Is the trip booked
through UoW travel management
company (TMC)?

Complete the Travel
Risk Assessment
form

Download the TMCs
mobile App, called
‘Amadeus’

Send the completed
risk assessment to
your Line Manager/
Supervisor for
approval

Send approved
Accommodation
Checklist and Risk
Assessment to
department travel
contact

Approved for travel

Register on Aviva

email address and

website using Warwick

Is the cost of
accommodation
(known hotel chain)
& flight booked
<£500?

Read Financial
Procedure 16 and
get approval from

Finance*

Finance approval granted

Finance send
Accommodation
Checklist to traveller

Traveller sends
Accommodation
Checklist to
Landlord for further
information

Landlord returns information

Complete the Travel
Risk Assessment
form adding in

information from
the Accommodation
Checklist

Send the completed
risk assessment to
your Line Manager/
Supervisor or Head
of School/
Department for

AMBER Destination — FCDO
advises against all but essential
travel (justification is required)

Is the trip authorised
by Head of Department
or School?

Is the trip authorised
by Head of Department
or School?

Trip does NOT go

Contact the UoW
ahead

Travel Insurance

Manager
for insurance

Contact the UoW Travel

approval Insurance Manager for

further advice and approval
process

Insurance approval granted

Is insurance approval
dependent on booking through UoW
travel management
company?

Is the cost of
accommodation (known
hotel chain) & flight
booked <£500?

Read Financial
Procedure 16 and

get approval from
Finance*

Finance approval granted
Download the TMCs
mobile App, called
‘Amadeus’

Are you staying in a
known hotel chain?

Finance send
Accommodation
Complete the Travel Checklist to traveller
Risk Assessment Yes-

form

Traveller sends
Accommodation
Checklist to Landlord for
further information
Send the completed risk
assessment to your
Health and Safety
Officer for comment

Landlord returns
information

Complete the Travel Risk
Assessment form adding

insurance policy no. approval
Download the UoW
Insurance mobile App
(Solace Secure)

Send approved
Accommodation
Checklist and Risk
Assessment to
department travel

Approved for travel

contact

Add into your risk
assessment any additional
comments from H&S

Send the completed
risk assessment to
your Head of
School/Department
for approval and
inform your Line
Manager/Supervisor

*If your trip is >6 weeks approval must also be given by the International Working Group

in information from the
Accommodation
Checklist

Send the completed
risk assessment and
Accommodation
Checklist to your
Health and Safety
Officer for comment
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