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 Section 1: Introduction 

 

1.1 Field Course Aims and Objectives 

The purpose of the field course is to understand the nature and structure of planning within 

an international context, and to review the operation of the spatial planning system in 

another country outside of the UK. 

 

1.2 Attendance 

The overseas field course is optional and you will need to register for this module by Friday the 

25th October 2013. If choosing this module you are required to attend all preparatory lectures 

and seminars.  

 

Part-time postgraduate students are advised to attend in the second year of their programme if 

they wish to take this module; however, this is negotiable on request.  

 

1.3 Assessment 

The field course is assessed by means of a group presentation and an individual piece of 

work. 

 

1.4 Destinations  

The destination and the date of the field course will be confirmed during semester 1. 

Destinations in previous years have included Toronto, Barcelona, Brussels, Lille, London, 

Belfast and Dublin.  

 

 1.5 Personal Information 

You are responsible for ensuring that your Programme Administrator is advised of any 

changes to your passport information prior to departure and that your personal information, 

for example, mobile telephone number and next of kin or emergency contact details, is kept 

up to date on the student system, accessible through MyManchester at:  

www.mymanchester.ac.uk. 

 

You will be asked to provide some additional information, for example, any dietary, behavioural, 

psychological, cultural, religious or other special needs and details of previous field course 

experience. If you do not provide this information, your ability to participate in and possibly the 

viability of the field course itself may be jeopardized. 

 

http://www.mymanchester.ac.uk/
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1.6 Personal Travel 

Planning will not approve or arrange extensions or early departure.  
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 Section 2: Communication 

  

2.1 Preparatory Briefings 

Lectures and / or seminars will take place prior to departure and you are required to attend. The 

briefings will include information on the academic programme of the field course, administrative 

information including travel and accommodation arrangements, advice and information 

regarding the cultural and social mores of the destination country and health and safety 

briefings. 

 

2.2 Email and Electronic Notice-Boards 

Between briefings, it will be necessary to keep you updated with new or developing information. 

This may include extremely important information such as, for example, amendments to travel 

arrangements. This information will be circulated to your University of Manchester email 

address and may also be posted on the electronic notice-boards on Planning’s student intranet. 

It is therefore vital that you read your email and visit the notice-boards regularly. 

 

2.3 Queries and Concerns 

Likewise, you are likely to have questions in between briefing sessions. You will be advised of 

the contact details of your academic Field Course Leader for academic queries. Administrative 

enquiries can be addressed to the Planning Programme Administrators, Emma Moores and 

Caroline Turner at: 

 

Emma Moores      Caroline Turner 

emma.moores@manchester.ac.uk   caroline.turner@manchester.ac.uk  

Telephone: 0161 275 6897    Telephone: 0161 275 6890 

 

2.4 During the Field Course 

You will be provided with a mobile telephone number which you can call if you are having any 

difficulties on the day of departure and in case of any emergency during the field course. It is 

essential that you carry a note of this telephone number and of the telephone number and 

address of your accommodation at all times during the field course and ideally, you should add 

these telephone numbers to the contacts in your mobile telephone. 

 

You should ensure that your current mobile telephone number is correct on the student system.  

 

mailto:emma.moores@manchester.ac.uk
mailto:caroline.turner@manchester.ac.uk
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This may be used by staff on the day of departure and during the field course in case of any 

problems.  

 

2.5 Marketing and Publications 

Photographic and / or videographic material taken during the field course may be used by the 

School of Environment, Education and Development for promotional purposes. This may 

include (but may not be limited to) the School of Environment, Education and Development 

website, newsletters, prospectuses etc. You will not be remunerated financially or otherwise 

for the use of this material. You will be asked to indicate whether or not you are prepared to 

grant permission for this material to be used prior to attending the field course. It is 

absolutely acceptable for you to decide not to give permission and there will be no 

disadvantage to you if this is your decision.  

