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Antarctica New Zealand Staff
Chief Executive

Antarctic Support

Antarctic Programme

Administration

Lou Sanson
Chief Executive
Provides leadership 
and strategic direction 
and ensures statutory 
responsibilities, 
business plan and 
purchase agreement 
outputs are delivered.

Iain Miller
Manager Antarctic 
Support
Responsible for 
logistics and 
delivery of all capital 
infrastructure in 
Antarctica.

Evelyn Ussher
Executive Assistant
Provides assistance 
to the CEO and 
management team, 
and undertakes 
the duties of Board 
secretary.

Peter Brookman
Facilities Engineer
Provides engineering 
and project 
management of capital 
infrastructure projects 
in Antarctica.

Matt Vance
Communications 
Advisor
Responsible for raising 
public awareness of 
Antarctica through 
targeted activities and 
events including the 
education and artists’ 
programme.

Johno Leitch
Project Engineer
Management and 
delivery of Scott Base 
infrastructure projects 
including the 08/09 
and 09/10 Ross Island 
Wind Energy Project.

Michael Nottage
Logistics Officer 
(Purchasing)
Provides purchasing 
and inventory service 
control required to 
meet operational 
requirements.

Erik Barnes
Manager Antarctic 
Programme
Oversees the annual 
event programme and 
manages operational 
support in Antarctica.

Kevin Rigarlsford
Maintenance 
Engineer
Manages Scott Base 
engineering resources, 
including all buildings, 
plant, equipment, 
vehicles and the 
provision of field 
engineering support.

Paul Woodgate
Logistics Coordinator
Coordinates the move-
ment of personnel 
and cargo to and from 
Antarctica. Manages the 
operation of the ware-
house and the supply 
system.

Rob Stewart
Logistics Officer (Cargo)
Handles the dispatch 
and receipt of all 
Antarctica New Zealand 
cargo.
Assists in the operation
of the warehouse.

Alison Whitaker
Administration 
Officer
Provides administra-
tion support to the
organisation.

Chris Gilbert
Logistics Officer 
(Clothing)
Responsible for the 
issue and receipt of 
Antarctic clothing.

Hilary Rose
Administration 
Officer
Provides reception 
and administration 
support including 
travel coordination.

Joanna Clayton
Receptionist
Provides reception and 
administration support.
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Antarctica New Zealand Staff

Corporate Services

Environment

Science & Information

Simon Trotter
Operations Planner
Undertakes planning 
and management of 
specific operational 
projects and assists 
with the production 
of the annual event 
programme.

Peter Smith
Manager Corporate 
Services
Responsible for 
human resource 
support, office admin-
istration and provides 
financial accounting 
information, internal 
controls and risk 
management.

Neil Gilbert
Manager Environment
Responsible for develop-
ment of environmental 
initiatives, providing 
expert environmental 
advice and implementing 
Antarctica New Zealand’s 
environmental manage-
ment programmes.

Rod Strachan
Operations Planner
Undertakes planning 
and management of 
specific operational 
projects and assists 
with the production 
of the annual event 
programme.

Mike Mahon
IT Administrator
Provides IT support 
and manages the 
Scott Base science 
facilities and 
science technician’s 
activities.

Miranda Huston
Environmental Advisor 
Responsible for the 
coordination of impact 
assessments, approvals 
and permits and end of 
season environmental 
reporting. 

Yvonne Costar
Base Services Planner 
Plans and coordinates 
service related 
functions for Scott 
Base and ensures 
compliance with 
policies, procedures 
and event plans.

Sue Stenhouse
HR Advisor
Provides human 
resource advice 
and support to all 
Christchurch and 
Scott Base staff.

Jana Newman
Environmental Advisor 
Responsibilities 
include environmental 
monitoring and state 
of the environment 
reporting activities. 

Ed Butler
Manager Science 
& Information
Responsible for 
science strategy and 
science support.

Brad Phillips
Accountant
Provides accounting 
services, payroll 
and mandatory 
government reports.

Renee Burns
Environmental Officer
Responsible for manag-
ing key environmental 
data and information 
processes, as well as 
working on discrete 
projects.

Shulamit Gordon
Science Advisor
Responsible for 
the science bidding 
round, research 
scholarships, and 
Project Manager 
for the Latitudinal 
Gradient Project.

Ursula Ryan
Information Advisor
Responsible for 
information and data 
management including 
the Scott Base and 
Antarctica New Zealand 
libraries, pictorial 
collection, public records, 
and for developing and 
maintaining Antarctica 
New Zealand’s website.

Greg Jack
IT Project Manager
Provides specialist 
advice and project 
management ser-
vices to support 
the delivery of the 
Knowledge Manage-
ment Strategy
and Information 
Management 
Strategy.

Ceisha Poirot
Environmental Officer
Responsible for 
area protection 
management and 
environmental 
projects.

Julie Patterson
HR Advisor
Provides human 
resource advice 
and support to all 
Christchurch and 
Scott Base staff.
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SCOTT BASE
Scott Base was constructed for New Zealand’s participation in the Commonwealth 
Trans-Antarctic Expedition (TAE) and was officially opened on 20 January 1957. 
It was also used to support a party of scientists participating in the International 
Geophysical Year (IGY). Although designed to last only a few years, the value 
of Antarctic research was soon recognised and a Base rebuilding programme 
began in 1976. Today, only three of the original Scott Base buildings remain. 
The TAE/IGY hut, the first hut built by New Zealand in Antarctica, was listed in 
2001 as an Historic Monument under the Antarctic Treaty, it contains material 
recording New Zealand’s involvement in Antarctica since 1957.
Scott Base accommodates up to 85 people at a time over summer. From late 
February the population drops to less than 20 people who will winter-over. 
Most of the Base buildings are linked by all-weather corridors. 
Antarctica New Zealand also manages several other research facilities in the 
McMurdo Sound region. These include the Arrival Heights laboratory, scientific 
huts at Cape Bird and several sites in the Dry Valleys.
The United States McMurdo Station, 3 km from Scott Base, can accommodate 
over 1000 people during the summer season. Mario Zucchelli Station, the Italian 
base at Terra Nova Bay, 350 kilometres north of Scott Base, can accommodate 
90 people.

Scott Base 
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SCOTT BASE ROLES AND RESPONSIBILITIES
Senior Antarctica New Zealand Representative: 			 
To provide Management Team representation and oversight at Scott Base, the 
SANZRep works with the Scott Base Leadership Team and provides strategic level 
representation for Antarctica NZ in discussions with international partners. 

Manager Antarctic Programme: (Erik Barnes)
Responsible for: Ensuring that Antarctica New Zealand’s programme of activity on 
the ice meets the current and emerging needs of the New Zealand Government. 
Coordinates the annual event programme and manages operational support in 
Antarctica. 
Reports to: CE
Reports from: Scott Base Coordinator, Programme Support Supervisor, Engineering 
Supervisor

Scott Base Coordinator: (Yvonne Costar, Julie Patterson) 
Responsible for: Operational coordination and day-to-day resource control, 
coordination of Risk Management, and Health, Safety and Environment systems at 
Scott Base.
Reports to: Manager Antarctic Programme
Reports from: Scott Base Services Staff, Science Technicians, AFCC and Event 
Personnel.

Programme Support Supervisor: (Simon Trotter, Rod Strachan)
Responsible for: Pre-season event activity and New Zealand field programme 
operations in Antarctica including helicopter operations; field (training, safety, 
equipment and support); First Aid and SAR; and communications operations. 
Helicopter contractors report to the Programme Support Supervisor.
Reports to: Manager Antarctic Programme
Reports from: Programme Support Assistant, Field Support Personnel, Field training 
Instructors, Communications Operators and Cargo Handler.

Engineering Supervisor: (Kevin Rigarlsford, Peter Brookman, Johno Leitch)
Responsible for: Operation and maintenance of all vehicles, small plant and 
equipment and facility services (water, heating and ventilation) at Scott Base. They are 
the point of contact for the issuing of all vehicle licenses, requests for heavy vehicle 
support and general engineering assistance to events. 
Reports to: Manager Antarctic Programme
Reports from: Mechanics, Engineers, Electrician, Plant Operators, Carpenters and the 
Telecom Technician.

