original documents in case they are lost or stolen. Keep these copies separate from the original documents.

IMPORTANT NUMBERS:
	Description
	Contact Person
	Address
	Telephone

	Nearest medical facilities
	
	
	

	Nearest Hospital
	
	
	

	Embassy /High Commission
	
	
	Local telephone

	
	
	
	

	NTU Contact Person
	(1) xxxxxxx
	50 Nanyang Avenue
	65- xxxx xxxx

	
	(2) xxxxxxx
	
	65 – xxxx xxxx

	Insurance Contact
	
	
	

	Base Contact
	
	
	

	MFA Singapore
	Consular Directorate
	Ministry of Foreign Affairs

Tanglin

Singapore 248163

Fax: 6471 3901

mfa_con@mfa.gov.sg
	Tel :(65) 6379 8000 (Main Line)

Duty Office Tel :(65) 6379 8800


Singaporeans:  See website http://www.mfa.gov.sg/ under Consular Info for Singaporeans; register with MFA

Appendix V
Emergency Planning 

In any overseas travel, emergency plan is a vital part of planning.  Members of the team should be aware of the possibilities scenarios where you and your team may be in danger:

· Natural disaster in the area such as earthquake, flooding 

· Accident that warrant immediate evacuation of member(s) of the team

· Political or civil unrest 

For all students who travel overseas contact with home base (NTU Contact Person) is critical so that advice and assistance can be sought soonest possible.  There must be at least TWO contact persons.  Possible communication by:

· Mobile phones with auto-roaming features if there are relay stations for such phones.  

· satellite phones (wilderness with no relay stations)

In areas with no possible contact with NTU Contact Person then consider a local base in the country of travel contact person using

· hand phones with local  SIM card,  if area of reception permits

· communication sets (shortwave) with local base stations 

· walkie talkie sets, if area of reception permits , with local base

Use of GPS navigation device would also be advantage if affordable; recommended in the remote area where radio frequency signals is poor.  (GPS receivers are now integrated in many mobile phones)
It is beneficial to do the following:

1.  Always register with MFA and local embassy/High Commission of your visit.  Register the embassy address and phone number.

2. Obtain the nearest hospital or medical facilities.

3. Types of medical rescue available.

For Natural Disaster,
















IMPORTANT NUMBERS:

	Description
	Contact Person
	Address
	Telephone

	Nearest medical facilities
	
	
	

	Nearest Hospital
	
	
	

	Embassy /High Commission
	
	
	Local telephone

	Base Contact
	
	
	

	NTU Contact Person
	(1) xxxxxxx
	
	65- xxxx xxxx

	
	(2) xxxxxxx
	
	65 – xxxx xxxx


Accident , including serious ill health














IMPORTANT NUMBERS:

	Description
	Contact Person
	Address
	Telephone

	Nearest medical facilities
	
	
	

	Nearest Hospital
	
	
	

	Embassy /High Commission
	
	
	Local telephone

	Base Contact
	
	
	

	NTU Contact Person
	(1) xxxxxxx
	
	65- xxxx xxxx

	
	(2) xxxxxxx
	
	65 – xxxx xxxx


Political Unrest











IMPORTANT NUMBERS:

	Description
	Contact Person
	Address
	Telephone

	Nearest medical facilities
	
	
	

	Nearest Hospital
	
	
	

	Embassy /High Commission
	
	
	Local telephone

	Base Contact
	
	
	

	NTU Contact Person
	(1) xxxxxxx
	
	65- xxxx xxxx

	
	(2) xxxxxxx
	
	65 – xxxx xxxx


Appendix VI

Table 4: After Action Review Form

	Contact Details

	Your full name:
	Mobile no.

	School / Year
	Address:

	Activity
	Feedback:

	
	1

	
	2

	
	3

	
	4

	
	5

	
	

	
	1

	
	2

	
	3

	
	4

	
	5


	Signature: ____________________________
	Date: __________________________














Do primary survey. Keep casualty comfortable.   Keep hydrated and warm.  Contact base.





Inform MFA.  Do not attempt to search if situation dangerous





Evacuation?





Embassy (MFA) with NTU decide depending situation.





Return





Proceed








n





Move casualty(s) to base location or pre-determined evacuation location.  If not safe remain in the safe area till help arrives. 





Transport to local medical facilities.


MFA with NTU decide medical arrangement after casualty stabilisation








Anyone missing?





Gather team.  Cease activity. Do head count.  Conduct immediate survey of area and note immediate dangers.  Remain low profile.  Stay away from crowds .  Keep Passport close to you.





Move to safe location immediately eg large hotels or a suitable building.  Do not be prominent.  Contact embassy and make way there in safe refuge.  Contact NTU Contact Person**








Return








Anyone hurt?





Prepare stretcher. Team evacuation.   





Only evacuate if safe.  Carry only necessities.  Contact base station for medical assistance.  Conserve water and keep warm. If not safe wait for rescue party





y





Carry On?





1





n





y





Serious?





5











Risk Assessment





Implementation & Review





Communication with team





Do Primary Survey.  Stablise casualty.  Keep calm.  Contact base station. Put casualty in safe and comfortable place.  





4





65





3








2





Record Keeping





Risk Control





Risk Evaluation




















Preparation





Hazard Identification





Apply first aid.  Put casualty in safe and comfortable place.  Keep calm





Prepare stretcher /Team evacuation.   





Only evacuate if safe.  Carry only necessities.  Contact base station for medical assistance.  Conserve water and keep warm. If not safe wait for rescue party





Move casualty(s) to base location or pre-determined evacuation location.  If not safe remain in the safe area till help arrives. 





Transport to local medical facilities.


MFA with NTU decide medical arrangement after casualty stabilisation








Apply first aid.  Proceed with activity.  Check casualty. Review periodically (half an hour interval)








Keep casualty comfortable.   Keep hydrated and warm.  Contact base.





Evacuation necessary





Return





Wait till safe.  Form team of search party for immediate areas only if safe.  Wait for official search party from local base.








Evacuation





y





y





Move to safe location immediately eg on high grounds.  Contact local base station to report situation and position.  Alternatively inform embassy.  Contact NTU Contact Person**





Anyone missing?





n





n





Anyone hurt?





Gather team.  Cease activity. Do head count.  Conduct immediate survey of area and note immediate dangers.  








� Determine if the activity(s) is/are at risk and fill the required parts.  If no risk, stop at this stage.


� You may use the hazard shown in Appendix III as guide.  If the risk and the control measures will be implemented, just tick the appropriate sections.  You only need to fill in any other hazards not mentioned in this checklist.
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