 

2.6 Feedback and Complaints Procedure 

You will be asked to provide online feedback as part of the course unit evaluation process, as 

detailed in your programme handbook. It is important that you provide feedback as changes 

may be made to the fieldwork as a result of your comments.  

 

If you have a complaint regarding any aspect of the field course, we would recommend in the 

first instance that you discuss your concerns with the Field Course Leader or your programme 

administrator. If your concerns are not resolved once you have spoken with staff within the 

School, or if you do not wish to discuss your complaint informally, you can find full information 

on the process for making a formal complaint at MyManchester. 

 

Complaints should be made as soon as possible and certainly within eight weeks of the 

events or actions (or lack of actions) which have prompted the complaint. The University will 

not normally consider complaints made after this period, unless there is good reason for the 

delay. 
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Section 3: Health and Safety 

 

3.1 Occupational Health Declarations 

At the beginning of semester 2, you will be asked to complete a Health Needs Self-Assessment 

Form. This will enable you to determine whether or not you should contact Student 

Occupational Health for further advice. It is your responsibility to contact Student 

Occupational Health to discuss any pre-existing medical conditions or health concerns prior to 

departure. You will be asked to provide a declaration to indicate that you understand that 

responsibility. 

 

You may be asked to attend an appointment with Student Occupational Health, depending on 

your medical or health history. If you are unable to, or prefer not to visit Student Occupational 

Health, you must obtain written confirmation, in the English language, from your own doctor that 

you are fit to travel to the specific destination. The doctor must confirm in this document that 

they have seen an itinerary for the field course in order to show that they are aware of the 

activities which will be expected of you. If this is not provided, you will not be permitted to 

accompany the field course.  

 

If Student Occupational Health does not feel able to issue a “Fit to Travel” certificate, you will 

not be permitted to attend the field course. In this instance, you must discuss with your 

academic tutor an alternative piece of assessed work in order to satisfy the requirements of the 

course unit.  

 

We advise that you carry a written note of your blood group, any prescribed medications and 

any health conditions on your person at all times during the field course.  It is also strongly 

recommended that you have a full dental check-up before departure.  

 

Student Occupational Health provides a Travel Advice Leaflet which you can find in Appendix 

1. 

 

3.2 Vaccinations 

You are expected to be vaccinated according to the UK vaccination schedule before travelling. 

The UK schedule can be viewed at: 

http://www.nhs.uk/Planners/vaccinations/Pages/Vaccinationchecklist.aspx  

 

http://www.nhs.uk/Planners/vaccinations/Pages/Vaccinationchecklist.aspx
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It is your responsibility to ensure that a record of your vaccination history is available on 

request. It is therefore essential that you arrive in Manchester with details of your vaccination 

history. If you do not have this when you arrive, you should take steps immediately to obtain it 

and not wait until semester 2. Planning will not cover the cost of prescribing vaccinations 

included in the UK schedule.  

 

Planning will not allow you to travel with the field course without evidence that you have been 

vaccinated appropriately. In this instance, you must discuss with your academic tutor an 

alternative piece of assessed work in order to satisfy the requirements of the course unit.  

 

3.3 Risk Assessments 

Planning will conduct a full risk assessment for the field course. You will be issued with written 

safety information for your field course and you will receive a briefing during the preparatory 

lectures. You should ensure that you pay close attention to this information and you will be 

asked to provide a declaration that you have fully understood it and will abide by any 

instructions.  

 

You should take note of specific briefings given at any of the fieldwork sites or host 

organisations visited and exercise caution and vigilance at all times.  

 

You may find it useful to visit the UK Foreign and Commonwealth Office’s Travel Advice web 

pages at: 

http://www.fco.gov.uk/en/travelling-and-living-overseas/travel-advice-by-country/. 

 

The School recommends that all participants who are British Nationals register with the British 

Embassy or Consular Service in the destination country through the UK Foreign and 

Commonwealth Office’s LOCATE service at: 

http://www.fco.gov.uk/en/travel-and-living-abroad/staying-safe/Locate/ 

 

International students are advised to consult their own country’s Foreign Office published 

information for details on registering with their Embassy or Consular Service. 