Your Questions Answered
On Base:

To change room: see Scott Base Coordinator.•	
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Extra blankets or pillows: see one of the domestics.•	

Medical or dental problems or to visit McMurdo Doctor: see Domestic / First Aid.	•	
•	 First Aid supplies: see Domestic / First Aid.

Vehicle Licenses: arrange through Engineering Supervisor•	
Guests for meal: see Scott Base Coordinator.•	

Late meals: see Chefs.•	

Lost clothing/property forms: see Scott Base Coordinator or Field Support.•	

Replacement cold-weather clothing: see Field Support.•	

Accident/ Incident forms: available on Health Safety & Environment notice board in 	•	
	 the administration area.

Local Activity
Sunscreen dispensers are located at main entrances/exits.•	

Information on local walks and sea ice travel conditions is posted on the boards 	•	
	 outside the administration area.

Radio for local walks: see Duty Comms Operator.•	

Transport to McMurdo: see Scott Base Coordinator.•	

Light wheeled vehicles (Toyotas): Keys available in the Comms Office.•	

Skis: located in the Hillary Field Centre: see Field Support or Antarctic Field 		 •	
	 Trainers for binding adjustments.

Mountain Bikes: located in Hillary Field Centre. Report any faults to the Engineering 	•	
	 Supervisor.

Pack/water bottles for local walks: see Field Support.•	

Lab equipment or questions on lab facilities: see Science Technicians.•	

Chemicals: see Science Technicians.•	

Preparation for Field Event:
All approvals/permits/notifications supporting your work (stating conditions, catch 	•	

	 limits etc).
Antarctic Specially Protected Area and Antarctic Specially Managed Area 		 •	

	 management plans and codes of conduct if working in and around these areas: see 	
	 Scott Base Coordinator.

Field Equipment issued for field events: see Field Support.•	

Hazardous Goods certification: see Cargo Handler or Field Support.•	

Missing cargo: see Cargo Handler or Field Support.•	

Weights for helicopter planning: see Programme Support Assistant.•	

Anything to be borrowed from McMurdo: see Scott Base Coordinator.•	

First Aid Kits for field events: see Domestic / First Aid.•	

Field Tracked vehicles (Hägglunds / PB100): see Programme Support Supervisor.•	

Radios for field events: see Telecom Technician.•	

GPS or anemometer units: see Field Support.•	

Maps: see Programme Support Assistant.•	
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PREPARING FOR ANTARCTICA
Pre-trip Reading
Before you travel to the Antarctic, it’s important to familiarise yourself with the 
publications Antarctica New Zealand have supplied to you. This handbook should give 
you the information you need to prepare for your trip and for your time at Scott Base. 
The Field/First Aid Manual has the information you need for living, working and 
travelling in the Antarctic away from Scott Base. The Environmental Code of Conduct 
outlines your environmental responsibilities while you’re in Antarctica. You must read 
these publications prior to your departure from New Zealand, so that you are aware 
of what is expected of you. If you are issued with other publications, such as the 
McMurdo Dry Valleys ASMA Manual or the Antarctic Dive Manual, you will need to 
familiarise yourself with these as well.

Medical
You should already have received the Antarctic medical examination forms and 
instructions. They must be completed, assessed and approved by our assessor at least 
3 weeks prior to your departure for Antarctica.

Clothing
Antarctica New Zealand will issue you with all the cold climate clothing needed for 
outdoor wear. You should have received a clothing list to complete. Please indicate 
which items you require and your sizes. The main Scott Base buildings are heated so 
you can wear casual clothes as everyday wear. Shoes must be worn inside the Base at 
all times. Field Support personnel at Scott Base hold limited supplies of replacement 
clothing in event of damage or loss. 

Linen
Antarctica New Zealand will provide all your bedding, but you must bring your own 
towels and toiletries. 

Communication to and from New Zealand
While you’re in Antarctica you can receive mail, phone calls and email from home. 
We’ve included a page at the back of this handbook for you to fill in, copy and give 
to anyone you want to be able to contact you while you’re in Antarctica. It has your 
contact details as well as the guidelines and information people will need when 
contacting you.

Anything from electrical, carpenters or mechanical workshops: see Engineering 	•	
	 Supervisor.

Generators/ powered augers: see Engineering Supervisor.•	

Petrol/diesel fuel for field events: see Engineering Supervisor.•	

Heavy tracked vehicles (D6, D4, PB300) for field events: see Engineering Supervisor.•	

Alcohol or shop supplies for field events: see AFCC Coordinator.•	
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Phone Services
Telecom NZ is the only service provider at Scott Base. The service is available 24 hours 
a day.
You can receive phone calls from New Zealand on (02) 409 6700 and faxes on (02) 409 
6705.
NOTE:  0800, 0900, 0867 numbers cannot be dialled from Scott Base.

There is a fax machine available at Scott Base in the administration area; you need 
to have a calling card as described below to send a fax. Incoming faxes or telephone 
messages will be left in your pigeonhole in the administration area. 
Always remember to discharge static electricity before using any telephone or the fax 
machine. If you don’t it could disable or disrupt the phone system.
A Telecom calling card of some description is required to make an outgoing call to 
New Zealand or other parts of the world. You can make a collect call, but this can be 
expensive.
For those at home not using Telecom, be aware that higher charges may apply for 
calling Scott Base or McMurdo – check with your telecommunications provider (eg 
Clear, Vodafone, iHug etc.) With no specials applied, a normal call to Scott Base from a 
Telecom NZ landline would be $1.40 per minute. 

Currently, calls to Scott Base are eligible for Telecom’s weekday/weekend specials, but 
please ask your friends and family to call after 5pm on Saturdays, as they are normal 
working days at Scott Base.

A paging system operates at the Base to inform you if you have an incoming call.
If you hear a call on the PA system for “Call for J Bloggs on 181,” go to any phone and 
dial the number 181. (There are a number of extensions used to “park” incoming calls 
waiting to be answered)
Those in NZ can also direct dial a Scott Base extension by substituting the last four 
numbers with the extension you are on. E.g. If the phone extension is 6768 the direct 
dial number is 02 409 6768. This direct dial format also works for calling McMurdo 
numbers from NZ.

Calling Card Options
Telecom NZ Calling card.  (www.telecom.co.nz)
At Scott Base Dial 0125 from any phone.
For those using Telecom NZ at home, this card is recommended to make domestic toll 
calls back to NZ as these will get you the domestic calling specials during nights and 
weekends. (e.g. Talking for up to 2hrs for $2) Note: International calling specials DO 
NOT apply when at Scott Base. Calls made using a Telecom calling card appear on your 
NZ phone account. 
Call Telecom on 123 to organise one prior to your departure.  

Telecom Yabba card.  (www. yabba.co.nz)
At Scott Base dial 0124 from any phone.
These can be picked up at petrol stations, dairy or the Scott Base Shop in various dollar 
amounts. Calls back to NZ using a Yabba card cost a straight 50c per min to landlines 
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or 90c per min to mobiles, no matter what time of the day or night you ring. However  
International calls are much cheaper than using a Telecom calling Card. E.g. Calling 
Australia using a Yabba card costs 10c per min compared to $5 per min using the 
Telecom Calling card. Check the website for International call rates

Telecom Easycall Prepaid Card.  (www.easycall.co.nz)
At Scott Base dial 01222 from any phone.
This is a new prepaid card which can be picked up at petrol stations, supermarkets etc.
The main difference to the Yabba card is you can also purchase & recharge this “on-
line” through their above website. Recharging is either via the 0124 number or via the 
website with a credit card. This card also has additional features such as speed dials 
and a on-line “club” which can bring other savings benefits. Calling back to NZ using a 
Easycall card costs 11c per min to landlines or 45 cents per min to mobiles, no matter 
what time of the day or night you ring. International calls from Scott Base are slightly 
cheaper than Yabba rates too. Check the website for International call rates.
For those friends and relatives back home in NZ on Telstra, Vodafone ihug etc, using 
one of these cards to call Scott Base using a local access number (see website) rather 
than the 0124 number will cost 5 cents per minute.

The payphone at Scott Base is in the administration area. Instructions for use are in the 
phone booth and you can buy prepaid or Yabba cards from the shop. Be aware that 
using Yabba or EasyCall prepaid cards from the Telecom Payphone attracts additional 
charges (up to 30c per min in some cases)

You can also receive phone calls in the field through the radio network but be aware 
this is public and takes a bit of getting used to, as only one person can talk at a time. 
Some field parties may have Iridium satellite phones as an alternative, but these can 
cost upwards of $8 per minute depending on which phone company your caller is 
using.

