Risk Assessment for – Overseas Travel   
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	Name (s) of (all) Travellers:
	Student/Staff ID (s):


	Department:


	List all locations being visited during the trip:

	List all locations overall risk rating/s (Red/Amber/Green):

	Purpose of Travel: Choose an item.

NB: If you select fieldwork a separate fieldwork risk assessment is required. See University’s fieldwork guidance 
	Travel dates: 
START:
RETURN:

	Reason for proposed work/research (must include a justification in relation to AMBER/RED countries):


	Assessment carried out by (Author):
	Role:
	Signature:

	Date of Assessment/review:

	Instructions for completion: -
Traveller/s - All staff/students have a responsibility to ensure that risks to themselves are adequately controlled to carry out their work travel safely. All procedural/fieldwork risk assessments should be followed in conjunction with this risk assessment, as applicable. NB: if carrying out work activities in a partner institute you must follow their risk assessments and processes. 
· Follow the University’s travel process. All information can be found via Travel Hub.
· Complete all the ‘What I am doing to mitigate the risk’ sections where you have ticked ‘Yes (Y)’. NB: These are the measures you are going to put in place during the trip (copy and paste any relevant information from the guidance section, information from the Country Report on Solace Secure which is pertinent to your trip AND anything else you are going to do which is not mentioned to reduce the risk).
· Detail what this trip involves in the reason for proposed work/research box. 
· Follow University’s fieldwork guidance, if applicable. 
· The University does not provide cover for non-business-related activities e.g., leisure activities such as hiking, visits to historic sites, personal holiday etc. 
Line Manager/Supervisor/Personal Tutor (Approver) - It is the responsibility of the Line Manager/Supervisor/Personal Tutor to ensure:
· This risk assessment and any associated risk assessments, if applicable, are suitable and sufficient for the business trip being undertaken by the Traveller. This includes ensuring all white boxes are completed with relevant information for the travel.
· The Traveller has followed the University’s travel process as detailed via Travel Hub and any other applicable University Policies.



	DOCUMENTATION

	You must have:
	Yes (Y)
	No (N)
	What I am doing to mitigate the risk 
(*Grey boxes no further information required. ** White boxes mandatory information required)
	Guidance

	Confirmed with the University’s Insurers that you can travel (where required).
	
	
	
	Contact Warwick Insurance Manager for all amber and red countries, and those green countries where insurance approval is required (more information can be found via Travel Hub).


	A valid passport and VISA (where required).

	
	
	
	Check Foreign Commonwealth and Development Office (FCDO) for VISA requirements.

Check destination requirements countries to whether you need to carry your passport or a copy of it with you at all times.


	Obtained destination specific documentation/ certificates e.g., yellow fever certificate (where required). 
	
	
	
	 Check FCDO and Solace Secure for destination specific documentation. 

	Emergency services numbers for the country you are travelling to.
	
	
	Police emergency number:
Fire emergency number:
Ambulance emergency number:
	Details can be found on the FCDO website Foreign travel advice - GOV.UK or on Solace Secure

	Embassy information and contact numbers available to you whilst travelling.
	
	
	Embassy Address:
Embassy Contact Number:

Host Contact Name:
Host Contact Number:
	Complete Embassy contact details with information found on the Government website. 

Complete ‘host’ details including name, contact number (including country code)


	The University’s Insurance company’s Solace Secure App downloaded to your phone or have access to the web-based version. 
	
	
	
	To register with Solace Secure, you will need your Warwick university email address AND the latest Insurance Policy number (found via Travel Hub). Once registered you can download the App via your mobile’s App store. 

In order, to make a valid insurance claim you may be requested to provide evidence that you downloaded the App for the duration of your trip.

To get destination specific information - Click on countries, select destination country and click on country report for latest information. This can be used to complete other sections in this form and find out latest developments in the travel destination.
 

	The Insurer’s emergency card available to you whilst travelling.
	
	
	
	Check the Insurance webpages for latest version. Found via the Travel Hub.

	The details of your ‘Home Contact’ based at Warwick University and available to you whilst travelling. 
	
	
	Name:

Contact details:
	The Home Contact works in the traveller/s School/Department who can be contactable in an emergency e.g., arrival person to check-in, contact in the event of an emergency and, for general support e.g. if there were accommodation or flight issues, buddy for lone worker. This could be a research/teaching lead, Principal Investigator/Supervisor, Line Manager, Project Manager, etc.

