
Send all completed forms, 
copies of licenses and 

certificates to the Department 
Administrative Manager. 

Departments must keep copies 
of forms on record for 3 years.

Copies of Risk Management 
forms must now also be sent to 

the Safety Office for their 
records

Employee 
Safety 

Orientation

WHMIS
2015

Workplace 
Violence 

Awareness

Has researcher completed required training? Screenshots should be 
included with applications for all students and non-faculty researchers. 

Mandatory 
Training

Is fieldwork lower 
or higher risk?
See *1 and *2 for 

definitions

Domestic Fieldwork Approval Process

* 1 - Lower r isk f ieldwork (fieldwork risk 
management form not required)

An activi ty is deemed to be of low  r isk i f  i t presents 
hazards which are no greater  than those 
encountered by par ticipants in their  ever yday l ives, 
and that can be minimized through planning, 
tr aining and standard operating procedures. 
Examples of Low  Risk Field Work activi ties:
- Super vised Field Work which includes low  r isk 

activi ties (e.g. walking, obser vation) and is 
located in an urban region.

* 2 - Signif icant  r isk f ieldwork

An activi ty w i l l  be deemed of signi f icant r isk i f  i t has the potential to expose par ticipants to hazards that are greater  
than those l ikely to be encountered in their  ever yday l ives. Examples include, but are not l imited to:

- Field Work at industr ial si tes - factor ies, mining operations and constr uction si tes.
- Activi ties that r equir e special ized safety tr aining and/or  cer ti f ication.
- Travel to areas where signi f icant health or  safety precautions are r equir ed.
- Dr iving for  extensive per iods, use of heavy vehicles or  tr ai ler s, or  hazardous ter r ain.
- Field Work at si tes w ith hazardous substances.
- Field Work which by nature entai ls r isk (e.g. work over  ice or  water , rock cl imbing, high alti tudes, diving, hazardous 

f lora or  fauna, equipment hazards, weather  extr emes).
- Any f ield work in r emote r egions where access to communications, emergency ser vices or  assistance may be 

l imited.
- Any Field Work, where undergraduate students are not accompanied by a faculty/staff  super visor  (e.g. student team 

competi tions).
- Overnight tr ips w ith undergraduate students.
- All  international tr avel involving f ield work, and/orhigh-r isk international tr avel(note high r isk tr avel r equir es 

approval from the Provost)

*3 Wor k ing Alone is defined as working by oneself  such that 
assistance is not r eadi ly avai lable should some injur y, i l lness or  
emergency ar ise. Alone is interpreted as being out of visual or  
verbal contact, and when contact cannot be expected from another  
per son for  more than an hour. I t includes working in physical 
isolation, e.g. as the sole occupant of a laborator y or  at a f ieldwork 
si te, where no other  per son is in the vicini ty (i .e. w i thin l imited 
r ange or  ear shot).

Low-risk - Not applicable - Fieldwork involving working alone will 
always fall in to the medium-risk or above categories. 
Medium-risk work -  Use a check-in interval of 60mins via the 
WatSafe App or 90min check-in via email with Supervisor.  
High-risk work - Working alone prohibited

*7 - Hazar d Speci f i c Tr ain ing

Depending on the nature of the f ieldwork, you may be 
r equir ed to take any number  of courses, offered by the 
Safety Off ice. In  som e cases, ther e m ay al so be 
special i zed t r ain ing such as: w i l der ness f i r st  aid, 
cr evasse r escue t r ain ing, r espi r ator  f i t -test i ng, or  
f i r e ar m s t r ain ing. Commonly r equir ed courses 
include:

- Confined Space Entr y (SO1023)
- Fall  Protection (SO1026)
- Heat Str ess Awareness (SO2031)
- Ladder  Safety (SO1050)
- MOL Working at Heights (SO2020)
- Biosafety (SO1069)

Super visor s are r esponsible for  determining what tr aining is 
r equir ed depending on the level of super vision. For  example 
- super vised undergraduate students may not r equir e the 
above courses when a tr ained super visor  is present. 

Complete Risk 
Management 

Form

Does fieldwork involve 
working alone? 

See *3 for definition of 
working alone?