Iridium Phones
Event personnel bringing their own Iridium phones or using Antarctica NZ issued 
phones, should note that they will NOT be able to call US Antarctic Programme 
Events using USAP issued Iridium Phones. This is due to the US Programme using US 
Department of Defence issued SIM cards. (Which is a “closed” or private calling group)

However, USAP events can call out to standard commercial Iridium phones, including 
those issued by Antarctica NZ.

If you are collaborating with a USAP event you should take this into account during 
your planning.

The  Iridium phone number for Scott Base is 8816 3182 9926.

The Iridium phone number for Christchurch is 8816 2146 5130.

Internet/Public Computers
Scott Base is serviced by a dedicated 64/256K C band satellite data link, which provides 
email, ftp and limited web browsing. Because a satellite is used to provide these 
services, there is an inherent delay which is noticeable when web browsing at Scott 
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Base. Slow internet at Scott Base is not always related to a lack of bandwidth. Speed 
(latency) and capacity (bandwidth) are two very separate things. The combination of 
latency and bandwidth gives users the perception of how quickly a webpage loads or 
a file is transferred. I.e. If only two users are surfing the web at Scott Base late at night 
(so the link has bandwidth capacity) and one leaves, the remaining person does not 
suddenly get double the speed. It still takes a packet around 1/3 of a second just to get 
to New Zealand.

Satellite bandwidth is also very expensive, so limitations are placed on the number 
of computers which have internet access, and on the size of emails and content type 
which can be downloaded or uploaded. Proxy servers and bandwidth management 
devices ensure we get the maximum efficiency from the data link. Long term 
experiments at Scott Base and Arrival Heights laboratory transfer science data back to 
home institutes between midnight and 7am daily.

For events wanting to FTP data back to NZ utilising the Scott Base FTP server please 
see the Science Techs. With flights every 2-3 days during the summer, for large 
amounts of data it may be more efficient to burn CD’s and use the postal service.

Personal or event computers are not able to be connected to the Scott Base network.
For events with a need to connect personal computers to a dial up service (eg Internet 
or work network) 0800/0867 Telecom services are not available from Scott Base. You 
should check with your internet provider or IT Department for alternative numbers 
to call. People using modem cards in laptops should expect maximum speeds of up to 
19.2 Kbps. You will also need to use a Telecom calling card or Yabba card when using a 
modem to call out from Scott Base.

At Scott Base there are public computers in the Hatherton Lab and in the Hillary Field 
Centre with Microsoft Office 2007, internet access, CD burners and card readers (for 
downloading images from digital cameras). There is also a network printer, scanner 
and a public drive to provide temporary storage (or share photos). The two Science 
Technicians provide IT support to those on base.
There are acceptable use policies covering use of the internet and computing services 
at ScottBase and these can be viewed in the Policy Manual or public drive. 

Mail
To receive mail in Antarctica it should be addressed to:
Your name and event number, Scott Base Antarctica, Private Bag 4745, Christchurch.
During the summer season there are usually several flights a week, which carry mail to 
and from Scott Base.
Mail returning to New Zealand is sorted and redirected by New Zealand Post. Although 
there is no longer a Post Office at Scott Base, Ross Dependency stamps can still be 
purchased from the Scott Base shop. All mail returning from Scott Base is treated as 
International Mail by border agencies and is subject to MAF / Customs inspections. 
No parcels will be accepted for postage unless sender details and a list of contents are 
clearly shown.
Postage rates and scales are available in the administration area.
The guardmail system is for official Antarctica New Zealand mail only.
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Incoming mail will be left in a message drop in the administration area. Personal 
messages, faxes and mail will be placed in the drop throughout the day so it pays to 
check it often.
Polystyrene beads and chips are banned in Antarctica and should not to be used as a 
packing agent in any mail. Any items suspected of containing polystyrene packaging 
will be opened by Antarctica New Zealand.
We have a rigorous biosecurity system to prevent non-native species from reaching 
Antarctica. Food, drink and organic material of any kind must not be mailed.
Liquids of any kind must not be mailed. Please make sure anyone sending you mail 
adheres to these restrictions.
Liquids and any hazardous substances can be sent in the cargo system and must be 
accompanied by a Materials Safety Data Sheet (MSDS), which the Cargo Handler is 
responsible for.

Money
Scott Base operates on New Zealand currency. The Scott Base shop and bar have 
eftpos and some facilities for cashing private or travellers’ cheques. You can use 
credit cards for shop purchases but not for cash withdrawals. There is a credit card 
ATM machine at McMurdo which dispenses US currency. If you want to use any of 
the facilities at McMurdo Station you will need US currency. The Scott Base shop can 
convert money for you but the exchange rate in New Zealand is usually better. 

Personal Insurance and Personal Effects Insurance
We do not accept any responsibility for damage to property or injury in transit to, 
or while in, Antarctica. Personal insurance cover can be arranged, including for tools 
of trade. If you have a personal effects insurance policy for valuable items such as 
cameras, stereos and computers, we recommend you check with your insurer that the 
policy is valid for Antarctica.

Customs, Visas and Passports
When leaving for Antarctica you will be processed through the Passenger Terminal 
at the International Antarctic Centre. This includes security and customs inspections, 
including one by a Customs drug dog.
All non-New Zealand nationals must take their passports to Antarctica. Temporary 
visitors must ensure their visas cover the duration of their stay in Antarctica.
All New Zealand nationals must carry some form of photo ID (passport, drivers licence 
etc) which will have to be produced as part of the departure process.

Next of Kin
You must leave the names and contact details of your next of kin with Antarctica New 
Zealand before you leave for Antarctica. Relatives are welcome to contact us if they 
have any concerns during your time away.

Wills and Power of Attorney
We recommend that you have a will made out before leaving New Zealand and that 
you arrange for someone to handle your personal affairs while you’re away. Power of 
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Attorney can be organised through a solicitor or public trustee.

Notification of Flight Times
Antarctica New Zealand will advise you of reporting times for your flight to Antarctica. 
We coordinate accommodation in Christchurch and transport connections to the 
Passenger Terminal at the International Antarctic Centre.

Environmental Legislation - The Antarctic Treaty
The Antarctica Act 1960 ratifies the Antarctic Treaty into New Zealand law. The Treaty 
effectively sets aside territorial claims in Antarctica and provides for international 
management of the continent. The Act also makes New Zealanders in the Antarctic 
subject to many of the same laws that apply in New Zealand.

Your Environmental Responsibilities
Antarctica is one of the few places on earth where the natural environment is largely 
unmodified by human activities. Antarctica New Zealand is committed to ensuring 
the adverse impacts of activities are minimised. Some of the responsibility for this 
environmental protection is yours. There are also legal obligations that you must meet 
under the Environmental Protocol and New Zealand law (see below). Antarctica New 
Zealand has developed an Environmental Code of Conduct that summarises these 
responsibilities. Ensure you read the code and this section of the handbook before you 
travel to Antarctica.

The Environmental Protocol
The Environmental Protocol reiterates and strengthens the environmental protection 
provisions of the Antarctic Treaty System and forms the basis for our environmental 
policies and practices. The Protocol designates Antarctica as a ‘natural reserve devoted 
to peace and science’ and calls for the comprehensive protection of the Antarctic 
environment and associated ecosystems. The Protocol is enacted into New Zealand 
legislation through the Antarctica (Environmental Protection) Act 1994. The Act 
requires that all New Zealand activities in Antarctica are assessed in terms of their 
potential environmental impacts. Activities are reviewed by Antarctica New Zealand 
and final approval comes from the Minister of Foreign Affairs and Trade. A copy of 
the approval and any specific permits or conditions issued under the Act are provided 
to every event. Antarctica New Zealand takes any reported or observed breaches or 
offences seriously. In extreme cases, we will recommend that the offender return 
to New Zealand and/or that they not be considered for inclusion in future research 
seasons. 
Under the Antarctica (Environmental Protection) Act 1994 there is provision for 
penalties, including summary conviction, imprisonment and a fine of up to $100,000.

