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This new software package is designed to simplify the processes involved in the management of EOTC
in schools and other institutions.

The package is written for the PC environment and will run on Apple Macs using a Windows emulation
program.

The package links to MUSAC, Kamar, PCSchool and IES School management Systems.

The package maintains annual databases of the events, students, staff, contractors and organisations
involved in EOTC.

This document provides a very brief introduction to the software which is currently nearing the end of
its development phase. The development has taken over a year and has been carried out in close
consultation with three of the country’s leading EOTC specialists, including Arthur Sutherland of the
University of Canterbury.

The package is able to be networked. It maintains a separate database for each year of operation with
the Search routine able to include previous years as required.

It must be said that some of the example information in this document is extremely spurious. It's
nature depended on the mood of the author at the time of development and testing.....

It must also be said that this is NOT an instruction manual. There is no in-depth detail of the processes
involved. There are many screens in the package and only a selection is shown in this document.



The main screen provides access to the major functions :

jitch to an archive database

% Education Outside the Classroom  Arthur’s Academy User : Worsfold Software

Help A rsfal

Version: 1.0.1.0

Ewents H Students ‘

Configuration Printing Lltiliky Search Uity Other Utilities

Staff and
Others

Meetings ‘ ‘ Exit ‘

Events

Select the required event from the list shown, or begin a new event.

Basic Details

Staff and
Students ‘ ‘ Dthers
Mame | Start Date
Catching fish 05/05/2010

Clirnbing hills 03/04/2010
Gathering Mulberries 04/05/2010
Rock Climbing 12/03/2010
Tree Climbing 11032010

Event Selector - Click to Select/Hide

The first screen shows those event details required for ‘Approval in Principle’.

Event Selector - Click to Select/Hide

RAMS and SAP

T 1

Attach students

Documents

(

-

/ Senior Leader Evaluation

———"13 =
ion

ent report and Evaluati
&

Incidents Log

Basic Details for Catching fish

Approval in Principle | Event Approval 1 | Event Approvel 2 | Other Adults Involved |

Basic Details of the event - required for the Event Approval in Principle Application

Title Catching Fish Staffing Teachers

Parents
; Clutha River w Click all

Location | that apply Yolunteers
Coaches
Conkractors

Personin: |Hay, Elizabeth v Senior Leaders

Charge = , ¥ »

Teacher code |H\" | Skucent Teastiar
Work Placement

Approximate: |16‘8

cosk per Period
—

studznt § Term |Term 2Hols s HalF day

Approximate ; T

OOROOROROIIDOEORKOR-OR

— Whole day
Curriculum History Click all Eveni
Area Mathematics that apphy MEnIngs
e.g, History Crwernight
Drama
Multi-day
|Weekend
Event added Event {Halidays
to Event: Coordinator
Plariner Infarmed Type of Curriculurn
o : Eaent Outdoar Pursuits ]
Principal Approval gained |
Click all Sports trip O
that appk
LA [T ¥
l Add a new event l [ Dielete this event l Cultural O
firts O
l Print blank Approval in Principle Farm l Wwater
Alpine | Bush O
[ Prink Approval in Principle form with details J Urban

Outside
Contractor

Contact

Role

Transpork
Dietails

Click. all
that apply

Accommadation
Dietails

Click all
that apply

!Alres, Roger {Contrackar)

v|
By font
By bikes vl
By van(s)
Staff vehiclels) vl
Adults driving carsfvans O
By bus O
Students driving car(s) O
Students driving students ]
Mokel O
Camping ground O
Hatel O
Tents O
Backpackers vl
Cahins
Billsts vl
Host Families




The other three tabs on this screen show the details required for full Event Approval (2 screens — one shown
below) and the third allows you to attach ‘other adults’ involved in the event, e.g. student caregivers.