Save Home Contact details to your mobile or take printed contact details with you.


	Your emergency contact details up to date on Success Factors (Staff)/ on your Student Record with Student Services (UG only).

	
	
	
	Success Factors

University of Warwick: Student Administrative Services
 



	TRANSPORT

	Is your trip involving:
	Yes (Y)
	No (N)
	What I am doing to mitigate the risk
(*Grey boxes no further information required. ** White boxes mandatory information required)
	Guidance

	Transport – long haul flight/long journey by rail/road.

Potential Risks: Flying - Deep vein Thrombosis (DVT), jet lag, dehydration leading to ill-health, tiredness.

Excessive travel hours – tiredness leading to loss of concentration, accidents, personal injury.

	
	
	
	Ensure all internal transfers are booked in advance of travel (where possible). 

If you have booked your flight without using the Travel Management Company (subject to the relevant Financial Procedures), make provision for alternative return in the event of unforeseen circumstances and provide details e.g., alternative payment method available to you for accommodation/flight etc. if flight cancelled/delayed.

Prolonged immobility on long journeys (>3 hours), whether by plane, train or car, can lead to 'Deep Vein Thrombosis' (DVT) - a blood clot in the leg. To help reduce the risk, move your feet around, or get up and walk around regularly if you can. Further information: DVT (deep vein thrombosis) - NHS 

Avoid dehydration by consuming regular non-alcoholic drinks.

If driving long distances, factor rest breaks (e.g., at least one 15-minute break every 2 hours) into the journey. If possible, share long distance driving.

Arrange for overnight accommodation, where possible.

Consider taking water and food on lengthy trips where provision is limited.


	Transport – local arrival time/accommodation location.

Potential Risks: 
Delay getting to accommodation, missed internal connections, leading to compromised personal safety.
	
	
	
	Avoid late night arrivals where possible. If this is not possible, arrange for accommodation near the airport before lengthy onward journey.

Avoid driving at night.

Arrange airport collection where possible by your hosts. 

Only use registered taxis. Ideally pre-book taxis with a reputable company recommended by collaborators/conference venue etc. Ideally secure photo identification of the driver.




	Road traffic accidents.

Potential Risks: Poor vehicle maintenance, road lighting, – leading to
serious injury.

Driving-Off Road driving,
hazardous terrain, load instability – potential
for injury.

Remote country, marsh,
desert.  


	
	
	
	Avoid driving overseas, where possible. 

Lone working should be avoided in remote or areas where summoning help is difficult.

Use recommended local guides/drivers where appropriate.

Check with University insurers to ensure cover (more information can be found via Travel Hub).

In-date driving licence must be in place.

Plan route and ensure this is shared with relevant personnel e.g., hosts/collaborators/Line Manager/Supervisor. Use main, well-lit roads where possible. 

Factor rest breaks (e.g., at least one 15-minute break every 2 hours) into the journey. Share driving where possible.

If travelling to remote areas vehicles must be suitable and hire company providers reputable. 

Check safety and road worthiness of any hire vehicle.

Any required spares/supplies to be identified and provided. Check local rules before travel. https://www.rac.co.uk/drive/travel/  

Arrangements in the event of breakdown or emergency on-route to be identified e.g. name and contact details in mobile device/satellite phone. These arrangements should be detailed in this document. 

Local travel problems which might be encountered to be considered. Check Solace Secure for any road issues, scams etc. in the area/s of travel.




	HEALTH

	You must consider:
	Yes (Y)
	No (N)
	What I am doing to mitigate the risk 
(*Grey boxes no further information required. ** White boxes mandatory information required)
	Guidance

	Any pre-existing medical conditions (physical and mental health) could lead to illness when travelling. 

Potential Risks: Delay in availability of medication / Supported care / Loss of
medication e.g., insulin,
inhalers etc. leading to
severe illness/delay in treatment.

	
	
	
	Follow medical advice. Travel should not proceed if against the advice of a GP or clinician.

Consider the impact of any pre-existing physical or mental health conditions on the safety of the trip/ impact on travel.