Protected and Managed Areas
Certain areas of Antarctica are set aside for protection as Antarctica Specially 
Protected Areas (ASPAs). The aim is to preserve the unique natural, biological, physical 
and historical values of these sites. Protected and Managed Areas of the Ross Sea 
region are listed in the Field Manual and the full Management Plans of these Areas can 
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be viewed on the Antarctica New Zealand website and are available for referencing at 
Scott Base. 
You must carry your permit to enter any ASPA.
The McMurdo Dry Valleys is an Antarctic Specially Managed Area (ASMA). You do 
not require a permit to enter this Area but must follow the ASMA Management Plan. 
Copies of the ASMA Management Plan are available from Scott Base.
The Antarctic Treaty System also provides for the listing of Historic Sites and 
Monuments, to preserve and protect them from damage and destruction. 

Antarctica New Zealand requires that the personnel it supports:
are aware of the location of protected areas in locations they intend to visit; •	

obtain permits for entry to any protected area before leaving for Antarctica and 	•	
	 carry them in the field;

follow the requirements set out in the management plan for any ASPA or ASMA 	•	
	 they enter; and 

follow the Antarctic Heritage Trust’s Code of Conduct when visiting any historic site. •	

An accurate record is made of activities in ASPAs and ASMAs. Reports on activities are 
made to the Ministry of Foreign Affairs and Trade and to the Antarctic Treaty nations.

Flora and Fauna
A permit specifying your activities is required under the Antarctica (Environmental 
Protection) Act to ‘take’ or ‘harmfully interfere’ with any terrestrial or marine, plant or 
animal. 
You must not take specimens before permits are issued. 
The Antarctica New Zealand Code of Conduct specifies that you must keep a minimum 
distance of 10 metres from any animal unless it approaches you. Increase the distance 
if the animal appears disturbed and take particular care around nesting birds.

Biosecurity
Antarctica New Zealand is committed to the biosecurity of both Antarctica and New 
Zealand, and aims to minimise the transfer of species to areas where they are not 
naturally present.
Under the Act, you require a permit to take any non-indigenous animal, plant
(including seeds), micro-organism, or non-sterile soil into Antarctica.  Importation of 
any of these items into Antarctica can pose a serious risk to the environment and to 
the wildlife.  It is your responsibility to ensure that your clothing (i.e. boots) and all 
other equipment (i.e. scientific gear, bikes) are free from any organic material.  If you 
find non-indigenous species in Antarctica you must report them through the HS&E 
reporting system.
In addition, all passengers and cargo returning to New Zealand from Antarctica 
are subject to the Biosecurity Act 1993 and the Hazardous Substances and New 
Organisms Act 1996.  This means that the introduction of any plants, animals or 
plant or risk products requires a Biosecurity New Zealand permit or clearance and/or 
Environmental Risk Management Authority (ERMA) approval.
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POLICIES AND PROCEDURES
The Antarctica New Zealand Policy Manual has been developed to promote safety and 
guide activities at Scott Base. It is your responsibility to be familiar with these policies 
and procedures. Copies of the manual are kept in the library and the administration 
offices at Scott Base.

The Antarctica New Zealand Policy Manual includes:

Organisational Policies:	
Health, Safety and Environment•	

Human Resources•	

Financial Controls•	

Information Systems•	

Records Management•	

Communications•	

Programme Support•	

Delegations Manual•	

Health, Safety & Environment Policy
Antarctica New Zealand is committed to maintaining the health and safety of 
all employees and participants in the New Zealand Antarctic Programme and to 
minimising our impact on the environment. 
Health, Safety and Environment are core values and major organisational priorities.

Antarctica New Zealand Goals 
Our goals are: 

No accidents •	

No harm to people •	

No damage to the environment•	

We will:
Observe and practice safe work methods. 1.	
Ensure safety equipment is used correctly at all times. 2.	
Minimise our environmental impact, which will include reducing waste and using 	3.	

	 energy efficiently. 
Integrate our HSE policy with our Risk Management policy. 4.	
Encourage participation by stakeholders and employees in the identification 		 5.	

	 and management of hazards; the reporting of incidents and accidents; and 		
	 identification of ways to minimise our environmental impact and improve our safety 	
	 performance. 

Investigate all reported accidents and incidents to ensure that appropriate 		 6.	
	 corrective actions are taken to prevent recurrence and improve our performance. 

Design and operate our facilities in a manner that protects the environment and the 	7.	
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	 health, safety and security of all New Zealand Antarctic Programme participants. 
Openly consult, discuss and report our practices and performance (good or bad). 8.	
Recognise those that contribute to improved Health, Safety and Environmental 	9.	

	 performance.

Policy Expectations
In all our activities and operations, we will: 

Meet or exceed all legal requirements in the pursuit of our HSE aspirational goals. •	

Provide a secure working environment by protecting ourselves, our assets and our 	•	
	 operations against risk of injury, loss or damage. 

Ensure that all employees, contractors and New Zealand Antarctic Programme 	•	
	 participants are well informed, well trained, engaged in and committed to the 	
	 HSE improvement process; we recognise that safe operations depend not only on 	
	 technically sound plant and equipment but also on competent people and an active 	
	 HSE culture, and that no activity is so important that it cannot be done safely. 

Regularly provide assurance that the processes in place are working effectively; 	•	
	 while all Antarctica New Zealand employees and contractors are responsible for HSE 	
	 performance, line management is accountable for understanding and managing 	
	 HSE risks. 

Fully participate in hazard identification and risk assessments, audit assessments 	•	
	 and reporting of HSE results. 

Maintain public confidence in the integrity of our operations; openly report 		 •	
	 our performance and consult with people outside the organisation to improve our 	
	 understanding of external and internal HSE issues associated with our activities. 

Expect that all parties working on Antarctica New Zealand’s behalf recognise that 	•	
	 they can impact our operations and reputation, and must operate to our standards. 	
	 We will assure ourselves that our contractors’ and others’ HSE management 		
	 systems are compatible with our own. 

Approved by: Lou Sanson
Chief Executive, Antarctica New Zealand

Health, Safety and Environment Committee
The objective of the Committee is to provide opportunities for employees to 
participate in the on-going processes for the improvement of health, safety and 
environment in the workplace, with particular emphasis on the identification and 
management of hazards.

Membership of the committee shall be made up as follows:

Scott Base – Summer		  Scott Base – Winter
Scott Base Coordinator			   Winter Leader
Programme Support Supervisor		  Engineering Supervisor
Science Technician			   Winter Science Technician
Domestic First Aid			   Domestic / First Aid
Engineering Supervisor
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Other members of staff that wish to participate in the work of the committee are 
welcome to join.

Incident, Accident, Near Miss and Hazard Reporting and Investigation 
Management of risk is a continuous process and the cornerstone of all HSE elements. 
We will regularly identify the hazards and assess the risks associated with our 
activities.
We are committed to each other’s safety. 
All hazards, near misses, incidents and accidents will be reported, investigated 
and analysed so that we can learn from previous experiences and improve our 
performance. Our investigation will focus on root causes and / or system failures.

What do I report?
Examples are (but not limited to):

Hazards in your work area•	

Near misses•	

Accidents•	

Fire or Fire scare•	

Injury•	

Non-native species (i.e. spiders)•	

Oil or chemical spill•	

Disturbance to plants or animals•	

Landscape degradation•	

What do I do next?

RESPOND
Administer First Aid, Stop the Spill, Isolate the Hazard

REPORT
Report the Accident / Incident  / Near Miss / Hazard

INFORM
Inform your supervisor.

What happens next?
The Scott Base Coordinator will initiate and ensure completion of all Accident, 
Incident, Near Miss and Hazard investigations. Corrective actions and preventative 
measures will be approved by the Manager Antarctic Programme who will also be 
responsible for notifying OSH immediately in the event of any ‘serious harm’ accidents.
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Public Relations
When you return to New Zealand you may be asked to give a public address, or, to 
be a guest speaker at an event or function, talking about your Antarctic experience. 
Antarctica New Zealand, through its Science and Information Section, can assist you 
with loans of images and information packages.
In relation to this, Antarctica New Zealand maintains a substantial pictorial collection. 
We may wish to add to our collection through the use of suitable, high quality images 
that illustrate the season’s activities. Reimbursement for duplication costs will be 
negotiated.
Speaking or writing on factual matters about Antarctic events can sometimes involve 
questions about policy. In Antarctica, any questions by media or foreign officials 
about the policies of the New Zealand Government or Antarctica New Zealand should 
be referred to the Scott Base Coordinator or Antarctica New Zealand’s Manager 
Environment and Outreach.