Basic Details for Catching fish

Approval in Principle |

Maximum students 11

Ewent: title

Risk Lewel Risl;levelﬁ |
Person in Charge

Term Term 2 Hols v
Departure Date 050572010

Deparkture Time 5.30am

Return Date 0710542010

Return Time 4.30pm

Age range 14-15

Masximum boys 5

Maxinur girls [

The details on this and the next screen are required for full Event Approval

Purpose of the event

Details of Programmed
Activities

Dietails of Hazardous
Activities and planning
organisation and
staff]

Transpork
Arrangements
(Mame of company,
drivers, registration
numbers)

Event Approval 2 Other Adults Invaolved

Purpose

\We are gaing ko climb trees
and swing From the branches
and throw hula hoops at the monkeys

Hazards are detailed under |
'RAMs and SAP' | 'Hazard Assessment and control'
Please provide the details wia that screen

we will all be traveling by bike to the depot

and then going on Fook to the Foothills where we will
catch a bus before

flying by helipcopter ko the edge of the bush,

AdulkfStudent ratio 1 Adultper (3 students
LeaderfParticipant 1 | gader per 4 students  Accommodation Accommodation
ration ; Arrangernents
School contact in -I:
case of emergency Carneron, Leslis v
Address
Froposed Finaneial
Phones Firancial
Arrangements
RAMS and SAP

This screen provides access to
e Hazard Assessment and Control
e Risk Management Plan
e Safety Action Plan

An example, RAMS : People is shown below.

| Mexk Page

In all cases hazards, RAMS (People, Equipment, Environment and Transport), and Safety Action Plan entries are
set up in configuration where all possible entries are specified. Then, against each event, you simply select those
which apply to the event. Each entry may, if necessary, be modified to better reflect the particular event
however, it is anticipated that the general entries will suffice in 99% of cases.



| Hazard Assessment and Control |; Risk Management Plan | Safety Action Plan

Select thosze factors which apply to this event under each of the various categories.
(The possible entries have been set Lp under Configuration),
| Risks | Feople |Equipment || Environment || Transport || Critical Incident Management || Other details
Select People RAMS from : Selected People RAMS
Fackor ”~ Fackor | Strakeqgy
Lack of participant knowledge Lack of staff/lzader training Training of staffileadersvaluntesrs in RM of activity
Lack of stafffleader training
Lack of adequate brisfing Lack of staff leader training Training of stafffleadersfvolunteers in programmingfsequencing
I iat ) .
MIEPRORMAte programming or sequencing Lack of staff leader training Training of stafffleadersfvolunteers in site specific procedures
Failure ta check site with pre visit
Failure ta check equipment Lack of staff/leader training Instructor/staff NZ0TA Bush 1 or equivalent
Inadequate intervention Lack of staff{leader training Leader has completed RM course
Stupidity on site Failture to disclose risks Brief participants re risks and hazards
Failure ta disclase risks i . i . .
i Inappropriate language/behavious Brief participants re expectations and rules
Accident
Lack on risk management skills, knowledge and Fatiguefstress Erief participants re expectations and rules
expetience
Participants not invalved in risk anakysis Fatigue/fstress Systems in place (e.g. buddy/distance)
Mo First 8id, rescue or loss plans Fatiqueystrass Trarnp within individuals abilicy
Inadequate supervision Lack on van driving experience Employ competent driver

Attaching Students

This screen is used to select those students involved in the event — both ordinary students and ‘student
helpers’. You'll notice that names have been partially blanked out as they have come from a school’s
database.

Select students from thiz list: (*) Attach students ) Attach student helpers
[Reselact to dezelect)
Mame |‘.’ear A ame Wear Mame ear
Ad: © = 11 Ada - ‘eBo 3 Ba s 3
ad: 3tie 11 Adee qan 3 Ba 3 Erana 3
Adc Jan 13 Adce i 3
adc 2 11 Ajlke mine 3
ade itlin o] Atk th 3
Al imine a Ales ina Puanami - 3
Ak wdra 11 ] 25 Francis 3
Atk in 11 Bk} ] 3
Atk h a Barr ayla 3
Akl ich, Sarunthor 11 Biate ame Paul 3
Ale: na 12 Bavy, in 3
Ale: Jatasha 12 Bayr ark Llowd 3
Alfe g Drivn Jane 3
alfe 1 10 Doaff 3 Margaret 3
ﬁ!lf:_ n !? Dwst | : Ry 3
A Jthasinee 12
[ Select all students ]
Select year(s] to display (None = all [ Remove all students ] [ Femove all helpers ]

7 8 9 [ 10 []
11 [ 120 130 14 [] [ Save zelections ]




Documents

All of the standard MOE EOTC documents are built in to the package and button on the ‘Documents’
screen allow you to print them. N.B. Only those documents which are relevant to the risk level of the
event will be listed for printing, making it easy for you to know which are required. In the screen below
ALL are listed.