 

3.4 Health Packs and Medication 

Health packs or first aid kits will be carried on the field course which contain basic supplies such 

as plasters, over-the-counter painkillers, anti-histamines, diarrhoea relief and insect repellent. 

http://www.fco.gov.uk/en/travelling-and-living-overseas/travel-advice-by-country/
http://www.fco.gov.uk/en/travel-and-living-abroad/staying-safe/Locate/
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However, this is as a precaution only; you are expected to purchase and bring with you your 

own pharmacy supplies, insect repellent and sun protection, where appropriate.  

 

You are responsible for obtaining extra supplies of any prescribed medications from your doctor 

and ensuring that you bring them to the field course. Medication should not be carried in just 

one piece of luggage in case of loss, theft or baggage delays. You should keep note of the 

generic name of your medication and not just the trade names in case you need to replace 

them during the field course. All medications should be in the original, correctly labelled 

packaging and where possible, the prescription should also be carried. You should check 

before departure that the prescribed medication you are travelling with is legal in the country 

you are visiting.  

 

3.5 Business Travel Insurance 

All students travelling on a field course are covered by the University’s Business Travel 

Insurance. The insurance policy provides free emergency assistance and advice, together with 

insurance cover for emergency medical and repatriation expenses, search and rescue 

expenses, loss of personal belongings and money, cancellation and curtailment costs, personal 

liability, rental vehicle excesses, legal expenses and emergency evacuation expenses. The 

medical expenses cover provided is not full health insurance; it only covers emergency 

treatment and associated expenses. Routine, preventative or other elective treatments are not 

covered.  

 

PLEASE BE AWARE that if you fail to disclose pre-existing medical or health conditions (see 

section 3.1), you will invalidate your cover under the University’s Business Travel Insurance. 

  

For destinations within the European Union, you should obtain a European Health Insurance 

Card, available by applying online at http://www.ehic.uk.com/apply.html. You must have either 

a National Insurance Number or NHS reference number (assigned when registering with a 

NHS doctor) in order to apply.  

 

If you wish to make a claim for the loss or theft of a personal item, you should in the first 

instance advise a member of staff during the field course. A police report must be made or the 

claim will not be accepted.  

 

We strongly recommend that you use a money belt or secure inside pocket to carry your cash 

and debit or credit cards and that you do not carry all of your cards with you but leave one in a 

secure location, for example, a hotel safe. 

http://www.ehic.uk.com/apply.html
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Appendix 2 contains a University of Manchester Business Travel Insurance Information Leaflet, 

including the policy number and full benefit details.  

 

If you prefer to make your own travel insurance arrangements, you must provide the University 

with details of the insurance provider, policy number and cover provided. 

 

3.6 Conduct 

The School requires all students to adhere to the Fieldwork Code of Conduct (Appendix 3) and 

you will be asked to provide a declaration to state that you have read, understood and will 

adhere to the Code of Conduct.  

 

3.7 Personal Time  

There will be periods of time during each field course where fieldwork activities are not being 

undertaken and you will be free to participate in social or rest activities. These periods will be 

clearly defined prior to departure. The University’s Business Travel Insurance will continue to 

cover you during these periods; however, if you intend to participate in any activities which are 

excluded in the terms of the insurance policy, you must ensure that you have arranged your 

own complementary insurance. 

 

You must ensure that you have with you at all times the emergency staff field course mobile 

telephone number and the contact details and address of your accommodation. You must 

ensure that field course staff are always aware of your location and intended time of return to 

the group. 