Antarctic Place Names
The New Zealand Geographic Board is the statutory authority tasked to approve the 
naming of geographical features within New Zealand and the Ross Dependency.

Names of Antarctic geographic features which are submitted for approval to the New 
Zealand Geographic Board should adhere to the current naming policy which provides 
for the following:

Descriptive names: e.g. Dark Tower, Windy Gully, Finger Ridges, Flat Island, Red Cliff 	•	
	 Nunatak.

Antarctic activities: e.g. Tobogganers’ Icefall, Sledgers’ Glacier, Surveyors’ Range.•	

Antarctic history: selected names should have real historic significance. Personal 	•	
	 names of New Zealanders with a real association and prolonged involvement with 	
	 the Antarctic can be used, e.g. Quartermain Glacier, Hillary Coast and Hatherton 	
	 Glacier.

Names reflecting New Zealand’s culture and society (both Maori and European):          	•	
	 e.g. Moawhango Neve, Mount Tararu, Freyburg Mountains, Waipuke Beach. 

It is not appropriate to use Maori ancestral names in Antarctica.

All names must be submitted to the New Zealand Geographic Board on the 
appropriate form. A full background on the source of the proposed name is required 
as is a description of the feature and a map showing the position. Anyone wishing 
to submit a proposal for consideration by the board should contact Antarctica New 
Zealand for a form and any necessary assistance.

ANTARCTIC FIELD TRAINING
Antarctic Field Training (AFT) is generally the first activity you’ll undertake when you 
arrive at Scott Base. The purpose of AFT is to provide the skills and techniques to 
enable you to operate safely and with minimum impact on the Antarctic environment.

The programme is sequential and modularised so that the training activities can be 
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targeted to the specific needs of each person. There are core modules for field events: 
clothing, snowcraft, cooking, radios, environmental management and survival bags. 
Depending on the terrain you’ll be visiting and the activities you’ll be undertaking, 
other optional modules include: snow shelters, glacier travel, Dry Valley living and 
travelling, sea ice, risk management, navigation and GPS, tents and vehicles. General 
procedures are included in the policy manual.

Field training could consist of any of the following elements:

A safety briefing: All personnel travelling to Antarctica will participate in a safety 	•	
	 briefing. For people whose work limits them to Scott Base and Hut Point this could 	
	 be the only field training they participate in.

A refresher programme: for people who have completed a full AFT course in the 	•	
	 past three years.

A two day course: for all new field and support personnel and Antarctic returnees 	•	
	 who 	 have not completed a full AFT course within the last three years. This consists 	
	 of the safety briefing, the core modules and the relevant optional modules.

Specific activity training: consists of advanced training, designed for personnel 	•	
	 working beyond local environments.

The key philosophy behind field trainig is to enable personnel to assess and mitigate 
operational risks.   

FIRE
Fire is considered a major risk in the dry environment of Antarctica. It is your 
responsibility to familiarise yourself with regulations governing prevention, detection 
and containment of fire outbreaks.

Remember the RACE Principle
R•	 emove (people)
A•	 ctivate (alarm systems)
C•	 ontain (close doors)
E•	 xtinguish (where safe to do so)

If You Detect a Fire
Activate a manual Call Point (if the alarms are not already sounding).•	

If you cannot locate a call point, or it fails operate, use the telephone paging system 	•	
	 by dialling 6663 and saying slowly and clearly-”Fire, Fire , Fire, fire in ‘XXXX’”, repeat 	
	 message.

If it is safe to do so, stay at the call point until the arrival of the fire crew.•	

Ensure that all people in the building are safe, but do not enter a burning building.•	

Fight the fire with fire extinguishers or fire hose reels located throughout the base, 	•	
	 if safe to do so, until the fire crew arrives and relieves you. Beware of toxic gases.

Proceed to the flagpole muster area.•	

Keep out of the way of the ‘fire crew’, do not cross the ‘fire line’.•	
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When you Hear an Alarm
Move to the muster point via the nearest stepped exit. •	

Only use escape doors if the fire affects the normal exits. Be careful if you have to 	•	
	 use them, because some are high above the ground.

Do not deviate from your direct route to the nearest safe exit.•	

Passageways must be kept clear to allow for easy movement of the fire crew.•	

At the Flagpole Muster Point
The Comms Operator will take a roll call. Stay quiet and orderly so it can be 		 •	

	 completed as quickly as possible.
Ensure you are wearing adequate footwear and clothing at all times.•	

In adverse conditions (condition 1) the Muster Point may change. Listen for changes 	•	
	 to ‘location’ posted over the PA system.

Do Not•	  re-enter the buildings until instructed to do so.

Fire Equipment
All areas are protected by either heat sensors, smoke sensors or sprinklers that are 	•	

	 self-activating to the alarm system.
There are fire extinguishers located throughout the Base. These are clearly 		 •	

	 identified as to their type. (CO2, dry powder and water) and the ‘class’ of fire they 	
	 are suitable for suppressing.

Hose reels are located in linkway areas (corridors linking the main buildings).•	

Fire Crew
Scott Base staff who fulfil these roles are trained each year in conjunction with the 	•	

	 New Zealand Fire Service. 
The role each person plays within their crew is decided by the Fire Chief and is set 	•	

	 out on the fire crew roster board.

Fire Prevention
Smoking is only permitted in the smoking hut located outside the exit near the bar.•	

Good housekeeping helps to prevent fires.•	

All persons should be on the alert to ensure fires are discovered at the earliest 	•	
	 possible time.

Memorise the position of these features so that you can find them in the smoke or 	•	
	 dark.

1. Fire alarm manual call points		  4. Hose reels
2. Exits				    5. Telephones
3. Extinguishers
Do not jam open fire stop doors.•	
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FUEL SPILLS
Fuel spills are a major hazard to the Antarctic environment. It is your responsibility 
to familiarise yourself with the regulations governing prevention, detection and 
containment of any spills and well as fuel handling procedures. Consult the Scott Base 
Spill Prevention and Response Plan for more information. In general, the approach will 
be to:

Stop, keep safe, call for help and stop the source if possible,
Contain the spill, 
Recover the spill if appropriate and
Report the spill using the HS&E reporting system.

WASTE MANAGEMENT
Most activities carried out in Antarctica will produce waste that can be harmful to the 
Antarctic environment. There are a number of things you can do to reduce the waste 
that is produced and to ensure it is handled and disposed of properly.

Minimisation and Re-use
Before coming to Antarctica consider opportunities to reduce the volume and types of 
items that could become waste:

Get rid of excess packaging before leaving Christchurch.•	

Do not bring prohibited products, including PCBs, non-sterile soils, pesticides, 		•	
	 polystyrene beads and chips or similar forms of packaging.

Use bubble wrap or paper for packaging wherever possible. Vermiculite 		 •	
	 should only be used for packaging of hazardous chemicals and waste. The use 	
	 of poly-vinyl chloride (PVC) products is discouraged except where no practicable 	
	 alternative exists.

Antarctica New Zealand makes every effort to ensure that these prohibited products 
are not sent to Antarctica. We ask you to please make sure that your friends, relatives 
and organisations are also aware of these restrictions, so that they don’t send any 
polystyrene beads or chips to Antarctica.

Separation
All wastes are separated into five categories for handling and disposal, as detailed 
below. Recycling bins and containers for the waste types described are positioned 
around the Base and clearly labelled; it is your responsibility to separate your waste 
correctly. Anything recyclable must be clean! 

Hazardous chemical waste should be taken to the Cargo Handler for correct 		 •	
	 handling and packaging. 

Crush all aluminium cans in the crusher in the bar.•	

Don’t mix steel cans (i.e. fruit juice) with aluminium cans.•	

Cans that contained food must be thoroughly washed, have their lids removed and 	•	
	 be flattened.
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There are separate receptacles for clear and coloured glass outside the pantry in 	•	
	 the kitchen. Please remove lids first.

There are containers for batteries outside the dining area and in the radio room.•	

Consult the waste management posters around Base, or the Waste Management 
Handbook (available from the Scott Base Coordinator) for more information.