In several cases documents can be printed either with blank data entry spaces or with the data filled in
from that held in the database. (This screen is still under development)

1.0 EVE‘E:{:}EIIJ;DWI in ] Blank form 13.0 \r"ﬂ;ﬁ:;;itssistant 232 Transspﬁl:rltSF'elmissiun
1.1 Ewent Propozal [] Blank Farm 14'%&22&?;“”9 23'31;:_:;;?5;?3'{
2.0 Event Approval TR0 S ea v 24.0 Self Audlt Checklist
an Ec\lf:aer;th'll_?sr:ning 160 Dutside Pravider 25,1 Media ;-Mallet Cards

4.0 Infarmation for 17.0 RAMS : Hazard 25.2 Media Wallet Cards
Parents and Careqivers b anagement 2
50 Blarket Consen Mt it B i
£.0 Parental Consent 19.0 Safety Action Flan 27.0 Leader Loghaook
7.0 Student Health Frofile 20.0 Participant Suramary 28.0 Equipment Log
o g

21.0 Event Phone

9.0 Health Care Plan MHumbers

29.7 Injury Report Details

220 enue/Facility
Safety

11.0 Student Contract 23.0 Tranzport Safety 1 i}ﬂDKTt";t KIE,!t

32.0 Event and Staff
Reqgister

10.0 Acguatic Conzents 0.0 MID Report Form

120 Activity Leader 231 Transpart Safety 2

Setting student Goals and Outcomes

The screen below is used to set goals and outcomes for the event. Entries against these are subsequently
recorded for each student attending.



Goals specified below will appear by default against each student attending the event. Double-click to edit a cell
“Y'ou may subsequently modify these [delete, edit or add) for individual students.

Default individual student goals

Goal | Benchmark 1 Benchmatk 2 Benchmark 3 5
e.q. To swim 1 km Zan swim 0.5km Can swim 0.75km Amost there
Extra goal Zan jump ropes Zan climb ropes
v

Default student goals WITHIN the group

Goal Benchmark 1 Benchmark 2 Benchmark 3 -

To speak more in group activities Samll contributions edium words Too werbose

Default student goals OUTSIDE the group

Goal Benchmark 1 Benchmark 2 Benchmark 3 ~

To be more considerate at home Dioes dishes IMore soap

Student Strengths

The screen below is used to record students’ strengths revealed during the event. The button at the top of the
first column allows you to adjust the various criteria.

[luring an event each student may be assessed against various crtenia. S pecify the citena required for this event below.
Fesults may be entered against each student or via the global entry process on this screen. [Students will not be visible
here until they have been attached via the "Studentz’ buttan on the left ] * = Student helper

u Biken fitken Adcock Adcock Adam Alesana Avery
Jessarine Sarah Brogan Katie Jargie Tiana James
[
v

Critetia

Self-confidence
Creativity

Faith and trust in others
Physical endurance

Sense of hurmour

caffcalcalfcalicy
caffcalft

= =l
|

Commitment to my values
Hard work
Stability

Courage

=l
=l

Independence

=l
K EE

=l
&3

Honesky

Lovalty ko others
Comrmitment ko others
Flesibility

Acceptance of athers

LAY

Assertivensss
Ermpathy with others
Inner security
Self_discipline

Open_mindedness

HEEEEEEEEE

Acceptance of events

Save these criteria as default |

strengths for other events




Students’ Roles

Similarly, the screen below is used to record which roles students fill during an event. This screen has been
reduced (i.e. some roles are not showing) for the purpose of this document. The roles shown are those in the
default set but you can adjust them to each event’s needs.

During an event each student may be aszeszed against various criteria. Specify the criteria required for thiz event below,
Fiesults may be entered against each student or via the global entry process on this zoreen. [Students will not be visible

here until they have been attached via the 'Students' button on the left.] * = Student Helper
b U Aiken_ Aitken Adcock Adco_ck Adal_n Algsana Avery
Jassarning Sarah Brogan K.atie Jorgie Tiana Jarnes

Task Roles

- Initiator contributor Il I~

- Information seeker v [V v

- Opinion seeker W

- Information giver v v

- Dpinion giver E

- Elaboratar v

- Coordinataor

- Orinter v W v
- Evaluator-critic [V

- Energiser E

- Procedural W

- Recorder v

Process Roles

- Encourager @

- Harmoniser

- Compromiser

Save these criteria as default
rales for ather events

Senior leader Evaluation

Student : B: wor

Select a zenior student from the list [_J
and recard his or her scores on the =
chart. The final chart enter iz a Coopetation
comment area.