Discuss with University Insurance Manager if specialist conditions need to be considered in insurance provision. Separate medical insurance may need to be purchased and claimed back.

Consider whether medication is legal in the destination of travel. Further advice about medications and travelling abroad can be found on NHS webpages. 

Carry written details of medical condition, adequate supplies of prescribed medication, details of blood group, etc. Consider translation of information into local language. Share location details with colleagues (where appropriate).

Ensure all travellers have the contact details of the insurer’s medical assistance helpline number available 24/7, 7 days a week Medical Helpline +44 (0)1243 621066
(Quote reference NUBT 0105 and policy number 100782764GPA



	Relevant pre-travel vaccinations/
Prophylaxis.

Potential Risks: Unvaccinated or
unmedicated traveller
leading to disease or
infection.

	
	
	
	Discuss with your GP or local travel clinic:
· what vaccinations are required
· whether malaria prophylaxis is recommended 
· Vaccinations, respiratory hygiene, hand hygiene, responding to symptoms and following relevant official guidance/rules.
· Check what ‘proof of vaccination’ certificates are required 

Consider the following conditions but not limited to: Cholera, Diphtheria, Hepatitis B, Japanese Encephalitis, Malaria, Meningitis, Poliomyelitis, Tetanus, Tick-borne Encephalitis, Tuberculosis, Typhoid and Yellow Fever.

Consult Solace Secure website/App – Country Report – Health section or the FCDO website.

Detail any requirements in this document.

	Relevant precautions to prevent other infections / illness.

Insect and animal bites.

Potential Risks: Bites/ stings, Lyme’s
disease, malaria, yellow
fever, rabies, etc.

Exposure to
Infection.

Potential Risks: Shock, sepsis, illness.

Known endemic illness in
destination(s).

Potential Risks: Nausea/ fever/diarrhoea/abdominal
cramps or pain.

	
	
	
	Avoid (where possible) areas with known infections or disease vectors occur.

Consider the availability of antidotes/medical back-up in remote work sites. 

Consider taking acute diarrhoea relief tablets and rehydration sachets with you.

Wear long-sleeved shirts and long trousers.

Use insect repellent.

Use of mosquito nets. 

Wash hands with suitable hand wash.


	Food Safety & Water
Hygiene.

Potential Risks: Contaminated water/food leading to infectious
diseases and ill health
such as dysentery /travellers’ diarrhoea, leptospirosis,
polio, cholera, typhoid, allergic reactions including anaphylaxis.

Poisoning from levels of
arsenic etc in water.
	
	
	
	Avoid food or water which could be contaminated. 

Avoid food prepared by unlicensed vendors.

Consider allergens and people in the group with known severe allergies including knowledge of epi-pen locations.

Do not drink tap water where Solace Secure has indicated this is unsafe.

Carry water sterilising tablets, where required.

Drink spiking risk – do not leave drinks unattended.

Buy/use bottled water.

Wash unpackaged food.


	Injuries.

Potential Risks: Minor Injuries and ailments received during
travel.

Existing conditions and
injuries that are
exacerbated by travel.

Musculoskeletal injuries due to incorrect manual handling techniques e.g., luggage.

	
	
	Local medical centre name and address:

	Insert names and address of local GP/surgery/medical centre in the “What I am doing to mitigate the risk” section.

Avoid sun/heat related issues (such as heatstroke, sunburn, etc.) by prevention- avoid outdoors at the hottest part of the day, stay hydrated, clothing, sunglasses, and sunblock.

Carry appropriate treatment e.g., first aid kit, rehydration sachets etc. 

Consider whether a staff member who is a trained First Aider is required for the trip e.g., remote travel.

Consider whether a basic First Aid kit is needed for the trip.

Consider completing University Manual Handling online training.

Employ good manual handling techniques - maintain good posture when lifting or lowering equipment/luggage, avoid twisting or bending to reduce the chance of back injury.

Report all first aid incidents, accident and near misses on the University’s online reporting form on return. 




	Local Medical Facilities.
Potential Risks: 
Limited access to medical treatment could result in
the proliferation of illness
or severity of injury.

	
	
	
	Consider hospital proximity and standards.

Access to doctors/dentists. Consider visiting the dentist before any trip >6 weeks or visiting remote areas where access is limited.

Payment methods for medical treatment. 

