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This form has been designed to enable travellers to consider safety hazards (and controls) when planning overseas travel/work and to decide whether a fuller assessment should be completed.  The traveller should review the country specific information on the FCO website when completing this form.
To help decision-making, this checklist addresses both the travel aspects of working overseas as well as attendance at meetings/conferences/seminars i.e. lower risk activities.  
Section II covers a series of safety hazards that should be considered in relation to pre-travelling, for the journey itself and when in location.
Any queries in completing this form should be made to the relevant Health and Safety Lead.

	Name(s) of Traveller(s):
	

	Authorising Line Manager
	

	Travel to (country/location):
	

	Purpose of Travel:
	

	Faculty/Directorate:
	
	Centre/Department:
	

	Dates of Travel
	From:
	To:



	Section I

	Significant Issues
	Yes/No
	Risk Assessment Required?

	Does travel involve fieldwork?
	
	If ‘Yes’, refer to the Fieldwork procedure and complete detailed risk assessment

	Does the Foreign Office advice ‘..against all or all but essential travel’ to the location in question
	
	If ‘Yes’, speak with your line manager about continuing to travel to this location.  You will need to carry out a detailed risk assessment and should consult with the H&S Department.

	When travellers complete the ‘Health Declaration Form’ - Do any of the travellers have health concerns that could be affected by the proposed trip (‘Group Leader ‘to co-ordinate as part of their responsibility for a group)
	
	If ‘Yes’, consider if an OH referral may be appropriate for staff.  For students consult Inclusive Support. 
Continue with this checklist.

	Will the duration of working overseas be longer than 60 days in total within a 12 month rolling period?. 
	
	If ‘yes’, speak with the Payroll and Pensions Manager who will assist in coordinating an assessment of the financial and legal implications of overseas working. 








	Section II – PRE – DEPARTURE
The recommendations below are to aid planning of the trip and should be considered as part of good safety awareness (they do not warrant a risk assessment being carried out as they are not considered significant risks)

	
	Tick to confirm
	Comments

	Book travel in line with the requirements of the university’s via university’s Travel and Expense Policy. 
University’s insurers will not insure Airbnb accommodation 
	
	

	Insurance department advised and confirmation that Travel Insurance provides the appropriate level of cover for the destination and activities. (including European or Global Health Insurance Card where applicable)
	
	

	Traveller(s) has a copy of/details of passport with them in an alternative location to their passport 
	
	

	Traveller(s) has checked entry requirements of specified country via FCO..  If there are any questions speak with your People Manager
If there are considerations of associated costs clarify this with the appropriate approver
	
	

	If traveller(s) are currently employed on a certificate of sponsorship or other time limited immigration clearance – check with People Manager if this presents any restrictions
	
	

	If traveller(s) is named on a research grant, confirm this does not impose restrictions on travel
	
	

	Traveller(s)  able to contact the travel agent should travel arrangements need to be amended.
	
	

	Mobile phone ‘roaming’ set up (if appropriate), preloaded with emergency telephone numbers/email addresses and kept with person (with charger) at all times
	
	

	Check with Infosec regarding any local laws in respect of information security and data processing 
	
	

	Check the specific travel health advice and vaccination requirements for the destination and where appropriate.ensure you have the required vaccinations prior to travelling.
Where there are concerns about having required/recommended vaccinations, please raise this with your line manager/people manager
	
	

	If applicable, consult your GP for advice on malaria and use insect repellents.  
	
	

	Be fully aware of the current security situation in the location(s) you are visiting. Check FCO
	
	

	Check whether there are any occasions such as public holidays/elections/political conferences or demonstrations planned or major sporting events taking place in the destination(s) you are travelling to - security may be heightened with an increased risk for personal safety.   If this is the case, avoid large gatherings
	
	




	TRAVELLING
	
	

	Use trolleys, moving walkways/escalators/lifts or suitable equipment, if carrying heavy items.
	
	

	Use transport rather than carrying cases/bags for long distances.
	
	

	On long-haul flights, commit to carry out in-flight exercises and drink plenty of water
	
	

	When waiting for public transport after dark, stand in a well-lit place or near groups of people.  Whilst travelling, sit near the driver or conductor. 
	
	

	Carry the number of a licensed taxi company or ask the hotel/host for a recommendation
	
	

	Ensure they have contact details of the emergency assistance provider (as per the insurance cover details) and the local British Embassy.
	
	

	If hiring a vehicle, ensure appropriate insurance is in place and be fully aware of local driving conditions and have directions from a trusted source. 
	
	



	LOCATION 

	Be aware of and follow local codes/guidance. Be aware of any specific cultural differences that may present difficulties for the traveller(s). See FCO website
	
	

	Hotel/accommodation is in a safe location and of acceptable standard for fire, security and hygiene.  
	
	

	Check the fire precautions and evacuation routes on arrival at the accommodation and follow guidelines for emergency procedures. 
	
	

	If unsure of local area, ask local contact for advice.  
	
	

	Arrange to meet acquaintances in public places e.g. lobby or lounge of hotel.
	
	

	Abide by the host organisation’s health and safety policy and be led by the organisation’s host.  
	
	

	Wear suitable footwear and clothing.  
	
	

	Ensure that someone knows of any allergies and what action needs to be taken in the event of an allergic reaction. 
	
	

	Be aware of increased risk from the potential effects of tiredness and adjust work and travel arrangements to provide adequate rest.  Also avoid driving when excessively tired.
	
	



ALL TRAVELLERS ARE REMINDED TO ENSURE THAT THEIR PERSONAL DETAILS (HELD BY THE UNIVERSITY) ARE CORRECT, INCLUDING THOSE OF THEIR NEXT OF KIN



I confirm that I have considered the hazards indicated in the above guidance and acknowledge my responsibility to behave and act in a safe and responsible manner (as a representative of Oxford Brookes University), following these guidelines where they apply.
	Signed:
	Date:



	Authorisation (Line Manager/Supervisor)

	Name
	Signature
	Date

	
	
	



	Notes from post-travel review (in particular, lessons learnt or best practice):
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