Criteria 1 | oz | = 4 5

- Acceptance of responsibilicy
- Relationship with staff v
- relationship with peers v

Name

Ea r
- Relationship with juniors ¥

- Tnitiative v
- Wilingniess to particpate v

Bal 1 Erana

Leadership

- Consistency

- Self Discipline vl

- Respect for others

- Makurity E

- Facilitation skills v
Atitude

- Punctuality v
- Enthusiasm and positiveness ¥

- Determination E

- Confidence v

Empathy

- Concern for students v

- Rappart: v

- Openess and Recptiveness E

Safety standards

- Safety standard v
Communcation skills

- Briefing vl
- Debriefing v
- Questionning skills

- Showing recognition for individuals and

Orverall contribution

Comment *Y'ep, thiz iz a comment
and there is mare




Event Report and Evaluation
The following screen is used to record the information shown.

There is also a second screen used to record Item Ratings for the event.

Report and Evaluation for Catching fish

Curriculum Areas and Outcomes |Item Ratings|
Staffing Numbers and Distance Travelled
Teachers - Yalunteers _ Transport used |3 student cars and 2 skaff cars
Students Mights Diskance Traveled |5? ke each way
Costs |No extra costs were expetienced
Curriculum areas Leatning oukcomes achiewved?
Mature study Can count butterflies
Waker study Can spot; frogs O
Hill skudy Can dirmb hills
Train study Can spaok krains O
O
O
O
O

Incidents Log

The screen below is the first of four used to record details relating to incidents for the event. The other screens
are accessed via the tabs shown in the illustration.

E ; I [ N et ] Maote re Privacy : Information collected Details will be kept confidential to schaoal

4 05/05/2009 Clutha Biver —! grineiel iz far the purposes of ; mahagerent and Ministry staff responsible

E 05/05/2009 Clutha River [ Dielete displayed incident ] a) |dentifying incident trends far EQTC. Schools and individuals will not be
: | b] Infarmi et b poli identified i dat lwsi ts.

o teons Cumriver B ([TRRECTS ] O ooy mawenerl ooy | el n ol arabs ot

a) Ewent Details

Incident Mo, : 3 Ewent : Catching fish Dates - : 0540542010 - OF/A05/2010 TIC : Hay. Elizabeth Location : Clutha River
b) Mature of the Incident

Lacafion | Clutha River | Date |05/05/2003)  Time |240pm Severty | v| [ He ]

Type [tick thoze which spply] T Injury ] Incident [ Equipment damage ] Emational or psycholagical damage

&ccident Mear Accident [ liness [] Death [] Enviranmental damage

c) Weather and Programme type
[ Temperature [ Precipitation [ wind Comment | |

[ Clouds [ Visibiliy Programme type | |
d) Type of lliness § Injury

[] Abrasion [] Laceration.cuts ] Strain [ Gastraintestinal [ Allergy [ Fewver/Flu

[] Bum [] Fatique [ Cold injury [] Respiratony [ Cardiac [ Dematitis

[] Corcussion [ Puncture ] Hupothermia [ &sthma [ Menstrual ] Other |

1 Busing [] Sprain [ Huperthermia [] Infection [1 Urrinary
e) Activity being taken at the time

[ Fachary wisit [ Swimming paal [ At gallery [ Marae [ "wark, shadaow [] Other

[] Heawy industrial st [] Other schoal [] Restaurarnt [] Sports ground — [] Travel |

[ Production line [ Tertiary visit [] Fast faod 1 Stadium [ Wehicle

[1 Retail shop [ Museum [] &sccommodation  [] Farm [ "ok placement




Students

The screen below shows the first of eight screens relating to students whose basic information may be imported
globally from MUSAC, Kamar, IES or PCSchool — or entered manually if your school is not using one of these SMSs.

1

Baszic: Information }
- :

Events Farmily nanne |.t’-‘«darn Swirnrning Sbility

[ Can swim 50m
Confident in the pool

Firzt names !James Alan

Preferred name !Jimm}l

All events attended ]

_
——
L

|

i =
Caregiver detailz MSID | [[] Confident in deep water
—— c;etails = Tear 11 Able to tread water
N | ] ! Class | 11DF| [ Can survival Aot
ﬁ Farm Teacher |Butler, Ramy w Confident in the sea or open inland water
g : =i Gender |Female [ Satety conscious in and around water
= Date of Bith | 24/11/1993
_Z Ethnicity | European w
E Address |4S Johng Terace
% |Wainui0kapa

Postoode 5555
Phane number | 457 7654 |
Cellphone 021 345 6789 | l Export text for OV ]

Emai [ Send ]| |

N ) | -

The final screen is used to record the blanket approvals provided annually by the students’ caregivers.