 

3.8 Health and Safety Declarations 

You will be asked to complete an online form to indicate that you: 

 have read, understood and will conform to the Fieldwork Code of Conduct and 

University Regulation XVII “Conduct and Discipline of Students”, 

 understand it is your responsibility to contact Student Occupational Health to advise 

them of any pre-existing health or medical issue prior to the field course,  

 have declared to the University any information relevant to your capability to 

participate in the field course activities (including previous field course experience),1 

                                                           
1
 This information may include: mobility, behaviour, psychological needs, medical conditions, dietary 

requirements and cultural or religious requirements. 
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 have received a health and safety briefing and fully understand your responsibility to 

yourself and your colleagues to adhere to the advice you have been given,  

 have been briefed fully on the programme of the field course, including any down 

time, and understand your responsibility to ensure field course staff are always aware 

of your whereabouts and planned time of return to the group, 

 confirm that the personal information stored on the student system is correctly 

spelled and accurate, including your full name, permanent home address, 

Manchester address, mobile ‘phone number and your emergency contact person’s 

name, relationship to you and ‘phone number and understand your responsibility to 

ensure the student system is updated with any changes to your personal information 

which occur prior to departure.  

 

You should be aware that if you fail to provide the declarations above or the information 

which is requested from you, your ability to participate in and possibly the viability of the field 

course itself may be jeopardized. 
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Section 4: Travel and Transport 

 

4.1 Airport / Port Transfers 

Planning will always arrange for transfers from the point of entry to the destination country, to 

accommodation venues. However, transport from the University to the UK airport or port may or 

may not be provided, depending on the necessary time of travel and / or the location of the 

airport or port. You will be advised of arrangements prior to departure. 

 

4.2 Method of Transport 

The method of transport to the destination country is usually air or rail. Field courses 

commence and end in Manchester and you are expected to travel with the group both on the 

outward and return journeys.  

 

4.3  In-Country Transport 

Travel during the field course will, in the majority of cases, be undertaken on public transport 

systems. You will be expected to cover this cost by purchasing the appropriate tickets. This 

expenditure is taken into account when calculating the School’s financial contribution to the cost 

of the field course.  

 

Where the field course involves travel between cities or countries, Planning will arrange and 

cover the cost of the transportation.  

 

4.4  Travel Documents (Passports & Entry Visas) 

You should ensure that you arrive in Manchester for your second year of study with your 

passport and, for international students who require one, a UK visa. Many destinations will 

require that passports and visas are valid for a full 6 months after the date of return from an 

overseas trip. You should ensure that your passport and UK visa have the appropriate validity. 

If you need to renew or extend your passport or visa, please do so immediately; DO NOT WAIT 

until semester 2. Airlines require advance notification of passport and visa information and we 

will therefore request this information from you well in advance of departure. If you have not 

renewed your passport and / or visa at the earliest opportunity, you may be unable to 

participate in the field course.  

 

For advice on UK visa extensions or renewals, you should contact the International Students’ 

Advice Team in the Student Services Centre. They can be emailed at iat@manchester.ac.uk 

mailto:iat@manchester.ac.uk
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or telephoned on 0161 275 5000 (option 1). School administrative and academic staff are not 

qualified to provide guidance on UK visas or immigration issues.   

 

If you are an international student and you require an entry visa for the Schengen Treaty zone, 

you will be provided with the guidance and documentation you need to make your application. 

You will be asked to make an appointment with the appropriate diplomatic mission. You will be 

required to cover the cost of the visa fee and any transport costs associated with making your 

application. 

 

It is very important that you read the instructions for completing the visa application form very 

carefully. A rejected application could mean that you cannot attend the field course. No 

consideration will be made to your performance on the programme as a result of failure to 

attend the field course because of a late or incorrect application. Particular care should be 

taken when obtaining passport photos. Guidelines on restrictions regarding passport photos 

are to be found in Appendix 4.  

 

You should note that the processing time may vary according to your nationality and 

destination, and that Planning has no control whatsoever over the processing time of a visa 

application.  

 

PLEASE BE AWARE that the University has absolutely no control over the decision-making 

process of any international diplomatic mission. If you are declined an entry visa for any 

destination for any reason whatsoever, the University cannot accept any responsibility for your 

inability to attend the field course. The School establishes to the best of its ability the 

requirements for a visa application in advance of the application process; however diplomatic 

missions may not highlight specific regulations or requirements until an application is made. 

