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Appendix 1

Example of Field Meeting Information letter
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25 April 2013

Hello!  Thank you for booking on this meeting.    
BSBI Roslin Glen Country Park Field Meeting on Saturday 1st June 2013

Timing: We will meet at 10.15 (prompt) and will aim to finish between 15.30 and 16.00.  Please let me know if you cannot make the meeting place on time to avoid an unnecessary wait for everybody.  My mobile phone number is 0791 7152580.    
Meeting Place: the Roslin Glen Country Park car park at NT273628

Directions: At the Gowkley Moss roundabout on the A701, 4km south of Edinburgh Bypass, turn east onto the B7003 signed Roslin and Roslin Country Park.  Continue 1km and turn (second) right – again signed to Roslin Country Park.  Follow the road down, around hairpin bend, across bridge over the River North Esk and turn immediate left into the Roslin Glen car park.  Once in the carpark proceed straight ahead under a height barrier and park near the sign.

Route: We will take a short circular walk through the ancient woodlands on the banks of the River North Esk and past relics of the area’s rich industrial heritage and will return on the Penicuik-Dalkeith disused railway path and a minor road.  The round trip is about 3km and mostly on paths and tracks – some of which are a little rough and steep.
Aim: The emphasis on this field meeting will be on learning and fun!  So we’d prefer not to tell you what all the plants are - at least not initially!  Rather we would like you to work in groups using identification books to work that out for yourself.  After all, that is the best way to learn.  We will of course be on hand to help and confirm.

Introductory Talk: Alan Krumholds, the Site Ranger for Roslin Glen Country Park, has agreed to say a few words about the site, its history, habitats and management.
Equipment Checklist: here is a shortlist of some of things you should remember to bring.  You should check the weather forecast beforehand and adjust accordingly!

· Boots

· Waterproof jacket and trousers

· Packed lunch and flask or cold drink, etc

· Spare warm top (fleece or similar)

· Hat and gloves?  
· Sunglasses, sun hat, sun cream and lip sunblock?

· Mobile phone (fully charged)

If available:

· OS Map of the local area

· Plant identification books – The Wild Flower Key by Francis Rose is good for beginners.
· X10 magnification hand-lens 

· Notebook & pen

· GPS, binoculars, etc

Toilets: There are no public toilets in Roslin.  The nearest are

· 2B Station Road, Loanhead EH20 9RQ

· 5 Bank Street, Penicuik EH26 9BG 

Coffee: we would welcome you to join us for a coffee immediately after the field meeting in The Original Rosslyn Hotel in Roslin village, on the corner just before the lane to the Chapel.  The main road does a dog-leg at this corner (NT272632).  Needless to say, the hotel has loos.

Medical conditions: Please let me know of any medical conditions you may wish to make me aware of.
Insurance: Remember that, as usual on all BSBI field meetings, those attending do so at their own risk.

Cancellation: Please let Jane Jones know if you are no longer able to come as there is a limit on numbers and a waiting list as that will allow another to attend in your place.  
Leaders: We look forward to seeing you on the day, Barbara Sumner, BSBI Midlothian Recorder & Jim McIntosh, BSBI Scottish Officer

Cars: Here is a list of contact details of everyone booked on the meeting, so you can arrange to share cars.  
List of participants:
	Name
	Surname
	Email Address
	Town
	Mobile No

	Jim
	McIntosh
	Jim.mcintosh@bsbi.org
	Edinburgh
	07917152580

	etc
	
	
	
	


Appendix 2

HEALTH AND SAFETY GUIDANCE

Leaders are advised to consider the following points in order to satisfy the requirements of Health and Safety legislation:

1. Safety
It is important that members are made aware of what the hazards are and how to minimise their risks. General information regarding potential hazards should be sent to people planning to attend the field meeting and more specific and detailed information can be included in a Safety Briefing at the outset of the excursion.  Such a briefing should focus on the major or unusual risks and will normally take only a few minutes.

Hazards to consider include:

· Traffic

· Slippery surfaces

· Boggy ground

· Stony or uneven paths or routes

· Steep banks

· Cliffs

· Falling branches or boulders

· High winds

· Treacherous weather – storms, blizzards

· Sunstroke, sunburn

· Cold

· Puncture wounds (barbed wire, thorns)

· Adders and other venomous creatures

· Biting insects

· Ticks and Lyme disease

· Weil’s disease if near water

· Unfenced waterways

· Tides

2. Risk Assessment

Provided that the hazards associated with the Field Meeting are no different to those that would be encountered during a family walk in the country, you may use the Generic Field Meeting Risk Assessment.  You should advise all members of the party to wear appropriate footwear and clothing and to bring sufficient water, food, sun-block, insect repellent, medical or other essentials etc.  They should notify you of any relevant medical conditions that require due consideration.  If additional or unusual hazards are present you should carry out a formal risk assessment prior to the meeting and may need to carry a first aid kit and have a first-aider in the party. 