I

B lnieimakan Blanket Approvals for Jorgie Bo Adam

¥ [

Events

[ All events attended
E

Agreement that if prezcribed medication needs to be administered, a designated adult will be
azzigned to do this. | will ensure that prezcribed medication iz clearly labelled. securely fastened
and handed ta the designated adult with instructions on itz adminiztration.

] [

]': The following consents have been received for the year : 2010

Caregiver details

Medical details

Approval bo student recerving any emergency medical, dental, or surgical treatment, including
anaesthetic or blood tranzfusion, az conzidered neceszan by the medical authonties present.

Agreement to meet any medical costs not covered by ACC or a community services card

Aagreement o inform the school as soon as pozsible of any changes in the medical or other
circumstances between now and the commencernent of the event.

Agreement that if student iz involved in a senous dizciplnam problem, including the uze of
ilegal substances: and/or alcohol, ar actions that threaten the safety of atherz, #/he will be
zent home at parents'/caregivers’ expense.

Congent to uze photoz and other media for publicity




Staff and Others

The screen below shows the first screen relating to staff members. (Staff details may be imported from MUSAC)

Basic Details for Rory Butler

Family name |—E;LJtIer Puozition |DEE00rdinator w | B
First names I_F!ory Faculty |Mathematics v| B
Category Teacher » E] Departments Englsib v |
I athematics
Code 0
Gender &) Male ) Female
Date of Bith |19/12/1943 Transport Details
Houze Mgarimu b E] Dirivers License Areas
Address 4 John Street Mumber 4134567899 M Matar Car ~|
_________ == MO Light Omnibus ==
Lewvin lzsue Date | 1141241962 E]
|ianawatu Expiry Date  |12/12/2020
[ Vehicles Wehicle 1 Vehicls 2
Home phone 05 356 3344 Make |T°-"'°ta
Cell phone 021 445 0455 Madel [Camy

|
School Email | rore@waiopehi. school nz Calavr | Red |

'
o
e
[
n
[=}
82
=
2
(]
'
=
o
L
(2]

Hame Emal | randcbutlen@paradise.net.nz Registiation | 3092

Swimming Details

o ; )
[ T ] Can swim 200m confidently and competently
. Can tread water for 3 minutes
[ Fiemave this staff member ]
Can swim in deep water and rescue a student
[ Add a new contractor / organization ]

If an entry is tagged as ‘Contractor / organisation’ then the screen changes, as shown below.

Contractors and organisations Referees | Ciiteria and leaders | Safety Procedures | Transpart |
o |A"BS | Referees and Recommended by
Cateqary |Eontractor ¥ !
Referee 1
Contact Person |Jimm_l,J Carutherz | :
M ame |feed
Address 4 John Street
; Address gzgrddfgsfdgedladigadigadfig M~
Lewin odf —
azdf
azdf =
A

Business Phone |03 445 6783

Contact Phone i aerg |

Cell Phone 021 345 6789
Fan (03 455 £543 S
Email lames. aires@wege.school.nz M ame | arrr |
Tirme az a Addrezz gargagiharthrkdrhertdsim
contrackar |3-"'EarS | PO Box 444
sfghxbghfg
’ Referees and Recommender ]
T, — — - . Contact Phore | aegrrgarg |
contractor / ’ Criteria and Leaders Qualiies I
organisation — Recommended by
’ Satety procedures and First Aid ]
Add a new !Johnny Ruotten |
shaff member ’ Tranzport notes ]

On the right you can see three further tabs providing access to three further screens of contractor / organisation
data.



Configuration
There are currently thirteen screens in the Configuration area and four of these are illustrated below.

The first of these is the screen used to specify your school’s logo as it is to appear on all of the documents. Set it
one via this screen and it will automatically appear on all of the official documents.