Consider what support is available in the local medical facilities for pre-existing medical conditions.

Carry University insurers emergency card with you. Check the Insurance webpages for latest version. Found via the Travel Hub.




	PERSONAL SAFETY AND SECURITY

	You must consider:
	Yes (Y)
	No (N)
	What I am doing to mitigate the risk
(*Grey boxes no further information required. ** White boxes mandatory information required)
	Guidance

	Destination Security.

Potential Risks: Social/ Political Unrest or
Terrorism/armed conflict/maritime and piracy – potential for
violence and serious
injury.

	
	
	
	Check the FCDO website for up-to-date advice. 

Check Solace Secure for up-to-date advice. Sign up for electronic alerts to provide up to date messages whilst travelling (via Solace Secure website). 

If the FCDO advises against travel to destination(s) on safety/security grounds, then you must seek approval from Insurance Services (Insurance Manager) AND HoD/Line Manager (Supervisor) before booking any flights/ accommodation. 

Consider not just the destination of travel but also neighbouring countries/territories as identified by FCDO pages/Solace Secure which include reference to volatility. 

Reschedule visit or modify itinerary if possible.

Avoid any travel whilst elections and other politically sensitive gatherings are being held.

Ensure all travellers have the contact details of the insurer’s security assistance helpline number available 24/7, 7 days a week Security Helpline +44 (0)1243 621066
(Quote reference NUBT 0105 and policy number 100782764GPA


	Personal Security.

Potential Risks: Personal attacks /Kidnapping.

Dangers associated with
travelling alone, arriving
at night, etc.
	
	
	
	Avoid public gatherings and demonstrations.

Travel during daylight hours if possible. 

Remain vigilant in all public places and take sensible precautions for personal safety. 

Be aware of specific local risks/scams (via Solace Secure and FCDO). 

Inform hosts of itinerary. 

Ensure train sleeping compartment doors are locked when occupied.

Amadeus App use mandatory for fieldwork and lone working (link via Travel Hub). 

Ensure all travellers have the contact details of the insurer’s security assistance helpline number available 24/7, 7 days a week Security Helpline +44 (0)1243 621066
(Quote reference NUBT 0105 and policy number 100782764GPA


	Crime.

Potential Risks: Street crime, local scams,
theft, hotel room
security– potential for
violence and serious
injury.

	
	
	
	Awareness of risk of theft or pickpockets (country specific information can be found via Solace Secure). 

Awareness of local scams or hotspots (country specific information can be found via Solace Secure). 

Avoid carrying large amounts of cash if possible. Cash and card security/awareness.

Consider the use of a portable hotel lock/door stop alarm e.g., anti-theft travel lock.


	Work.

Potential Risks: Fieldwork research or work
activities placing traveller
in danger.

	
	
	
	Ensure you have completed a work activity/fieldwork risk assessment in line with University Policy (Fieldwork). NB: attending a meeting or conference does not require a separate fieldwork risk assessment.

Awareness of visiting Institute’s risk assessments and safe systems of work. These should be followed whilst working in the visiting Institute/s.

Awareness of local safety measures and regulations. These should be followed whilst working in the visiting Institute/s.

Remoteness of work sites. 

	Accommodation.

Potential Risks: Poor quality accommodation with issues such as unsecure/poor
hygiene/remote access/
allergies/mould/theft/
fire/assault leading to personal safety and
health issues.


	
	
	
	Pre-book accommodation using the University’s Travel Management Company. 

Stay in recognised accommodation e.g. well-known hotel chain. 

If you have booked the accommodation directly (subject to Financial Procedures) ensure it has been fully assessed from a health and safety point of view. Detail in the “What I am doing to mitigate the risk” section your alternative arrangements if the accommodation is unsuitable when you arrive or non-existent due to fraud. 

Familiarise yourself with emergency exits, Security staff and arrangements. 

Use secure storage/safes for valuables. 

Lock doors at night and when away during the day, and remain vigilant when arriving, leaving and answering doors. Consider purchasing portable anti-theft hotel lock.

Obtain suitable electrical adapter for local voltage/plug type and use equipment as intended.

See Section 9.2 in the Overseas Travel and Process Guidance for further guidance.

	Utilities/Cyber Issues.