3. Safety Briefing

At the start of all meetings, the leader should give a safety briefing, in which members should be reminded and given more detailed information about known hazards and how to deal with them.  The risk assessment should then be reviewed in the light of conditions on the day, and the actual ability of members of the group.  An assistant must be appointed when the group contains more than ten members for meetings in mountainous, boggy or aquatic habitats and especially tidal zones, where conditions could be difficult. The safety briefing should include details of grouping arrangements. It may also be advisable to split the group up if there is a wide range of ability.

4. Contingency Plans

The leader should prepare a contingency plan for the meeting in case the weather is unsuitable for the intended route and be prepared to alter arrangements if the weather deteriorates during the course of the meeting.  It is worth having clear directions to the nearest hospital with A&E available as occasionally things happen that require a participant to get emergency medication.  If an accident does occur, take appropriate action and later report the details to the Hon. Field Secretary on the Field Meeting Summary Report (Appendix 4).
For most meetings members will arrive by car, so that back-up transport will be available in the event of an emergency, poor weather or other contingency.  When coach travel is arranged consideration should be given to the availability of shelter or transport should any member need to return to the starting point.

Appendix 2.1

Field Meeting Generic Risk Assessment Form
The activities being conducted during the meeting are assessed as being broadly comparable to those that might occur during a family walk in the country.  No hazards capable of causing more than minor injury are reasonably likely to be encountered by any member of the party.  Those attending will be advised to wear appropriate footwear and clothing, to bring sufficient water, food, sun-block, insect repellent or other essentials etc.  This generic assessment will be reviewed in the light of conditions on the day, and the abilities of individual members of the party.

If significant hazards are likely to be encountered then the full risk assessment form in Appendix 2.2 must also be completed.  

Reviewed and found suitable.

Signed 
….……………………………….     Date…………….…….

Place of Field Meeting


…………………………………………………….

Appendix 2.2

Full Risk Assessment Form
For identifying the possibility of harm to attendees at Field Meetings

	Identify significant hazards
	Likelihood
Yes or No:
	Measures to reduce risk

	Slips, trips and falls:
Steep ground / banks

Rough / Uneven ground

Slippery ground
	
	In the advert, state whether the day will be easy, moderate or strenuous and the nature of the terrain, whether it is rough or steep.  If you describe a meeting as for beginners then the expectation is that it will be fairly easy.  If people need to be particularly fit to attend your meeting then say so.  
In the information letter, state the distance, amount of ascent, nature of terrain.  Include guidance on suitable footwear.  E.g. list “strong boots” in equipment checklist.  On the day check that participants are wearing the appropriate footwear.  
In the safety briefing remind participants that the most frequent cause of accidents are simple slips and trips and that those attending BSBI field meetings are particularly prone if looking at plants or books and not paying attention to where they are putting their feet!  Mention the risks of slippery wet rocks & grass, steep, rough or uneven ground, unstable rocks, banks, cliffs, etc.  Include mention of the nature of the site and route.  

	Traffic
	
	Avoid routes along or over roads as far as possible.  In the safety briefing warn people about traffic.  When necessary, the walk leader and “back” and “front” markers to wear high viz jackets.  Guide walkers across roads etc.  Walk on right hand side of road to face oncoming traffic.  Wait for farm vehicles to pass if agricultural work is taking place.

	Cliffs
	
	In the safety briefing, warn people NOT to climb cliffs (like those on Arthur’s Seat).

	Falling objects
	
	Wear hard hats, if necessary, when walking close to cliffs.  In the safety briefing remind participants that care must be taken to avoid dislodging stones, and if this does happen, what to do (shout warning!)  (Particularly relevant to sites like Arthur’s Seat.)

	Contact with branches or twigs
	
	Brief walkers on the risk to eyes from twigs, and of possible allergic reaction to puncture wounds e.g. from Blackthorn.  Take care passing such bushes.  Assess danger from falling branches.  

	Scrapes or abrasions
	
	Warn when crossing barbed-wire fences and appoint a minder if needed.

	Personal attack (by assailant or animal)
	
	Leave no-one isolated.  Lock personal valuables out of sight.  Be aware of the movement of farm animals.  Carry a mobile phone.

	Infection (especially diseases carried on faeces)
	
	The safety briefing should remind folk of the risk (which includes Weil’s disease).  Ensure cuts are protected and instruct all to wash/clean hands before eating and drinking.  You may want to take a supply of antiseptic wet wipes.

	Contact with poisonous plants or fungi
	
	Take care in the vicinity of any hazardous plants or fungi, particularly Parsnip and Giant Hogweed

	Adders
	
	Do not disturb any Adders you find.  Wear sturdy shoes and thick socks

	Ticks (Lyme disease)
	
	The information letter’s equipment checklist should include long trousers / long sleeved shirts and the suggestion that where possible trousers should be tucked into boots so as to reduce risk.
The safety briefing should give advice on ticks, how to minimise bites and safe tick removal and the symptoms of Lyme disease. 
Closing talk should mention the need to check for (and remove) ticks at first opportunity.  You can pick them off, but special tick snares to remove them are available on the market.