Documents Logo

‘ Ewerits ‘ Configuration Frirting Ltility Search Utility Other Utilities

Students H Staff and H

Others

‘ tdeetings H Exit ‘

Userz Document Logo

Your own document logo will be printed in the top left hand corner of each of the standard documents - az shown below,
Package Links

Sending emails
Arthur's Academy 1.2

EOTC Event Approval
From Board and Principal

Meeting Times

Other default settings

=

_, &,

L
r -
Ty To the teacher in charge: Jamieson, Rosemary
Lewvels of Rizk i - -
;,_- Event Catching fish
Emergency Phone System being followed (12 of ) 2
MHurnbers
RS I
£1|| |n-order for thiz to happen you must
H'&Ma: Brlieal Incidlert a) Have your logo saved az a jpg file in your Seote directory
. Al b) Sel laga via the 'Select’ button bel
IF = — | elect your loga via the 'Select’ button below. )
) Adjust the shape of your loga to your requirements [using the four rezhape buttons)
RaMS :Daocs and
} guidelines Please naote that the logo will be resized automatically to fit on the document.
s e gl

H 4 ist g
I Select Al LDgD

S4P entries

Reszhape buttons

& £, H

Lo

The levels of Risk

Use this screen to select the various levels of risk one of which will apply to each event. There are three
possibilities.

- The official MOE set of eight risk levels
- Analternative set of eight levels
- You can specify your own risk levels.

The fourth tab on this screen is where you indicate which documents are required to be printed for each risk
level. Having done this then only those documents nominated will appear listed for printing when you click on
each event’s ‘Documents’ button.



RAMS

Levels of Risk

There are various ways in which EOTC events can be categorised to indicate the level of risk involved,

Our schoal iz uzging

(&) The Ministry of Education Guidelines set

() The Alemative set

O Our own set

Ministry EDTC Guidelines | Alternative set | Our own set (Editable) | Attached documents

Mo, Ackivity bype Examples Approval Parental Consent |Risk management Flanning
y Cnste-in the: schoal grounds - Low risk Sports day, painking murals, horticulture Mone required Mone required Usual lesson planning
environments
i site - in the schoal grounds - Higher . - Usual lesson planning
z2 risk environments school pool or cimbing wall Schoal decision Blarket consent or generic RAMS or SAP*
; - . None or Blanket
OFf site - Local community within schaol — museum, art gallery, sports and Senior staff or . "
3 haurs - Low risk enviranments recreation events ECQTC Coordinator ;De:is;;: -Sehool | Generic RAMS or SAP
4 OFf site - Lacal community within schanl — Acquatic (river | beach), cross country  Senior staff or Blanketto_rSSijarlate . RAMS oF SAP*
haurs - Higher risk enwironments running EOTE Coordinatar ;De:iss?gn choa ENENC or
5 OFf site - Day trips may extend out of  Farm visit, day hike, city visit, Ferry trip, Senior staff or cNoo::eﬁE _Blsacnﬁoeél Generic RAMS or SAP*
school haurs - Low risk environments swimming in pools ECQTC Coordinator decicion
& OFff site - Day trips may extend out of  skiing, waka ama, rock climbing, fields  Principal or EOTC  Separate consent Spedific RAMS or SAP*
school hours - Higher risk environments — trips with chemicals or heavy machinery  Coordinator and risk disclosure
OFf site - Residential multi-day trips trip to another region, sports Principal ar EQTC - "
7 further afield - Low risk environments  bournaments, wisits ko histaric sites Coordinator Separate consent  Spedific RAMS or SAP
. 5 . . trip, Field krips ko natural .
Off site - Residential multi-day trips auerseas tp, 1 . Principal andfor Separate consent . "
% Further afield - Higher risk erviranments waterfbush/alpine environments, Board and risk disclosure Specific RAMS or SAP
oubdoor pursuit journeys

* Or other appropriate form - examples are available in the Ministry of Education EQTC Guidelines document.

.E. All events require current health information

M.E. It is strongly recommended that you refer to the Ministry of Education EOTC Guidelines document For full details of these risk levels,

This screen is used to set up all of the causal factors which might apply to events and the strategy or strategies
which might be used to combat them. There are many supplied with the package as defaults, but you may alter or
add to these for your own requirements. Once configured they may be applied to individual events by simply

selecting from a list. Once selected they may be altered, if necessary, for the particular event.

Risk Analysis and Management System

Use this screen to list all of the risk factors and possible reduction strategies which can apply to any event,  Subsequenthy you wil

be able to select those which apply to each particular event.

