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Risk Assessment- Overseas Travel
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Deans of Schools, Directors of Services and any supervisory staff are legally required to ensure they safeguard the health and safety of staff working under their control including whilst travellin on University business.
Individual members of staff have a similar responsibility to ensure they remain safe whilst working and travelling on behalf of the University. 

Risk Assessment- Overseas Travel

This form is intended to assist you in the planning process for your proposed travel overseas as part of University related activities. It has been designed to help you identify the steps you need to take to ensure that your trip is safe and successful, but it also assists the University to comply with any social and legal obligations in respect of activities associated with the University. 

PART I should be completed for ALL overseas travel and should be signed by the traveller’s immediate line manager and held within the relevant School/ Professional Service area. 
PART II should be completed by only those travelling to countries/ destinations which are considered to be of particular high risk by the Foreign and Commonwealth Office and where they have specifically advised:

· Against all travel to parts of the country;

· Against all but essential travel;

· Against all but essential travel to parts of the country; or

· You believe that you will be travelling to places that may be of higher risk. 
PART II  should be signed by the traveller and the relevant ULT member with responsibility for that area. Once completed, forms should be sent to Gillian Ingram (Governance Officer (Risk & Governance) , 5.B.18, Sighthill (NB only forms that require Part I & Part II completion should be sent to the Governance Officer) A copy should also be held locally.
Staff members planning a trip to a country or destination considered to be of a particular high risk should monitor the situation. The overseas travel form should be completed at least four weeks prior to departure. If circumstances change significantly over the next 10-14 days, (ie two weeks prior to your planned departure date) the traveller should inform their line manager and relevant ULT member. 
Information on foreign travel advice can be found here
Information on the University’s own travel policy can be found here
PART I
	Name
	

	School/ Department
	


	Destination
	

	Intended dates of travel
	

	What is the purpose of your trip?
	

	Have the FCO advised against travel this country?

	
No                  if the answer is No you should complete Part A 

                      of this form only 

Yes               if the FCO have advised against ALL travel, you  

                     should NOT travel. If they have advised against       

                     all but essential travel or all but essential travel to   

                    parts of the country you should complete Parts

                    A & B of this form




Risk Assessment

	1 Contact Details

	Your full name

	

	School/ Service


	


	2 Risk Assessment *

	
	
	Likelihood of Occurrence



	Risk/Hazard


	n/a
	Low
	Medium
	High

	Theft of laptop computer / mobile phone
	
	
	
	

	Theft of passport
	
	
	
	

	Theft of travellers cheques
	
	
	
	

	Theft of luggage
	
	
	
	

	Travelling alone in buses / trains
	
	
	
	

	Arriving after dark / late night
	
	
	
	

	Risky / dangerous locations
	
	
	
	

	Risk of accident / breakdown (i.e. hiring a car)
	
	
	
	

	Possibility of assault
	
	
	
	

	Possibility of mugging
	
	
	
	

	Risk of sickness from food / drink
	
	
	
	

	Risk of altitude sickness
	
	
	
	

	Risk of location-related illness (specify)
	
	
	
	

	
	
	
	
	

	If there are any other specific hazards that are not listed above, please list them below:
	
	
	
	

	
	
	
	
	

	3 Documentation required **

	
	Yes
	No

	Is a visa required for the country or countries you are visiting?
	
	

	Do you have a mobile phone and does it work in the area to which you are travelling?
	
	

	Do you have a photocopy of your passport?
	
	

	Do you have a photocopy of your driving licence?
	
	

	Do you have a separate list of your Travellers Cheques?
	
	

	Do you have a European Health Insurance Card (EHIC) detailing your medical care entitlement?
	
	


* Section 2
The purpose of this section is to raise your awareness of potential risks while travelling. Use the list to identify which hazards you may be at risk of when travelling or during your visit. Show how likely these are to occur, as far as you can estimate, by ticking the appropriate box in the right-hand column. The list is not exhaustive but is designed to help you assess the potential risks of your trip. You may find useful information about the country you are visiting on the Foreign Office website (www.fco.gov.uk/travel). If the occurrence of any of these hazards would have a significant effect on your circumstances, then take additional precautions, you should complete PART B of this form and ensure the relevant ULT member is made aware of these and countersigns the form. 
* Section 3
Use the checklist to ensure you have all the necessary documentation for your trip. If you have answered “No” to questions 2 and 3, you should make copies as evidence of the original documents in case they are lost or stolen. Keep these copies separate from the original documents.
Travellers Cheques can only be replaced if you have a list of their numbers. Keep these numbers separate from the original cheques. 