Complete 
Working 

Alone Plan

YESSIGNIFICANT 
RISK

LOWER
RISK

Is any equipment being 
used that has the potential 

to cause injury if used 
incorrectly?

NO

Create Safe 
Operating 

Procedure and 
review with all 
researchers 
named on 
application

See *4

YES

*5 - A Safe Operating Procedure (SOP) is often 
required as an administrative risk control for 
hazards following assessment and implementation 
of higher-order controls, for example machine 
guarding. SOPs are required where the risk level 
remains above a ?Low? level on the Hazard 
Register or other risk assessment tool, and where 
following a specific set of steps will reduce risk of 
injury. Guidance on developing SOPs is available 
from the Safety Office and examples of completed 
SOPs are available in the SOP Repository

NO

*9 First Aid Training

Emergency First Aid
Field work/trips to urban centers (such as museums, 
galleries, architectural designs, etc) are required to ensure 
that a person with a valid emergency first aid certificate is 
present. First aid kits are not required to be taken on these 
types of field trips. Field work/trips to rural areas (such as 
conservation areas, farms, small bodies of water, etc) where 
emergency medical services have response times of 20 
minutes or less are required to ensure that a person with a 
valid emergency first aid certificate is present. As a 
minimum, a vehicle first aid kit must be taken on these types 
of field work/trips, a risk assessment will determine if a kit 
with additional supplies should be used.

Standard First Aid
Field work/trips to remote locations are also required to 
ensure that a person with valid Standard first aid certificate 
is present at the remote location. As a minimum, a vehicle 
first aid kit must be taken on these types of field work/trips, a 
risk assessment will determine if a kit with additional 
supplies should be used. 

Standard first aid training is arranged on an individual basis 
and employees are generally sent to off-campus facilities 
hosted by the training provider.

Advanced & Wilderness First Aid 
Higher level first aid training that approaches first responder 
training may be necessary for work in extreme remote 
locations where emergency medical services are difficult to 
access due to the nature of the location or weather 
conditions. The cost of this training will be borne by the 
department or group travelling to these locations. 
Specialized first aid kits are required for this level of training 
and fieldwork and consultation with the training provider will 
be needed to determine appropriate contents and equipment 
as kits of this type are beyond the scope of the UW First Aid 
Program.

Does research 
involve working 
with non-human 

vertebrate 
animals?

Ethics 
Approval 
Required

See 
*10

YES NO

* 10 - Research wit h animals
Research and teaching projects conducted on or  
off-campus by students, staff , or  faculty involving l ive, 
non-human ver tebrate animals must be r eviewed and 
receive ethics clearance.
Animals are only used in r esearch projects deemed to 
have scienti f ic mer i t and in teaching and testing when 
there are no alternatives.
Animal-based research must conform w ith:

- Canadian Counci l  on Animal Care (CCAC) standards 
and guidel ines

- Animals for  Research Act
- Univer si ty of Water loo statement on animal use in 

r esearch and teaching (PDF)

More information on ethics approval can be found here

Does fieldwork or travel involve 
use of motor vehicles, firearms, 
or other equipment requiring a 

license which will be operated by 
UW researchers or students?

Include copies of 
relevant licenses with 

the application. 
Insrurance required

YES

Does fieldwork take place on, 
or require transit through 

private lands or property, or 
involve work in national/ 

provincial parks?

NO

A letter of support 
from the  land 

owner should be 
included with the 

application

YES

Complete 
Hazard 
Specific 
Training

Complete 
First Aid 
Training

Complete 
Research 

& Lab 
Training  
See *8 

*8 - Resear ch &  Labor ator y Tr ain ing

Depending on your  lab or  r esearch, you 
may need to take any of the fol low ing 
tr aining courses:

- Biosafety (SO1069)
- Cr yogenic and Compressed Gas Safety 

(SO1030)
- Hazardous Waste Segregation 

(SO2035)
- Laborator y Safety (SO1010)
- Laser  Safety (SO1066)
- Laborator y Suppor t Worker  (SO1057)
- Safe Chemical Handling (SO2016)
- Working In Cleanrooms (SO9999)
- Working With Radiation (SO2030)
- X-ray Safety (SO1011)

Super visor s are r esponsible for  
determining what tr aining is r equir ed 
depending on the level of super vision. For  
example - super vised undergraduate 
students may not r equir e the above 
courses when a tr ained super visor  is 
present. 