Potential Risks: Hacking/ personal/research data loss – potential for bribery and
loss of sensitive data/ICO
breach.

	
	
	
	Follow University procedures for use of IT equipment overseas (more information can be found via the Travel Hub).

Comply with UK Export controls and check whether travel destination has signed up to the Wassenaar agreement (more information found via the Travel Hub – H&S tile (Overseas Travel and Process Guidance section 9) and IT tile).

Ensure compatibility of equipment, voltages and safety equipment. 

Consider power cuts or interruptions.

Contact IT if secure IT and mobile telephone equipment is required.

	Bribery.

Potential Risks: Anti-bribery considerations –could place undue pressures on individual and lead to safety concerns.

	
	
	
	Awareness of potential risks in terms of receiving gifts, entertainment or hospitality in breach of the University’s Anti-Bribery Policy, associated policies or Financial Procedures. 

If accommodation and travel is being paid for by your host explain how this will not contravene the University’s Anti Bribery Policy.

Check Solace Secure for any potential issues with local police enforcement or border controls. Detail control measures in the “What I am doing to mitigate the risk” section.  

	Communications.

Potential Risks: Become stranded / lost / loss of mobile devices.

Mobile network failure /
reliability of networks –
potential for placing
traveller in danger.

	
	
	
	Consider access to landlines or alternative handsets if mobile phone is lost or stolen. 

Back-up chargers or batteries for phones or electronic devices. 

Access to network or Wi-Fi. 

Ensure you have a mobile phone that is capable of making calls in the country visited as well as a device with internet accessibility. 

Can you or someone in the group Speak the language? If not, how will you overcome language barriers?

	Safeguarding.

Potential Risks: Minors (under 18)

Not exceeding working
hours, unauthorised
activity-attendance.

	
	
	
	Contact insurance to confirm policy covers under 18’s. 

Refer to safeguarding policy. 

Complete Safeguarding Training. 

Consider lack of experience, being unaware of existing or potential risks and lack of maturity and how you are mitigating these in the “What I am doing to mitigate the risk” section.  

	Insurance.

Potential Risks: Inadequate Insurance
provision – could lead to
support and recovery
problems in the event of
an incident.

	
	
	
	Check Insurance Services webpage to ensure there are no insurance restrictions (including if you plan to drive overseas). 

Ensure valid leisure activity insurance (travellers’ responsibility if relevant).
 
Valid vehicle insurance (if relevant). 

Carry University insurers emergency card with you. Check the Insurance webpages for latest version. Found via the Travel Hub.

Download Solace Secure App and Amadeus App to your mobile device.

Save relevant contact numbers to mobile device e.g., Emergency Medical and Security Assistance contact number, Department Home Contact number, Embassy numbers.

	Documents.

Potential Risks: 
Theft or loss of ID
documents and other
belongings: passport,
driving licence, bank
cards, travel tickets,
laptop leading to stress,
safety concerns and data
breeches.

	
	
	
	Keep items secure. 

Keep copies with you if permitted by the local law to reduce theft risk. 

Record details of numbers, issue dates, etc. and store separately both with you and at home. 

Save emergency contact numbers. 

Contact details for British Embassy / High Commission / Consulate for country(ies) to be visited available if needed to arrange replacement passport or other assistance as required. 

Keep copies of travel documentation separate from originals.




	LOCAL LAWS AND CUSTOMS

	You must consider:
	Yes (Y)
	No
(N)
	What I am doing to mitigate the risk 
(*Grey boxes no further information required. ** White boxes mandatory information required)
	Guidance

	Cultural differences.

Potential Risks: Not abiding to local/national culture and customs - leading to traveller safety concerns.

	
	
	
	Dress in accordance with local laws/customs. 

Avoid behaviour that may fall foul of local customs/laws/cultures.

Awareness of local laws and attitudes towards protected characteristics, e.g. disability, sexual orientation, gender reassignment, prescription drugs etc. Reference to Safe Overseas Travel Guidance for staff with Protected Characteristics with completion of bespoke RA if necessary (see Travel Hub for further information). 

Experience of travel to, or working in, the region before. 

Awareness of Local laws, customs, fees or levies. 

Obtain guidance and information from the host organisation. Research via relevant websites. 

Reference to customs checks · Are prescribed drugs legal in the country to be visited.