Your financial contribution will not be refunded due to an unsuccessful visa application. 

 

You MUST NOT carry your original passport and visa(s) with you during the field course as loss 

or theft of travel documents can prove very problematic. Passports and visas should be locked 

securely away wherever possible and copies carried at all times. 

 

4.5 Luggage 

You are responsible for ensuring that the size, weight and contents of your luggage conforms to 

the transport provider (for example airline)’s regulations. You are strongly advised to visit the  
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transport provider’s website and that of the UK departure port, to ensure that you are aware of 

any restrictions.  

 

You should be aware that you must be able to carry your own luggage. 

 

Luggage tags may sometimes be provided by the agent through whom the School has booked 

the field course; however, this is not always the case. We recommend that you ensure your 

luggage is labelled with your name, destination address and home address in the UK in case of 

loss and to ensure that you can indentify it easily in the collection hall.  

 

It is possible that students will be asked to carry some additional items with them from 

Manchester to the destination country and perhaps during the field course. These may include 

medical packs and / or University of Manchester promotional items to be presented to speakers 

and guides from private or legislative organisations. 

 

4.6 Accommodation 

You will be expected to share rooms during field courses. You may state any preferences for 

room-mates prior to departure but Planning cannot guarantee that requests can always be 

satisfied.  

 

If you require ground-floor rooms for any reason, you should inform field course staff as soon 

as possible. 
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 Section 5: Finance and Expenses 

 

5.1 Fieldcourse Costs 

The School of Environment, Education and Development makes a significant financial 

contribution to the cost of the field course. You are also expected to contribute financially and 

you will be informed of the required contribution in semester 1. 

 

The student financial contribution is non-refundable. If you are unable to attend the field course 

for health or medical reasons, you should provide written evidence from your doctor that you 

are not fit to travel and a claim will be submitted to the University’s Business Travel Insurance 

provider on your behalf. The financial contribution may be refunded to you in whole or in part 

depending on the outcome of the insurance claim.   

The University is insured against cancellation or curtailment of a field course due to 

circumstances outside our control. Financial contributions will be refunded to you where 

cancellation is unavoidable due to the insolvency of a supplier of travel or accommodation. Any 

costs associated with repatriating participants in a field course as result of insolvency will be 

covered by the University.  

 

5.2 Method of Payment 

Payment for the field course should be made by debit or credit card using the University’s 

online store. You will be advised of the URL for the store and the deadline for payment. 

Cheques and / or cash will only be accepted in extraordinary circumstances where payment via 

the online store is not possible and this payment must be made by prior arrangement with the 

School through the University’s Income Office. 

 

Payment will be required prior to departure. Instalment plans can be arranged on application.  

You should note that an outstanding field course debt to the University can prevent your access 

to University systems, including your ability to view examination results and ultimately, 

graduation from the programme.  

 

5.3 In-Country Expenses 

Accommodation will be on a bed and breakfast basis as a minimum. Some lunches and 

dinners may also be provided and this will be made clear in pre-departure briefings. However, 

you should travel prepared to cover the cost of your own food and drink and personal expenses 

such as personal toiletries.  
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Some first-aid supplies will be carried in case of emergencies; however, you are expected to 

carry your own basic supplies, including over-the-counter medications, insect repellents and 

sun protection. 

 

Some guidance will be provided prior to departure regarding the cost of products and services 

in comparison to the UK.  

 

5.4 Currency 

You are expected to make your own arrangements to ensure that you have sufficient funds in 

the correct currency (usually euros) for the duration of the field course.  

 

If you intend to use a debit or credit card, make sure that you know your personal identification 

number (PIN) and check the expiry date of the card(s) before you leave. 
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 Section 6: Incident and Emergency Plan 

 

 

6.1 Supervision 

You can expect that the field course leadership team will, as a minimum: 

 be fully conversant with and trained in the use of all field course equipment, 

 be fully aware of required health and safety protocols relevant to the activities of the 

field course, including incident and emergency response, 

 have an appropriate academic profile for the content of the field course, 

 include staff with previous experience of supervising overseas fieldwork. 