Complete 
Supervisor 

Training 
See *6

*6 - Super v i sor  Tr ain ing

All super visor s and TAs must complete:
- Super visor  Or ientation Online (SO1100)

Super visor s working in higher  r isk areas (e.g., 
laborator ies, technical and maintenance shops, areas 
where hazardous mater ials are used, commercial 
ki tchens, custodial) must also complete the fol low ing 
tr aining:
- Risk Assessment (SO2500)
- Incident Investigation (SO1012)*
- Inspecting the Workplace (SO1007)*

Super visor s of higher  r isk areas are also strongly 
encouraged to complete:
- Risk Assessment Application (SO2501)*

Please note TAs are only required to complete 
Supervisor Orientation Online (SO1100). 

*Supervisors must complete Risk Assessment (SO2500) before 
enrolling in SO1007, SO1012 or SO2501.

Are you 
responsible 
for students 
in the field?

YES

Mandatory 
for 
all 

Will 
research 

involve lab 
work?

Does research 
require hazard 

specific 
training?
See *7

YES YES

Has a member 
of the team 

completed the 
required first 
aid training

See *9

NONONO NO YES

Complete Job 
Hazard 

Analysis 
See *4

*4 - Job Hazard Analysis

Job safety analysis (JSA), or  job hazard analysis (JHA) is 
a workplace assessment method used to identi fy and 
pr ior i tize unacceptable r isks r elating to the 
per formance of job tasks w ith the ultimate goal of 
developing controls that r educe the r isk to acceptable 
levels pr ior  to work being per formed.
Who should t ake t his course?
- Managers
- Super visor s
- Joint Health and Safety Committee members
- Health and Safety Coordinator s

Training content
- Understand the tools to effectively measure and 

mitigate r isk w ithin the academic setting.
- Become famil iar  w i th the duties of the workplace 

par ties around r isk management.
- Learn how  to r ecognize var ious hazards w ithin their  

work areas.
- Learn to identi fy and quanti fy r isk associated w ith 

hazards.
Understand r isk mitigation through hazard control.

Ensure Required 
Vehicle Insurance is in 

Place
See *11

Buses & Coaches - A 
commercial general liability 
certificate of insurance (COI) with 
at least a $10,000,000 per 
occurrence limit (assuming excess 
liability of $5,000,000 per 
occurrence limit over commercial 
general liability of $5,000,000 per 
occurrence limit), including the 
University of Waterloo as an 
additional insured must be 
provided and kept on file.

Private (personal) 
vehicle 15 Seat Vans 
Prohibited ($2,000,000 
personal liability coverage 
recommended, minimum 
of $1,000,000 required) 

Rented vehicle 
(Does not include 
buses) 15 person 
vans are prohibited 
(collision coverage 
and $2,000,000 of 
personal liability 
coverage 
recommended, 
minimum of 
$1,000,000 required) 

*11 - Transportation - Insurance Requirements

- Buses & Coaches - A commercial general liability certificate 
of insurance (COI) with at least a $10,000,000 per occurrence 
limit (assuming excess liability of $5,000,000 per occurrence limit 
over commercial general liability of $5,000,000 per occurrence 
limit), including the University of Waterloo as an additional insured 
must be provided and kept on file. 
- Private (personal) vehicle ($2,000,000 personal liability 
coverage recommended, minimum of $1,000,000 
required) 
- Rented vehicle (Does not include buses) 15 person vans 
are prohibited (collision coverage and $2,000,000 of 
personal liability coverage recommended, minimum of 
$1,000,000 required) No additional certificates of 
insurance are required when renting through 
Enterprise. UW requirements taken into consideration.

https://uwaterloo.ca/procurement/travellers 

Mandatory for 
Employees, Grad 

Students, or 
Undergrads 

Working in a Lab 
Unsupervised 

If work is deemed significant risk 
the instructor must complete a 

pre-departure briefing with 
participants before activity takes 
place. A pre-departure briefing 
template is available to assist. 

NO

Prior  t o assessing f ieldwork it  is recommended you review the f ieldwork 
planning guide which provides addit ional details on requirements. 
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