
Travel Risk 
Assessment
Approver Guide



Receiving a Travel Risk Assessment

1. TRA requests will be sent to 

you via Email and the 

Approvals App in MS Teams. 

You can use either to review 

and approve/reject a TRA.

2. The TRA request will contain information 

about the various risks relating to the 

country of travel.

3. Log in to GardaWorld with your 

University email address to access the 

information about the country of travel 

and the risks associated.

https://travelsecurity.garda.com/welcome


Reviewing a Travel Risk Assessment

4. Once on the Garda World home page, click on 

the Country Briefings Tile.

5. Search for the country of travel and click on the 

place name. This will open more detailed information.

https://travelsecurity.garda.com/welcome


Reviewing a Travel Risk Assessment

6. The country briefing will provide you with the information used by the traveller to complete the TRA form.



Approving a Travel Risk Assessment

7. Cross check the ratings given to each category in Garda World with what has been 

recorded in the TRA. Any category which scores a 3 or above needs further detail on 

the risk involved and the controls in pace to mitigate the risk.



Approving a Travel Risk Assessment

8. You will also need to check if any 

medical issues have been recorded by 

the traveller. The traveller is asked to 

provide details if the answer to any of 

these questions is yes. If the answer is 

False, no risk is associated with this 

aspect.

Approve / 

Reject

9. If you are satisfied with the information 

provided in the TRA, you can approve the 

form.

If you need more information, you can 

Reject the form and add comments on 

what additional information is required or 

why the travel has not been approved 

which the traveller will be able to view and 

amend.



Approving a Travel Risk Assessment

10. Travellers will automatically receive an email 

once the TRA has been approved or rejected.

11. You can view all your received TRA approval requests 

within the MS Teams Approval App and their status will be 

recorded as Approved/Rejected/Awaiting Approval.



health&safetyoffice@napier.ac.uk

If you need further 
assistance reviewing a 

TRA form, or you are not 
the correct approver, 

please contact:
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