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Completing your Travel Risk 
Assessment

1. Read through 

and click on ‘My 

Requests’.

2. Here is a 

summary of 

previously 

submitted TRA 

forms and their 

status. 

Click on 'Start a 

New TRA'.

3. Check your 

details are correct 

and that your 

approver is your 

Dean or Head of 

Dept. Read the PIA 

and check the box 

and click 

on continue.

4. Enter your travel 

dates. Date of 

departure until date 

of return to UK. 

Click continue and 

then on Add 

Country.

5. Select the 

country you are 

travelling to and 

open the Garda 

World link.

https://travelsecurity.garda.com/welcome
https://travelsecurity.garda.com/welcome


Completing your Travel Risk Assessment

6. Log in to Garda World (GW) 

with your University email 

address.

7. Click on the Country Briefings Tile. 8. Search for your country of travel and 

click on the place name to open more 

information.

https://travelsecurity.garda.com/welcome


Completing your Travel Risk Assessment

9. The country briefing will provide you with the information you need to complete your TRA form. Make 

sure that you select the corresponding number in the risk rating section of the TRA form.



Completing your Travel Risk Assessment

10. If an element is 

a 3 or higher you 

will need to provide 

further information 

to continue.

11. Use the Garda 

World briefing page 

to complete the 

extra information 

required for each 

element.

12. Once the extra 

information is 

complete (if 

required) the 

continue button will 

become available 

to click on.

13. Read through 

the personal and 

health risk 

questions, select 

Yes/No as applies 

to you. Then click 

continue.

14. Read through 

the policy 

questions and 

check that each is 

complete. Once all 

boxes have been 

checked, click 

continue.



Completing your Travel Risk Assessment

15. Add any additional 

information you feel is 

relevant to your Travel 

Risk Assessment. 

16. Read through the 

summary of your 

information and if you 

are happy with it, 

click Submit for 

Approval.

17. Once submitted, you 

will be taken back to 

see all your requests 

and their status.



Approving your Travel Risk Assessment

18. You can view your 

approved/rejected TRAs in the 

MS Teams Approvals App. 

19. You will receive an email approving or 

rejecting your TRA. If it is rejected, you will 

have notes on what the issues are for you 

to correct. Once approved, please ensure 

you register your trip on Garda World for 

insurance & safety purposes. 



Register your Trip on Garda World

20. Log in to Garda World and 

select the Trip Registration 

Tile.

21. Select New Trip from the top right, 

complete the form and Send. Please 

include your Travel Risk number in the 

additional info section. You can find this in 

the approval email.

NOTE: Make sure you submit a new TRA and update your trip in Garda World if anything 

changes to ensure you are covered by insurance.

22. Download the Garda World 

(Crisis 24) App to receive travel 

alerts about your trip and quick 

access in case of emergency.

https://travelsecurity.garda.com/welcome


health&safetyoffice@napier.ac.uk

If you need further 
assistance completing 

this form, or your details 
are incorrect please 

contact:
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