 

In the event that the Field Course Leader is unable to fulfil their function, the field course will be 

restructured or curtailed. 

 

6.2 Cancellation 

 

6.2.1 Withdrawal by Student 

Should you withdraw from the field course for any reason, there will be no refund of any 

financial contribution you have made. Where your financial contribution is still outstanding 

and the School is unable to cancel your booking without financial penalty, you will continue 

to be liable for payment. 

 

Should you be forced to withdraw due to ill-health or medical reasons, you should follow the 

mitigating circumstances process outlined in your programme handbook. You must provide 

evidence from your doctor to confirm your inability to travel. The School will submit a 

business travel insurance claim. Your financial contribution may be refunded in whole or in 

part if the insurance claim is successful. 

 

6.2.2 Flight Delay or Cancellation by Airline 

Should flights be delayed or cancelled by the airline prior to or at the point of departure, the 

Field Course Leader will conduct a threat analysis. On the basis of the threat analysis, the 

Field Course Leader will decide whether or not the field course should proceed. The decision 

to proceed with or cancel the field course will then be approved by the Head of School or the 

Head of School Administration. 
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6.2.3 Changes to UK Foreign and Commonwealth Policy (FCO) Travel Advice 

The travel advice issued by the FCO will be monitored on a regular basis by the Senior 

Programmes Administrator (Fieldwork and Special Projects) up to the date of departure. 

Should the FCO advice change to advise against travel to a destination country, the field 

course will be cancelled. 

 

If the FCO advice changes to advise against travel to a specific area of the destination 

country and the field course itinerary includes a visit to this area, the Field Course Leader 

will consider whether or not it is academically and logistically viable to go ahead with the 

field course. 

 

The decision to proceed with or cancel the field course in these circumstances will then be 

approved by the Head of School or the Head of School Administration. 

 

6.2.4 Acute Health, Safety and Security Incidents 

Acute health, safety and security incidents may include the following: 

 act of terrorism, 

 political instability, 

 natural disaster, 

 endemic or epidemic disease. 

 

Should an acute incident occur within seven days of the date of departure, approval to 

proceed with the field course will be sought from either the Head of School or the Head of 

School Administration. 

 

6.2.4 Ill-Health of Staff 

The definition of “staff” in this context includes University employees and any individuals 

contracted by the University to support the field course, including contracted PGR students, 

PGR student Graduate Teaching Assistants (GTAs) and tour operator staff specifically 

contracted to escort group during all visits. 

 

Should the ill-health of a staff member immediately prior to departure result in the staff to 

student ratio falling below 1:10, the Field Course Leader will conduct a threat analysis. 

Based on the threat analysis, the Field Course Leader will decide whether or not the field 

course should proceed. The decision to proceed with or cancel fieldwork in these 

circumstances will be approved by the Head of School or the Head of School Administration. 
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6.2.5 In the Event of Cancellation 

You should be assured that the School will only take the decision to cancel a field course if it 

is in the best interests of your academic performance and personal health and safety. The 

School will make every effort to re-schedule the field course but it should be made absolutely 

clear that this is dependent on logistical and financial considerations. 

 

The School will ensure that you receive regular communications regarding the situation and 

the School’s decision. 

 

Where the field course is rescheduled, you will be expected to attend the new dates where 

they take place during the teaching calendar. If you are unable to attend, your circumstances 

will be considered on an individual basis.  

 

Where the field course includes an assessed component and the field course cannot be 

rescheduled, the School will communicate alternative arrangements for assessment to you 

at the earliest opportunity. 

 

No decision will be made on any refund of your financial contribution until such time as the 

School has determined whether or not it is viable to reschedule the field course. 