	 Recyclables All need to be clean	 Hazardous
• clean glass	 • oil products
• metal	 • antifreeze
• clean steel cans	 • batteries
• aluminium cans	 • asbestos
• corrugated cardboard	 • aerosols
• any clean paper or card	 • explosives
• clean plastic marked 1 – 6	 • paint products
• all other plastics & polystyrene	 • detergents, disinfectants and glue
Domestic Liquids	 • compressed gas cylinders
• human solid and liquid waste	 • photochemicals
• domestic liquid waste	 • mercury
Food Wastes	 • radioactive waste
• food waste	 • chemicals
• food contaminated material	 • medical waste
General 	 • human field waste
• Miscellaneous non-recyclable, 	 • sanitary waste
  non-hazardous items	 • sharps

Disposal
Almost all wastes produced at Scott Base and in the field are returned to New Zealand 
for appropriate disposal or recycling.

For health and safety reasons, and to comply with import regulations, food waste 
and human waste must be incinerated or sterilised immediately upon arrival in New 
Zealand, hence the need for correct separation and handling. It is important that 
food contaminated waste be separated out from food waste as it can be compacted 
before transport back to New Zealand. The only waste disposed of in Antarctica are 
domestic liquids (sewage, waste water), which are released into the sea off Scott Base 
after biological and UV treatment. For correct disposal of domestic liquids in the field, 
consult the Field Manual.
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GETTING OUT AND ABOUT
Weather Restrictions

It is important to be aware of the current weather condition before leaving the 	•	
	 Base buildings. 

The current weather is posted on the noticeboard in the corridor outside the 		•	
	 administration area.

During working hours, changes to the weather status are notified over the PA 		•	
	 system.

During the winter months, the weather restrictions are set and enforced by the 	•	
	 Base Manager.

Sign-out Book
Scott Base runs a sign-out book system to ensure that all people are accounted for in 
the event of fire or any other emergency.

You must fill in the sign-out book, located in the administration area, every time you 	•	
	 go off Base. 

If you are going to be later than your stated due-back time you must contact the 	•	
	 Comms Operator with an amended time. 

You must sign-in when you return. If you fail to sign-in or amend your due-back 	•	
	 time it could result in a SAR callout.

Weather
Condition

Definition Restrictions

Three (III)
Normal

1. Visibility greater than 300 
metres.

2. Winds less than 89 km/h.
3. Windchill less than -60 deg C
    However severe weather 

possible within the next 24-48 
hours.

 Normal Antarctic travel precautions.

Two (II)
Normal

1. Visibility less than 300 metres 
or

2. Sustained winds 89-100km/h 
(48-55knots), or

3. Windchill -60oC to -73o C.

1. Vehicle movement only with the 
Scott Base Supervisor or Support 
Supervisor approval.

2. Outside travel on foot only within 
defined base area.

One (I)
Danger

1. Visibility less than 30 metres, 
or

2. Sustained winds over 100km/h     
(55knots), or

3. Windchill lower than -73o C.

1. Cease all vehicular traffic.
2. Outside travel on foot only within 

defined base area with the Scott 
Base Supervisor or Support 
Supervisor approval.
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The only two instances when you can leave Base without filling in the sign-out book 	•	
	 are if you have completed a Field Party Check-out Form before going into the field 	
	 or if you are returning to New Zealand.

Restricted Areas
Antarctic Specially Protected Areas (ASPAs)
The Ross Sea area is rich in history and was the setting for some of the Antarctic’s 
greatest feats. The historic sites and monuments that remain are a unique record of 
the “heroic era” of Antarctic exploration and are protected under the Antarctic Treaty 
System. Specific sites are listed in the Field Manual.

Discovery Hut at Hut Point, Scott’s Hut and surrounds at Cape Evans, Shackleton’s Hut 
and surrounds at Cape Royds and Borchgrevinck’s Hut and surrounds at Cape Adare 
are all Antarctic Specially Protected Areas, requiring a permit to enter them. All huts 
are kept locked, the keys are kept by the Scott Base Coordinator and all visits must 
be conducted with a qualified hut guide. Unless you have a permit for research or 
conservation purposes, visits to the huts are made under a permit held by Antarctica 
New Zealand for Scott Base residents. All educational and recreational visits must be 
supervised by a guide who is responsible for briefing visitors on the code of conduct 
and ensuring it is complied with.

There is also an Antarctic Specially Protected Area at Arrival Heights (ASPA 122), on 
the hill above McMurdo Station. Within it is the New Zealand Arrival Heights Lab. You 
need a permit to enter an ASPA and people not covered by a permit are not allowed 
entry. Please don’t ask the NIWA Tech (K085) or the Scott Base Winter Tech if you can 
accompany them into the ASPA as they are not authorised to take you. Permits are 
issued by the New Zealand Government only.

Summer Foot/Ski Travel
Until you have completed an Antarctic Field Training course you will not be 		•	

	 permitted to travel on sea ice or off formed roads, unless accompanied by a 	
	 person who has done so. 

You will be briefed on safe areas for foot and ski travel shortly after arriving at Scott 	•	
	 Base. 	There are a number of unsafe areas within easy walking distance of the Base: 	
	 know where they are.  Current information on recreation route requirements can 	
	 be found on the board outside the administration area or discussed with the PSS. 

Always be adequately clothed with appropriate cold weather clothing to include:, 	•	
	 overtrousers, finger and over-gloves/mitts and pay attention to footwear. Always 	
	 carry sunglasses and/or goggles.

Solo travel without a radio is only permitted on the road to McMurdo Station or on 	•	
	 established routes to Observation and Crater Hill. 

A flagged route will usually be established on the sea ice area in front of Scott Base 	•	
	 early in the season. From time to time areas such as the sea ice will be placed off 	
	 limits due to unsafe conditions. 

Current information on recreation route requirements can be found on the board 	•	
	 outside the administration area or discussed with the PSS.
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Winter Foot/Ski Travel
Guidelines for travel and recreation during winter will be clarified by the Winter 	•	

	 Base Leader.

Familiarisation or “Fam” Trips
Opportunities for Scott Base residents to leave the Base for recreational visits to 	•	

	 other areas are sometimes arranged, usually on Sundays.
Information on upcoming FAM trips can be found on notice boards.•	

You must have completed an AFT course•	 , and be familiar with the procedures in 	
	 the First Aid / Field Manuals.

If you are visiting a historic hut you must be accompanied by a hut guide and hold a 	•	
	 permit to enter the ASPA.

Vehicle Use
Before using a vehicle, a Scott Base driver’s licence validated by the Engineering 
Supervisor or another designated person, is required.
Instruction will be given on the use of vehicles and equipment for those having 
a requirement to operate them. The light wheeled 4x4 fleet management is the 
responsibility of the Scott Base Coordinator during work hours and the Duty Manager 
after hours. The Programme Support Supervisor is responsible for the light field 
vehicles (Hägglunds, PB100 and skidoos), and the Engineering Supervisor for all heavy 
plant equipment.

Antarctica New Zealand’s vehicle policy states:

Vehicles may only be driven by authorised people with the appropriate licence and 	•	
	 training. 

Training is co-ordinated by the Engineering Supervisor.•	

All vehicles are to be driven with care and at a •	 maximum speed limit of 30kph on 	
	 formed roads and 20kph in McMurdo station precinct.

Drive on the •	 right hand side of the road.
Operate 4 x 4 Vehicles in low range at all times.•	

Vehicles should be used for official duties only.•	

Keys and the booking board are in the Comms office. After working hours approval 	•	
	 is 	required from the Duty Manager.

Vehicles allocated to events are assigned to the event leader, who is responsible for 	•	
	 their use and maintenance.

All drivers are to satisfy themselves as to the serviceability of the vehicle they have 	•	
	 been allocated.

Trips to McMurdo and Williams Field should be combined with other passengers 	•	
	 where possible. Whenever possible, arrange the shuttle for transport.

In temperatures below -10°C a minimum warm up period of 10 minutes must be 	•	
	 applied before moving the vehicle. 

Some dedicated vehicle heater plugs are available at McMurdo Station for NZ 		•	
	 vehicles.
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Where the fuel tank is less than 3/4 full it is to be refilled by the driver upon return 	•	
	 to the base.

All accidents and defects, no matter how minor, are to be reported to the Scott Base 	•	
	 Coordinator/Engineering Supervisor.