	Sunburn / sunstroke


	
	Advise participants to bring adequate drinking water, wear a sunhat and long-sleeved shirts and put on sun protection cream including lip block, re-applying sun-screen as required during the day.

	Bad weather:

Exposure / Hypothermia / Discomfort
	
	In the information letter include guidance on suitable food and clothing.  E.g. include “lunch, flask, warm clothes, waterproofs, hats & gloves” in equipment checklist. 

Brief those on the walk and advise them to wear suitable clothing, particularly in cold or wet conditions.  Be aware that weather conditions can change rapidly.  

The Leader should check the forecast carefully and be prepared to alter plans if necessary.



	Bad weather:

Getting lost
	
	The information letter’s equipment checklist should include maps, compasses, GPS and mobile phones (where available).  

Arrange to have small groups (i.e. plenty leaders).  Ask group leaders to keep tabs on numbers in their group.  Appoint back markers.

Each leader should take a full list of names and mobile numbers of those in group.  

Each leader should take map, compass, whistle, phone & GPS and be able to use them competently.  

Safety briefing should stress importance of the individual groups staying close together and within sight of each other.  

	Water hazards
	
	Wear buoyancy aid if appropriate.  Assess tidal situation prior to meeting and ensure that safe access is possible.  Assess water levels and do not walk close to rivers in spate.  Safety briefing should include appropriate warnings.

	Minor injuries
	
	Take, and recommend others take, simple first aid kits and blister treatment packs.

	Manual handling
	
	Manual handling should not normally be a requirement for participants on field meetings.  Consider whether members who advise of a medical condition need help to view specimens.

	Site specific hazards (complete as necessary)
	
	


Appendix 2.3
Field Meeting Risk Review
This should be completed before setting out and if necessary sent to the Field Secretary, together with a copy of the full risk assessment if this was required.

	CHECK
	YES
	NO
	N/A

	Have names of participants been listed?
	
	
	

	Have any medical conditions been advised?
	
	
	

	Have clothing and footwear been reviewed?
	
	
	

	Has age profile of participants been reviewed?
	
	
	

	Have weather conditions been assessed?
	
	
	

	Have deputy leaders been appointed and briefed?
	
	
	

	Has party been briefed on safety and staying together?
	
	
	

	Has the group been given the leader’s and deputy’s (if applicable) mobile number?
	
	
	

	Has the leader got directions to A&E and the number of the local Mountain Rescue Team if necessary?
	
	
	

	
	
	
	

	Taking the above into account
	
	
	

	The intended route is still appropriate
	
	
	

	An alternative route has been chosen
	
	
	

	The excursion has been cancelled
	
	
	


Signed 
….……………………………….     Date…………….…….

Place of Field Meeting


…………………………………………………….

Appendix 2.4 - Confidential

BSBI ACCIDENT REPORT FORM     

	Date and time of occurrence: 



	Location of occurrence: 



	Full name(s) of injured person(s): 



	Name of person reporting: 



	Name(s) of witnesses: 



	What was the injury, damage or nature of the near miss ?



	What first aid treatment was given (if applicable) ?



	Description of what happened (who, what, where, why, when and how), including possible immediate and underlying causes: 




Appendix 3: Field Meeting Feedback Form
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BSBI Roslin Glen Country Park Field Meeting


Saturday 1st June 2013

Feedback

How would you rate the following:     (Circle or tick: 5 = excellent / yes, 1 = poor / no) 
Have you enjoyed the field meeting?
5
4
3
2
1

Was it well lead?
5
4
3
2
1

Was it well organised?
5
4
3
2
1

Was it pitched at the right level for you?
5
4
3
2
1

How suitable was the site?
5
4
3
2
1

How suitable were the timings?
5
4
3
2
1

What did we do well?

 SHAPE  \* MERGEFORMAT  

What could we do better?  List at least one thing.  Comment on any score of 3 or less.

 SHAPE  \* MERGEFORMAT 
Thank you and safe journey home!

Appendix 4

Field Meeting Summary Report Form
If there has been a problem of any sort at meetings listed in the BSBI Yearbook this information should be sent to the Hon. Field Secretary fieldmeetings@bsbi.org immediately after the meeting.  The details are needed to alert the Society to the issues that have arisen.  If applicable an accident report form (Appendix 2.4) must also be completed.
Report on Field Meeting 

at
…………………………
on 
        ………..………………...

How many applied?



………………………….

How many attended?



………………………….

Of which .................... were not members of the BSBI
How many dropped out?


.....................................

What were the problems? 
…………………………
……………………………………………………………..……………………………………………

……………………………………………………………..……………………………………………
Any other comments? 

………………………………

……………………………………………………………..……………………………………………
…...……………………………………………………
Leader

Royal Botanic Garden Edinburgh


20A Inverleith Row


Edinburgh �EH3 5LR
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