People RAMS

Causal factors o
Lack of participant knowledge
Lack of stafffleader training

Lark of adequate hrisfing

Inappropriate prograrmming or sequencing
Failure to check site with pre visit

Failure to check equiprment

Inadequate intervention

Stupidity on site

Failure to disclose risks

Accident

Lack on risk management skills, knowledge and experien
Particinants not involved in risk analysis
Mo First Aid, rescue or loss plans
Inadequate supervision

Inadequate or inappropriate ratios
Incidents with passers by, other users
Inappropriate language/behavious
Pre-existing rnedical condition

Participants leaving site / becoming lost
Lack of awareness of risks

Inappropriate bredration/nuttition
Fatigue/strass

| aele v mubdone clelle bnmsdadon and casowineen

Factor and strategies

Equipment RAMS | Environment RAMSV__ Transport RAMS |

Select a factor from the list on the left to edit it or its strategies, or add 2 new

factor wsing the button below,

Factar

Information disclosure to group -
Strategies Information dizclosure to group -
Information dizclosure to group -
Information disclosure to group -
Information dizclosure to group -
Information dizclosure to group -
Information disclosure to group -
Information dizclosure to group -
Information dizclosure to group -
Information dizclosure to group -
Information dizclosure to group -

| Infarmation disclosure to group

Strategy

|Lack of partidipant knowledge

Foute and bravel times ol
Expectations |
Specific risks on routes

tine shafts off route

Turnel rockfal

Cliff near hut with unstable fences

Mumbers on bridge

Wasps

Buzh lawyer

Speed on descent

Fiock outcrop on descent

ludents leading o8

l Add a hew factor

l Delete this factor l

l Add a new strategy H Delete this strategy l

Reorder the factor list

Use the up and down buttons to
move selected entry up or down
the list on the left

all™




RAMS : Critical Incident management

This screen is used to set any critical incidents which might apply to events. These can then be selected

individually to apply to each separate event.

[T

T

Thes |

Users
lackage Links
lendling emails
eeting Times

*= Education Outside the Classroom  Arthur's Academy.

1t an archive dat Help

User : Worsfold Software

Version : 1.0.1.0

Staff and

i
[ [ |52

Printing Utity
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Printing Utility

This utility allows you to :
Design your own lists

- of events, students, staff etc listing those items of information which you wish to appear on the list.

Calendar

Print a list of events occurring between any two dates. E.g.

.
Arthur's Academy
Event Calendar
11/03/2010
Time of Departure | Time of Return Event Location Teacher n Charge Other adults involved
9am Tree Climting Wanaka Rock Wall Cameron, Ros Rogers, Christine (Volunteer )
Marmn, Sally ()
ard more
12/03/2010
[7ime of Departure | Time of Retrn [ Event [Lacation [Teacher in charge [Other aduts involved |
|Qam \ \ Rock Climbing ‘\Nanaka Rock Wall |Camam, Ros \ \
14/03/2010
Time of Departure | Time of Return Event Lacation Teacher in Charge Other adults invalved
430pm Rock Climbing Wanaka Rock wall Cameron, Ros
4.30pm Tree Climbing Wanaka R ock Wall Cameron, Ros Rogers, Christine (Volurieer )
Marmn, Sally ()
ard more
03/04/2010
[mime of Departure | Time of Return [ Event [Lacation [Teacher n chare [Other aduits mvaived |
|3.000m [ [ amtingtitls [Durstan Ranges | tlan Forgie [ aice b phy |
07/04/2010
[7ime of Departure | Time of Return [ Event [Location [Teacher n chare [Other aduits mvaived |
\ ‘Chmhng Hils ‘DmsianRan;s |Nan Forgie ‘N\ceMu;ﬁy \




Document design

- Design your own documents relating to events, staff, students, organisations. This process has been used
to include each of the official documents, and an example of one of these is shown below. In the example
you can see that codes are used for each of the data entry areas. These are chosen from the list of possible
data fields which you might wish to include in your document.

Select data

Frame 1/S page ~
Participants 2
Emergency phone lisk

Planned Activities lisk

By selecting from the ‘Select tables’ tab you can choose to embed in your document one or more of the more
complex tables included in the various documents. An entry for one of these might appear as :

{Spec.table(204)}

Exigting Documents Select data | Select tables

Doc Type =
01.0 Approval in Principle 4 ® Evert = = Title |01.1 Ewent Propozal | Logo
E;; Even: Zroposall O Shat Risk Cateqary Start a hew document IM
.0 Event Approva —_ :
030 Event Planning Checkle () Organisation Type Delete thiz document
04.0 Parents Information & () Student |Person“in-charge [ ® Portrait () Landscape IM

v[[n v/l LE

Font An-al

Ewent : {Spec.coli1013}

Fersonin Charge . {Spec.col(104)}

The FIC should complete this form at the outset of planning for the EOTC activity. The PIC should already
have received approval in principle for the proposed activity.