You are not permitted to smoke in the vehicles.•	

No vehicle shall be operated by personnel under the influence of alcohol.•	

Shuttle Buses to McMurdo Station
Shuttle buses: McMurdo Shuttles operate based on airfield requirements and can 
change regularly.
Timetables are available on the notice boards.

Unscheduled Trips and Visits
Approval must be gained from your supervisor or event leader and the Programme 	•	

	 Support Supervisor before embarking on any vessel, plane or helicopter that is not 	
	 part of an approved event schedule. 

Approval for visiting any foreign station, excluding McMurdo, but including the 	•	
	 South Pole, must be obtained from the Manager Antarctic Programme, unless it is 	
	 part of an approved event schedule.

Leaving for the Field
The Principal Investigator (PI) or field leader must complete the Field Preparation Form 
with the Programme Support Supervisor, before leaving for the field. If you have gear 
that you will not need in the field (e.g. casual clothing) there is space for you to store 
it. It is above the sleeping quarters next to the library.

Helicopter Operations
A lot of the helicopter operations are now single-pilot crews – that is, no co-pilot or 	•	

	 loadmaster, therefore it is important that each person travelling on a helicopter is 	
	 totally familiar with the safety procedures outlined in the Field Manual. 

Additional emphasis on helicopter operations will be given during AFT to field 	•	
	 parties travelling by helicopter.

It is the responsibility of the PI to designate a safety person prior to all helicopter 	•	
	 operations.  This person will ensure that all personnel involved are aware and 		
	 demonstrate understanding of the safety procedures and risks associated with 	
	 helicopter travel.

Helicopter Pads
Helo pads are restricted areas at all times, except when you have been authorised to 
board a helicopter.

Leaving for New Zealand
Before leaving Scott Base for New Zealand you will need to complete a Departure 	•	

	 Form, which can be obtained from the Scott Base Coordinator or the Cargo Handler 	
	 prior to departure.
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Departing Field Events will complete a departure debrief.•	

The day prior to departure you will be required to undertake a “bag drag” 		 •	
	 procedure (weigh and check-in your baggage at the Hillary Field Centre).

When returning to New Zealand you must be in possession of a valid passport. New 	•	
	 Zealanders can travel with a photo identification, however you may choose to bring 	
	 your passport.

If you are not a New Zealand citizen you must present your passport to be allowed 	•	
	 to enter New Zealand.

WORKING
Use of the Antarctica NZ decision making tool and clear communications are required 
in all activities because of the hazardous nature of work in Antarctica. Staff employed 
by Antarctica New Zealand are expected to maintain appropriate work practices as 
detailed in their role descriptions.
All other Antarctic personnel are expected to carry out the activities approved for their 
event, and assist with other duties when requested by the Scott Base Leadership Team.
Remember that Scott Base is an operational work environment and has restricted 
entry to some areas. Please observe any signage and procedures; they are there for 
your guidance and safety.

Illness or any accidents involving personal injury are to be reported to a member 	•	
	 of the Scott Base Leadership Team and the Domestic First Aid. Referrals to the 	
	 McMurdo Medical Centre must be authorised and arranged by the First Aid Officer.

Damages to and/or defects with Antarctica New Zealand equipment and property 	•	
	 must be reported to a member of the Scott Base Leadership Team.

Core working hours are:  Monday to Saturday 0800 – 1200 and 1300-1700.

The nature of both field and base operations means that work is often required 
outside these core working hours.

Base Meeting
Everyone on Base is required to attend a Base Meeting in the dining room each 
Saturday. One-off community tasks such as snow clearing or food shifting are allocated 
and performed following this meeting. The tasks are usually carried out prior to the 
end of the working day.

Equipment Use and Loss or Damage
While we accept that in the harsh Antarctic environment ‘fair wear and tear’ on 	•	

	 clothing and equipment is inevitable, Antarctica New Zealand reserves the right to 	
	 charge individuals or events, either in full or part, for equipment or clothing that is 	
	 lost or damaged while in their care. 

Where the negligence of an individual or a group is responsible for the loss or 	•	
	 damage then reimbursement will be sought.
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Equipment, food, clothing or other Antarctica New Zealand property must not be 	•	
	 removed to New Zealand or elsewhere, unless authorised. This also applies to the 	
	 government property of other nations and so-called gifts of these items must not 	
	 be offered or accepted.

Borrowing of items from McMurdo must be arranged through a member of the 	•	
	 Scott Base Management Team.

Inventory items, tools or spare parts are not to be removed without the permission 	•	
	 of the Engineering Supervisor or the person responsible for the item (Field Support 	
	 Coordinator, Domestics etc.).

Stores and Clothing 
Stores should be used economically, to avoid shortages later on in the season.•	

Antarctica New Zealand cold climate clothing is provided for your protection. It is 	•	
	 very expensive so please treat it with care.

Report lost or damaged clothing or field equipment to Field Support or the Scott 	•	
	 Base Coordinator and engineering equipment to the Engineering Supervisor.

Field Support holds limited stocks of replacement clothing and sunglasses.•	

Requests from Tourists or Other Government Agencies
You must advise the Antarctica New Zealand Senior Representative immediately of any 
request from a non-government activity (private expedition or tourist ship) for advice, 
a visit or assistance.
Several tourist ships plan to visit Scott Base over the season and Scott Base residents 
will be asked to assist in facilitating these visits.
The Antarctic Treaty promotes international cooperation in scientific investigations. 
Any external requests for services by other national Antarctic agencies should be 
directed to the Senior Antarctica New Zealand Representative.

LIVING
Meals
Breakfast:	 0600-0745*	 Sun: Brunch 1030 - 1300
Lunch: 		  1200-1245*
Dinner: 		  1800-1845*	 *latest time to be seated for a meal

Arrangements for meals outside these hours should be made with the Chef. •	

Food that is available will be clearly labelled.•	

Allergies to food products must be advised to the Scott Base Coordinator.•	

After meals, wash your dishes and place in racks for the sanitiser.•	

Notice boards
There are several notice boards around Base. The notice boards are updated regularly 
and contain information such as:

AFT course schedules•	

Weather conditions•	
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Local travel information, flagged routes etc•	

Helo/flight information•	

USAP shuttle timetables, McMurdo shop hours, chapel service times etc•	

Shop opening hours•	

Details of Social Club contacts and activities•	

Health Safety & Environment notices and meeting minutes•	

Fire duty roster•	

Bar duty roster•	

Kitchen duty roster•	

HEALTH & PERSONAL HYGIENE INFORMATION

Medical
Scott Base provides a basic level of first aid services. Any further treatment by 
McMurdo Hospital must be arranged through the Domestic First Aid.

Water and Washing
Water in the Base is made from sea water by a reverse osmosis process. As the plant 
has a limited capacity, water must be conserved and may occasionally be rationed.

Keep showers brief to conserve water.•	

Turn the taps off when they’re not in use.•	

Report leaks to Engineering Supervisor immediately.•	

Make sure you select an appropriate water level in the washing machines.•	

Domestic staff have priority use of the laundry between 0800-1700.•	

You will need to wash your own sheets, unless you’re returning to New Zealand or 	•	
	 going out into the field.

For overnight drying, use the drying room located in the ablutions building on the 	•	
	 south side of the Base.

Personal Hygiene
Your hygiene is important to everyone.•	

Conserve water but NOT at the expense of personal hygiene or hydration.•	

Please observe instructions posted on the walls in women’s and men’s ablutions 	•	
	 blocks for disposal of personal sanitary items.

You need to supply your own towels and toiletries.•	

SOCIALISING
Shop 

The Scott Base shop is operated by the Armed Forces Canteen Council (AFCC). •	

It stocks a wide range of toiletries, souvenirs, gifts, snacks, personal items, phone 	•	
	 cards and stamps.
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The shop is open six days a week and is normally closed on Mondays.•	

Shop hours are posted on Base noticeboards and on the shop door. •	

You can use New Zealand or US currency, eftpos, personal or travellers’ cheques and 	•	
	 credit cards for purchases. 

You can also use eftpos or cash personal or travellers’ cheques to obtain cash, 	•	
	 but not credit cards. There is a credit card ATM at McMurdo, which dispenses US 	
	 currency.

Field parties requiring any supplies from the shop should order them from AFCC,   	•	
	 24 -48 hours prior to their scheduled departure to the field. 