 

The Field Course Leader will ensure that you are able to reach your home or the University 

campus safely if a decision to cancel is made after you have already assembled on campus 

or at the departure airport.  

 

Food and drink expenses claims will not be paid unless there was an expectation of full-

board provision during the field course and you have been held at the airport or on campus 

for longer than three hours. 

 

6.3 Emergency Incident Management 

The most comprehensive risk assessment and contingency planning cannot eliminate the 

possibility of an accident, incident or emergency occurring during fieldwork. An emergency 

incident is defined as: 

 an accident leading to a fatality or serious injury, 

 serious illness, 

 missing person, 
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 civil unrest, natural disaster or extreme weather posing serious risk to participants, 

 personal assault of a staff member or student participant, 

 any situation with media involvement. 

 

The School has formulated a procedure in the unlikely event that an incident or emergency 

arises. The procedure is intended to allow staff to follow a course of action covering the main 

priorities at times of stress. All staff leading or assisting with fieldwork are familiar with 

emergency procedures to be followed in the event of an emergency incident. 

 

The Field Course Leader and other field course must have the following emergency contact 

information to hand at all times: 

 School emergency contact telephone numbers 

 University Security emergency contact telephone numbers 

 list of all participants 

 copy of the risk assessment 

 complete details of the itinerary 

 copy of the University Accident Report Form 

 copy of the University Incident / Near-Miss Report Form 

 

In the event of an emergency incident, the Field Course Leader or other supervisory member 

of staff should: 

 assess the situation, 

 protect the group from further injury or danger, 

 give first aid and / or call emergency rescue services and / or Police as appropriate, 

 give the following information to the emergency services: 

 name of staff member in charge of the incident 

 telephone number of the staff member in charge of the incident 

 location of the incident 

 nature of the incident 

 name(s) of the individual(s) involved 

 condition of the individual(s) involved, 

 telephone the School emergency contact as soon as possible. They provide 

instructions on how to proceed and may inform the University Emergency Incident 

Manager (EIM) 
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 remove the rest of the group to a secure location and place under the care of a 

member of staff who can protect them from the attention of the media, if necessary 

requesting the Police to assist, 

 calm and comfort the participants, 

 not make any statements to the media nor allow anyone else to make statements 

other than expressions of sympathy and refer the media to the Media Relations 

Office at the University, 

 not allow group members to contact home directly until they have received 

authorisation from the School. This is intended to ensure that relatives of those 

involved are contacted either by the University or the appropriate authority, 

 retain all equipment involved in an unaltered condition, 

 not allow anyone external to see a group member without an independent witness 

being present and remember that no one, unless they are in a relevant official 

capacity, has the right to see anyone who does not wish to see them, 

 contact the University’s emergency assistance provider FirstAssist, who will require 

information as detailed in the University’s Business Travel Insurance Leaflet, 

 complete a copy of the appropriate Report Form. The form must be handed to the 

Head of School Administration on return to the University. The section provided for 

the description of the accident or incident should contain the following information: 

 details of the event, 

 each action taken, by whom and at what exact time, 

 details of everyone present, 

 details of any interaction from authorities such as Police. 

 

The Field Course Leader should consider whether it is appropriate to curtail the field course 

or whether any member(s) of the group should return to the UK immediately. The decision to 

continue or to curtail the field course or for any members of the group to return to the UK 

must be approved by the Head of School or the Head of School Administration. 

 

The School will ensure that staff and students are supported for the duration of the field 

course and on their return to the University, following an incident or emergency. 

 

Any actions taken must at all times be in compliance with the University’s Emergency 

Management Plan. 
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Appendix 1: Travel Advice for Staff and Students 
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Appendix 1: Business Travel Insurance Leaflet 
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Appendix 3: School Fieldwork Code of Conduct 

 

Students working in the field or off-campus are considered to be representatives of the University of 

Manchester for the duration of the field course, including during leisure periods. Their actions 

throughout this time will reflect not only their own personal values but also those of the University of 

Manchester. Anyone that they meet or with whom they interact will judge the University of Manchester 

by the way in which they conduct themselves. They are ambassadors of the University.  