	NATURAL DISASTERS

	You must consider:
	Yes (Y)
	No
(N)
	What I am doing to mitigate the risk 
(*Grey boxes no further information required. ** White boxes mandatory information required)
	Guidance

	Natural disasters.

Potential Risks: Typhoon, tornado, tsunami, avalanche, earthquake, flood.

	
	
	
	Assessment of the risk of typhoons, earthquake, tsunami, hurricane, volcano, avalanche, etc.

Avoid travelling to countries during poor seasonal weather.

	Climate/Altitude.

Potential Risks: Extreme heat/cold, snow blindness, dry/desert region, high humidity, monsoon/storms, oxygen deficiency/Rarefied air, tides/water conditions,
sunburn/sunstroke.

Hot – heatstroke, sunburn.
Cold – hypothermia.

	
	
	
	Consideration of extremes of heat or cold, high humidity or high altitude. 
Cold climate - Always wear warm, windproof and waterproof clothing including that that covers the ears. Dress in loose-fitting multiple layers to trap air and create an insulating effect. Protect extremities (such as fingers, toes, nose, and ear lobes). Avoid prolonged exposure and shelter from high wind. High alcohol consumption to be avoided.

Hot climate - For hot climates: Drink lots of water at regular intervals throughout the day. Take re-hydration sachets to replace lost salts. Wear a hat with a brim wide enough to shade your face. Wear loose-fitting clothes made of breathable fabrics such as linen or cotton. Light colours are reflective and therefore cooler than dark colours. Pack a variety of clothing in case of sudden weather changes. Protect yourself from sun and insects. Wear long-sleeved shirt and long skirt or trousers. High alcohol consumption to be avoided. Minimise exposure to extreme midday heat.

Consider day/night variations. Availability of suitable clothing and sunscreen.




	TRAVEL ADVICE HELP & SUPPORT

	You must consider:
	Yes (Y)
	No
(N)
	What I am doing to mitigate the risk 
(*Grey boxes no further information required. ** White boxes mandatory information required)
	Guidance

	Contingency Plans.

Potential Risks: 
Failure to Use University’s
Approved Travel
Management Company
(‘TMC’) leading to delayed
and emergency support.

	
	
	
	It is strongly recommended travellers use the Travel Management Company (TMC) for all travel arrangements. 

If the TMC is not being used travellers need to state their contingency plan should something go wrong with flights or accommodation (for example if the airline becomes insolvent, cancels the flight at short notice, accommodation is not available upon arrival, etc.). 

If you are not booking via the TMC you must consider the following:
· Do you have adequate funds to pay for accommodation/return flights? Do you have a Home Contact who will be able to help? 
· Are you travelling over a UK national holiday? Ensure you have made adequate contact arrangements in the event of an emergency.
· Do you have a network of local contacts who can help you in an emergency?
· How will you get help if you are a victim of a crime?
· What travel insurance do you have?
· Have you checked what your insurance covers you for and do you have the emergency helpline number?
· Have you made a note of your local Embassy?
· Can you access first aid or medical treatment?
· Do you know where the nearest health centre and hospital will be and what the number is to call emergency services?
· Where there is a significant risk, do you have escape/evacuation plans in case of local violence or an environmental disaster? Please specify.
· Are there any other emergencies you can anticipate occurring?






Travel should not be carried out until all elements of the University’s travel process has been completed in line with the destination/s risk rating.

	Declaration
	Confirmation 
*Please tick the boxes below

	I have read and understood the University of Warwick travel policy, procedures and guidance

	☐
	I have read and understood the advice given on the Solace Aviva Travel and FCDO webpages and have filled out the above, based on this information
	☐
	I will stay up to date with any travel alerts for example by downloading the Solace Travel Advice App, the Amadeus Mobile Messenger App and checking the FCDO webpages 

	☐
	I can confirm my Line Manager/Supervisor/Head of Department (as applicable) has reviewed the information in this risk assessment and authorised my travel 
	☐


	Additional Comments from Risk Assessor (e.g. funding or practical implications)
	





	Line Manager/Supervisor/Tutor (Approver):
	Position:
	Signature:


	Date:


	

	Head of School/Dean of School Approval (where applicable)
	Signature: 


	Date:
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