Bar
The bar is for off-duty personnel. •	

The bar is also operated by the AFCC with volunteer support from Base staff. •	

Bar hours are Daily 1730-2200 except Thursday and Saturday when it is open until 	•	
	 2300. For special functions the Scott Base Coordinator can authorise extensions but 	
	 only with prior arrangement. 

Alcohol may only be consumed in the bar and dining area at Scott Base. Other 	•	
	 areas may be approved for special functions by prior arrangement with the Scott 	
	 Base Coordinator. 

The lounge is an alcohol-free area, please respect this and do not bring drinks into 	•	
	 the lounge. 

Spirits are sold by-the-drink only and take-aways are not permitted.•	

The bar accepts NZ and US currency as well as eftpos. No cheques and no tabs 	•	
	 permitted.

No one may consume alcohol in a quantity which impairs performance of their 	•	
	 work. 

Do not operate any vehicles while under the influence of alcohol. •	

Over-indulgence of alcohol or offensive or disruptive behaviour, whether at Scott 	•	
	 Base or any other location, will not be tolerated and the offender may be sent back 	
	 to New Zealand.

McMurdo Station permits New Zealanders and their guests to make purchases from 	•	
	 their store and use the bars and coffee shop at the US base. US currency is required.

Recreation Facilities
Scott Base has a number of recreational facilities including:

A well equipped gym	 •  Sauna			  •  Downhill skis•	

Cross country skis	 •  Mountain bikes•	

Entertainment
There is a well stocked library in Q Hut and reading materials such as magazines, 
paperbacks and newspapers in the lounge. There is a selection of DVDs that can 
be viewed in the briefing room. These items are not to be taken out to the field or 
removed from Scott Base.
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Social Club
The Social Club is organised each year and run by a committee for the benefit of Base
residents.

It arranges special activities and functions and suggestions or offers of help should 	•	
	 be directed to the Secretary.

Details of activities and club contacts are posted on the noticeboards.•	

Scott Base residents can also participate in sporting and cultural events at McMurdo 	•	
	 Station.

Ski Club
The Ski Club is organised each year by a committee formed by Scott Base staff.•	

Cross-country skis are available for loan.•	

General enquiries should be directed to the Ski Club Captain or a member of the 	•	
	 committee.

The Programme Support Supervisor is responsible for safety on the skifield and the 	•	
	 Engineering Supervisor is responsible for mechanical safety on the skifield. 

See the policy manual and noticeboards for details on ski times and rules.

Worship
Religious services are conducted regularly at McMurdo Station in a non-denominational 
chapel. Times are posted on the noticeboard.

Examinations
Provision can be made for sitting examinations while at Scott Base.

Visitors to the Base
Visitors to Scott Base for the purpose of using the shop should remain in the public 	•	

	 area only.
If you wish to invite guests into other areas such as the bar you should advise the 	•	

	 Scott Base Coordinator.
If you would like to invite your guest(s) to stay for a meal you must get approval 	•	

	 from the Scott Base Coordinator at least four hours prior to the meal.
You are responsible for your guest for the duration of their stay, this includes 		 •	

	 briefing them on fire procedures and the muster point.
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OPPORTUNITIES FOR FUTURE INVOLVEMENT
Artists to Antarctica Programme
Antarctica New Zealand provides annual opportunities for artists and writers to 
visit Antarctica in order to inspire the creation of works reflecting their Antarctic 
experience. Information is available online at www.antarcticanz.govt.nz and 
applications are required by 30 September each year.

Media Initiatives in Antarctica Programme
Antarctica New Zealand provides annual opportunities for media to visit Antarctica 
to report on our scientific and environmental activities. Interested applicants should 
discuss their proposal with the Manager Environment and Outreach by 30 April each 
year. Information for media,including criteria, is available at www.antarcticanz.govt.nz.

Postgraduate Research Scholarships
Scholarships are available for students who wish to undertake postgraduate study 
in Antarctic sciences. Current sponsors are Antarctica New Zealand, Kelly Tarlton’s 
Antarctic Encounter and Underwater World, New Zealand Post and Helicopters New 
Zealand. Applications are due in March each year.

Science
Calls for “Applications for Support” for Antarctic research are made each year by 
Antarctica New Zealand. Applications should be made on the forms available on the 
Antarctica New Zealand website and are required by October for the subsequent 
research season.

Scott Base Vacancies
Scott Base vacancies are advertised in major New Zealand daily papers and on 
websites such as Seek and Trademe in April each year and you can register your 
interest for a position on the Antarctica New Zealand website year round. Application 
details for all programmes are available from the Antarctica New Zealand website.

GLOSSARY
AFT		  Antarctic Field Training
ASPA		  Antarctic Specially Protected Area
Comms Op	 Communications operator or radio operator
ECWs		  Extreme cold weather gear or survival clothing
ES 		  Engineering Supervisor
PI		  Principle Investigator
Helo		  Helicopter
HSE		  Health Safety and Environment
Linkway		  Corridor linking Base buildings
Mac Town	 McMurdo Station
PSS		  Programme Support Supervisor
SBC		  Scott Base Coordinator
USAP		  United States Antarctic Programme
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Visiting the expedition bases of Captain Robert 
Falcon Scott and Sir Ernest Shackleton?

At the turn of the twentieth century Captain Robert Falcon Scott and Sir Ernest 
Shackleton led the expedition parties which opened the Continent to the world 
in the name of science and exploration. Their expedition bases located at Hut 
Point, Cape Evans and Cape Royds stand as monuments to an extraordinary 
period of Antarctic history and have been listed on the World Monuments Fund 
2008 List of the 100 Most Endangered Sites in the World.

The bases are cared for by Antarctic Heritage Trust who are undertaking a 
major, long-term heritage conservation project to ensure these sites remain 
for future generations.

You can help by:
Making the recommended donation to the Antarctic Heritage Trust on 1.	
visiting the huts (via the Scott Base Coordinator);
Joining the Antarctic Explorers Club and be kept updated on our efforts to 2.	
save the huts.

As a registered charitable organisation donations and memberships are tax 
deductible in New Zealand.

See the Scott Base Coordinator for details, see us in our offices in 
Christchurch or log on to:

www.nzaht.org
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New Zealand Antarctic Society 
Membership 

Don’t be left out in the cold!
The NZAS was formed in 1933. It comprises New Zealanders and 
overseas friends, many are Antarcticans and all are interested 
in some phase of Antarctic exploration, history, development or 
research.

Membership to the New Zealand Antarctic Society entitles 
members to the journal Antarctic which is published quarterly, 
i.e. April. July, October, December/January. It is unique in 
Antarctic literature in that it is the only periodical which 
provides regular and up-to-date news of the activities of all 
nations at work in Antarctica and the Sub-Antarctic. Meetings 
are held by the Auckland, Wellington, Canterbury and Otago 
branches.

Full details on website:
	       www.antarctic.org.nz	
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CONTACT INFORMATION FOR ANTARCTICA
Below is the information you need to know to contact me while I’m in Antarctica. 
Please follow these instructions to ensure the mail or phone call reaches me, Scott 
Base guidelines are followed and the Antarctic environment is protected.

My name:			        	 My event number: 	

Mail
Address mail to:
My name, and event number
Scott Base Antarctica
Private Bag 4745
Christchurch

Polystyrene beads and chips are banned in Antarctica and should not to be used 
as a packing agent in any mail. Any items suspected of containing polystyrene 
packaging will be opened by Antarctica New Zealand. Liquids, food, or organic 
material of any kind must not be mailed.

Phone
You can call me on:	 (02) 409 6700
and fax me on:		  (02) 409 6705

Calls to Scott Base are currently eligible for Telecom’s weeknight/weekend specials but 
please don’t call people working on Base until after 5pm on Saturdays, as it is a normal 
working day at Scott Base.

When people are in the field, calls can be connected to them via the radio network. 
When you’re talking to someone over the radio and telephone combined you should 
expect a delay. As you are talking on a radio network you should say “over” each 
time you have finished speaking to signal to the other person that they can begin to 
speak. You should also be aware that any conversations over the radio network are not 
confidential and can be heard by others using the same frequency.

Email
You can contact me on this email address while I’m at Scott Base:

Dates
Because of weather and other factors, dates regularly change in Antarctica but my 

proposed dates are: 	 Fly to Antarctica: 			

			   At Scott Base: 			   and 		

			   In the Field: 

			   Return to New Zealand: 
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