
Classification: In-Confidence

Assura Fieldwork 
101- Medium Risk, 
SEE



Classification: In-Confidence

- LOG INTO ASSURA (sometimes visitors may have to be granted access)

- GO TO FIELDWORK (on left) and CREATE (at top)

Assura Fieldwork 101 basics

https://ucsafety.assurasoftware.net/Default.aspx
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- Enter short description of fieldwork, include brief description of what you are doing 

- From the drop down select the one that best applies:

• Course-related fieldwork

• UC led fieldwork

• Non UC led fieldwork

• Any other fieldwork not related to the above

- In the text box enter FIELD WORK PURPOSE. You will have a chance to give more details later

Assura Fieldwork 101 basics (cont)
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- Select the type of location and activity

- Note whether an overlapping duty is included - 

Assura Fieldwork 101 basics (cont)

Are you with people from another 
organisation? At another site? Using 
another company’s vehicle? 

Select the best match for location and 
activity
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- Complete the accommodation and how you are getting there sections

- NOTE: SEE does not support solo medium risk fieldwork

- Complete the leader information

Assura Fieldwork 101 basics (cont)

If the leader has not completed their 
declaration they can do it here
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- Enter complete fieldwork plan information with detailed notes

Assura Fieldwork 101 basics (cont)

If there are multiple phases to the activity, 
use the multi-phase section. This allows for 
as much detail as possible about all 
components of the fieldwork

Find a previously used location or enter a 
new one

If you do not yet know the dates you can 
put holding dates in this, and explain as you 
send it for review 
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- Enter participant information

- Include the emails of non UC participants

Assura Fieldwork 101 basics (cont)

Search for the participant name here. If it is 
a UC person, their email will come up

Add non UC participant names by clicking 
NEW
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- Use the risk register to select hazards and how you’ll mitigate them

Assura Fieldwork 101 basics (cont)

Search for a hazard – if it doesn’t come up 
or the mitigation isn’t correct add a new 
one

Think carefully about ALL the hazards you 
will face
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- Select the risk level from the drop down box. Most of the time the risk will be medium require medical 
declarations

Assura Fieldwork 101 basics (cont)

Overnight stays at field stations will require 
this
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- Select a fieldwork coordinator who will review the medical declarations

- Enter the fieldwork Leader health declaration (if needed add new)

Assura Fieldwork 101 basics (cont)
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- Select the SEE SHARED APPROVER GROUP

- In SEE Assura plans go to the shared email box so if a person is away another can approve the plan

Assura Fieldwork 101 basics (cont)

If this is needed mark yes
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- List the competencies of the fieldwork leader (ie driving, 4WD driving, wading safety etc)

- List the equipment you will be taking with you if needed to mitigate risks

Assura Fieldwork 101 basics (cont)
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- How will you contact emergency on your field trip?

- Who is your safe return contact? You can enter a school contact if you have notified them – they will receive 
an email telling them what to do and a reminder you are going out

Assura Fieldwork 101 basics (cont)
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- Your plans in case of an emergency 

- Who are first aiders? What are you taking in case of emergency?

Assura Fieldwork 101 basics (cont)
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- Transport

Assura Fieldwork 101 basics (cont)
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- Overlapping duties: which? Other organisation participants? Shared sites? You can upload another 
organisation’s plan here or use the table to list

Assura Fieldwork 101 basics (cont)

This can be as simple as a phone 
conversation or an email exchange
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- SAVE your plan

- SUBMIT the plan – go to the ACTION button, and SUBMIT

Assura Fieldwork 101 basics (cont)

DON’T FORGET TO SUBMIT
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- The dreaded red box of reminders. Fix it all and then SUBMIT

Assura Fieldwork 101 basics (cont)
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Medium risk (no medical declarations): 

CREATOR  APPROVER  LEADER              COMPLETE

Medium risk (medical declarations):

CREATOR  FIELDWORK COORDINATOR CREATOR               APPROVER          LEADER              COMPLETE

This is because medical declarations are protected information and only certain individuals can see the information. If the medical declaration 
requires a mitigation be put in place, the coordinator can tell the creator to add the mitigation, then it can be approved.

What happens now?
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During the medical declaration phase:

• Participants will get an email asking them to complete a medical declaration IF THEY HAVE NOT ALREADY completed one in Assura

• Non-UC participants will get an email asking them to contact the field leader to complete a medical declaration

AFTER THE PLAN IS APPROVED:

• The contact in the overlapping duty will receive an email stating there is a fieldwork plan involving them

• The safe return contact will get an email reminding them they are the safe return contact. This email will tell them what to do if the leader 
does not make contact

What emails are sent?
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A snapshot of the process
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- You can print your plan and send to people and save it down

Assura Fieldwork 101 basics - Final

PRINT – PREVIEW – EXPORT TO PDF
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