Signature: _________________________________________________________________

Date: __________________________________

In the event that any risk gives cause for concern, the Head of School/Director of Institute or Service must contact the Head of Procurement so they can alert the insurers and obtain approval prior to approving the journey.

THIS (PART I)  FORM SHOULD BE ATTACHED TO THE TRAVEL AUTHORISATION FORM AND HELD WITHIN THE SCHOOL/SERVICE

PART II
To be completed when the Foreign & Commonwealth Office have advised:

· Against all travel to parts of the country;

· Against all but essential travel;

· Against all but essential travel to parts of the country; or

· You believe that you will be travelling to places that you believe may be of higher risk
NB  in cases where the advice is against all travel you should NOT travel.
	Safety & Security Arrangements

	Please detail opposite the information as it appears in the FCO website
	

	What steps have you taken to mitigate this risk? 


	

	Have you sought advice/ approval from the University’s insurers on your trip? (this is done through the Head of Procurement)


	
Yes 


No



	Have you travelled to this country before?  Please detail any knowledge ascertained from previous trips and/ or citizenship
	 

Yes

No



	How do you intend to transfer from the airport to the hotel?

What (if any) security arrangements are in place?


	

	Have you agreed a scheduled call-in session? If so, with whom and how often will this be?


	

	What, if any, advice have you sought from others on the destination?
	


	Safety & Security Arrangements

	Have you advised the local Embassy of your visit?
	
Yes


No

	Please note opposite your contact address during this trip


	

	Please note opposite your contact telephone number for this trip
	

	Please note opposite your intended itinerary for your trip


	

	Please note opposite contact details for your emergency contact (including their out of hours contact details).
	

	Please note opposite your next of kin details

	


	Date
	Flight Details
	Accommodation details

	
	Flight No:

From/ To:

Departure time:

Arrival time:
	

	
	Flight No:

From/ To:

Departure time:

Arrival time:
	

	
	Flight No:

From/ To:

Departure time:

Arrival time:
	

	
	Flight No:

From/ To:

Departure time:

Arrival time:


	


To be completed by the traveller

	Name


	

	Position


	

	Signature


	

	Date


	


To be completed by the Head of School/ Director of Service
	Name


	

	Position


	

	Signature


	

	Date


	


To be completed by the relevant ULT member

	Name


	

	Position 


	

	Signature


	

	Date


	


Where Parts I & II are completed forms should be held within the relevant School/ Service and a copy should also be held be the named emergency contact.
A copy should also be sent to Gillian Ingram (Governance Officer (Risk & Governance) ), room 5.B.18, Sighthill Campus (NB this should only be done where Parts I & II of the form require completion)
Take a copy of our insurer’s � HYPERLINK "https://travelguard.secure.force.com/TravelAssist/resource/1355766054000/GlobeCoverTravelPack" ��Travel Pack� this includes the below and more information


Emergency Number


+44 (0)1273 401 950 


Non-emergency Number


+44(0)20 8253 7400


Quote the Policy Number 0015900008











Complete the Approval section of the Staff Travel form in advance and submit to your Dean of School or Head of Service for approval








Ensure a full risk assessment is carried out using the � HYPERLINK \l "Template" �template� Ensure the following guidance is adhered to


� HYPERLINK "http://staff.napier.ac.uk/services/hr/healthandsafety/policies/Pages/Policies-A-Z.aspx" ��Travel Overseas Policy & Overseas Travel Guidance� 











Do not travel





If in any doubt contact the Insurance Section within Procurement





YES








Is the advice NOT to travel?








Click on the link below to check for warnings advising against travel  


�HYPERLINK "https://www.gov.uk/foreign-travel-advice"��Foreign & Commonwealth Office travel advice website�











YES








Is the trip within UK?





NO





Overseas travellers are can register for country specific email alerts from the Foreign & Commonwealth Office by control clicking on the icon below:


� HYPERLINK "https://public.govdelivery.com/accounts/UKGOVUK/subscriber/new" ����








For a range of info and services from our insurer AIG Europe Limited control click on the icon below and register with Travel Guard to access most of these services


        �HYPERLINK "http://www.aig.co.uk/mylifeline_2538_369620.html"���� 





NO





If you need to make a claim please contact the Insurance Section within Procurement comtact:


� HYPERLINK "mailto:a.gunn@napier.ac.uk" �a.gunn@napier.ac.uk�


(0131 455) 6006





All claims must be processed by Procurement
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