WWhen approval is given, one copy of this form should be retained by the approver and another by the PIC.
The principalboard should be informed of any subsequent changes in planning, organisation and/or staffing.

1. Purpose of EOTC event

ISpec.col{143)}

2. Specific learning outcomes and curriculum links

ISpec.coll118)}

3. Sitels where event will take place

{Spec.col(1057}

4. Dates and times
Date of Departure - {Spec.col(107)} Date of return : {Spec.col{ 109)}

Time of Departure : {Spec.col{108)}

Time of return : {Spec.col( 110}




Document printing

Step 1  Select the document to print Step 2 Select the event{z] to print Step 3
i Catching fish Froceed to Frint
Clirbing hills
03.0 Event Planning Checklist Gathering Mulberriss
04.0 Parents Information
05.0 Blanket Consent Rack cimbing
05,1 Blanket Consent Tree Climbing

05.2 Blanket Congent:

06.0 Parental Consent

07.0 Health Profile (Student)
08,0 Medications Administered
09.0 Health Care Plan

10.0 Aguatic Consents

11,0 Student Contract

12,0 Activity Leader

13.0 Yoluntesr Assistant Agreem)
14.0 Contracting Checklist

15,0 School/Provider Agresrnent
16,0 Outside provider

17.0 RAMS: Hazard Management
12.0 RAMS : Risk Management P
19.0 Safety Action Plan

20.0 Participants Surmmmary

20,1 Participants with Meds

21,0 Event Phone Numbers
22,0 Venue/Fadlity Safety

23.0 Transport Safety 1

23.1 Transport Safety 2

23.2 Transport Permission Slips
23.3 Transport Risk Management
24,0 Self Audit Checklist

25,1 Media walet Cards 1

25,2 Media Wallet Cards 2

26,0 Report and Evaluation

27.0 Leader Logbook

28,0 Equipment Log

29.0 Injury Report Form

29.1 Injury Repart Details

30,0 MID Report Form

31.0 First Aid Kit &

31.1 First &id Kit B

31,2 First Aid Kit ©

32.0 Event and Staff Register

[ Select &l I

This is the alternative means of printing a document. Select the required document from the list shown (which
can include your own ‘unofficial’ documents) and make your selection(s) from the second list, then click ‘proceed
to print’. The resulting document will appear in ‘Preview mode’ ready for final printing.

Arthur's Academy

Event Proposal 1.1

Ewrt: Catching fish
PerzoninCharge : Hay Elizabeth

The PIC zhould complete this form at the outset o fplanning orthe EOTC activity. The PIC should alre ady
bave received approsalinprinciple oribe proposed adivity,

When approval 1 given, one copy ofthis form should be retained by the approver and another by the PIC .
The principalboard should be informed of any subsequent changes inplanning, orgs nisation andior
staffing.

1. Purpose of EOTC event

Fumpose

2. Specific learning outcomes and ¢ urriclumlinks
History

lathematics

3. Sites where event wil take place

Clhtha River

4. Dates and times
Date of Departure ;. 02032010 Date of retum ;. 070552010

Time of D epariure : §.30am Titme ofreturn: 4 30pm




Search Utility

No yet complete — this utility will allow you to search the database to identify students / staff etc who meet
specified criteria (e.g. have attended more than 6 events in the last three years)

Other Utilities
These will perform several functions including
- Global update of personal data from MUSAC / Kamar etc
- Archive management
- Global data entry
Meetings
This utility allows you to keep a record of conversations with various parties concerning EOTC.
The package is still under development and will be ready for release in mid-January 2011.

If you wish to order the package in advance then please complete the following:

School :

Contact :

Email :

Price : Package : $395.00 + GST plus Annual License : $180.00 + GST  plus P&P $4.50 + GST

You can email these details to : randcbutler@inspire.net.nz, phone the order to 03 449 2094
Or post them to: Worsfold Software Ltd, 26 Chandler Crescent, Clyde 9330