This Code of Conduct defines the expected standards of behaviour to which all participants should 

conform during any field course.  

The Field Course Leader and their appointed deputies are responsible for discipline during the field 

course. They will lead by example. While engaged on fieldwork, the decision of the Fieldcourse 

Leader on matters of conduct is final. 

All students should: 

1. obey all reasonable instructions given by their Field Course Leader, 

2. if visiting another organisation, comply with the rules of that organisation, 

3. if travelling abroad, comply with the all laws of the country visited, 

4. comply with health and safety arrangements for the fieldwork, 

5. not behave in a manner which could damage the reputation of the University during work and 

leisure time, 

6. respect the social and cultural beliefs of the country visited. This includes modesty in dress if 

required by local customs or religious observance, 

7. consume alcohol only during leisure periods, 

8. if drinking alcohol, do so responsibly, in moderation and within the boundaries of local laws 

and customs, 

9. if drinking alcohol in leisure periods, refrain from becoming intoxicated. Alcohol intoxication 

will be considered a violation of this Code of Conduct and of the health and safety provisions 

of the field course, 

10. if smoking, do so in appropriate locations and within the boundaries of the health and safety 

arrangements of the field course, the rules of the host organisation and the laws of the visited 

country, 

11. not litter the environment by dropping cigarette ends, particularly in National Parks but should, 

if necessary, carry small plastic bags in which to dispose of cigarette litter, 

12. respect the people who are giving their time to host visits and provide insights and listen to 

they say without talking, smoking or using mobile telephones whilst they are speaking, 

13. keep the Field Course Leader and / or deputies informed of their whereabouts and intended 

time of return if moving around independently, including during personal time, 



37 | P a g e  
 

14. ensure that they arrive punctually for planned departure times and scheduled activities. 

Furthermore, all students participating in fieldwork should note that they are expected to conform to 

University Regulation XVII “Conduct and Discipline of Students” and should take particular note of the 

Definition of Misconduct laid out in paragraphs 3, 4 and 5. University Regulation XVII “Conduct and 

Discipline of Students” is available at http://documents.manchester.ac.uk/display.aspx?DocID=6530.  

If misconduct or a breach of discipline is admitted by a student or is found to be proved, one or more 

of the penalties detailed in Regulation XVII, paragraphs 6 and 7 may be imposed. In addition, the 

Fieldcourse Leader may, at their discretion, terminate the student’s participation in the field course 

and arrange for their return to the UK. The cost of travel from the field course location to the UK will 

be met by the University.  

It is the responsibility of participants to heed, understand and observe any instruction given to them by 

the Field Course Leader or their deputies and to bring any questions or problems to their attention. 

Participants must acknowledge their own responsibilities for the health and safety for themselves and 

others.  

Participants must note the following exclusions to the University’s Business Travel Insurance: 

 participants over the age of 75 years 

 participants while acting as the pilot of an aircraft or other aerial device 

 participants engaging in activities where their experience or skill levels fall below those 

reasonably required for participation in those activities 

 anyone travelling against medical advice 

 routine, preventative or elective medical treatments – pre-existing conditions are only covered 

if the participant is travelling in line with medical advice. Treatment relating to normal 

pregnancy and childbirth is not covered, although emergency treatment related to pregnancy 

and childbirth, except within four weeks of the expected date of childbirth 

 compensation in the event of personal injury; medical expenses only are covered 

 holiday and recreational activities, the duration of which exceeds half that of the total absence 

period 

 

The Field Course Leader for an off-campus trip should ensure all participants are aware of this Code 

of Conduct and any specific standards of behaviour necessary in the course of the visit to comply with 

the Code, for example, the rules of the host organisation or laws and cultural expectations of the 

visited country.  

 

 

 

http://documents.manchester.ac.uk/display.aspx?DocID=6530
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Appendix 4: Guidance for Providing Photographs for Passports or Visas 
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