

APPENDIX 4

Risk Assessment – Overseas Travel
	Name of assessor
	

	School/Department
	

	Signature of traveller
	

	Signature of Director Date
	Travel is authorised in line with risk mitigation measures. Insurance authorisation and Exception to Expenses confirmation (where
appropriate) are attached.


	Destination, details and purpose of trip
	
	

	Date of departure
	
	Date of return
	

	Name(s) of person(s) on trip
	
	



	
	Detail arrangements in place to reduce the risk

	Have you travelled to this country before?
	Yes/No Please delete as appropriate

	Please specify if you have extensive knowledge of the country you are visiting
(gained from residence, citizenship or work experience there).
	

	What are the current risks identified by the Foreign & Commonwealth Office? (FCO)
(check their website for bullet point summary)
	

	Does the planned destination require
vaccination and/or anti-malarial medication?
	

	Do you require Occupational Health
screening and fitness assessment to travel?
	

	Are you travelling alone?
	

	What arrangements for communication are in place?
	

	What information and training have you received?
	

	What emergency arrangements are in place?
(e.g., for sudden illness, injury, are there good medical facilities)
	

	What insurance arrangements are in place?
(emergency repatriation arrangements for severe ill health, natural disaster, terrorism)
	

	What is the hotel accommodation type and
location? (e.g., security, meals, access to medical
	


	assistance)
	

	What is the total journey time out and back? What is the time zone difference? Is the employee a regular traveller? Consider fatigue, recovery time, nature of work and responsibilities at destination and on return. Are there exceptional circumstances that may indicate that a cabin facility other than the best value for money option should be considered? Exceptional circumstances that could merit a consideration include (not exclusively):
· Frequent long haul business travel in the preceding three months
· Requirement to be in the location for a very short period of time
· Continuous in-air flight above nine hours.
	

	What surface transport arrangements are in place?
(from airports/stations/between accommodation or venues)
	


	Hazard
	Associated
problems and consideration
	Mark if relevant
	Probability
High/Med/Low
	Measures to reduce risks
(refer to guidance notes)

	Accommodation
	Control of entry to hotel room security, English speaking, access to medical assistance,
suitable meal provision
	
	
	

	Air travel
	Prolonged immobility, prolonged wakefulness, changes in time zone, fatigue from multiple
journeys
	
	
	

	Climatic extremes
	Extreme heat/cold, snow blindness, dry/desert region, high humidity, monsoon/storms, oxygen deficiency
/rarefied air, tides/water conditions, sunburn/sunstroke
	
	
	

	Natural disasters
	Typhoon, tornado, tsunami, avalanche earthquake, flood
	
	
	

	Contact - with animals
	Allergies, asthma, dermatitis, rabies, stings, bird flu, bites
	
	
	

	Contact - with insects
	Bites/stings, Lyme’s disease, malaria, yellow fever
	
	
	

	Contact - with reptiles
	Availability of antidotes/medical back- up, remoteness of work
	
	
	


	
	site, shock
	
	
	

	Contaminated food
	Allergies, dysentery/diarrhoea
severe stomach upset, Hepatitis A
	
	
	

	Contaminated water
and drinking water
	Dysentery/diarrhoea, legionella, leptospirosis, polio, cholera, typhoid, levels of arsenic etc. in water
	
	
	

	Crime
	Street crime, local
scams, theft, hotel room security
	
	
	

	Electricity
	Compatibility of equipment, voltage,
safety standards, power cuts
	
	
	

	Emergencies
	Medical emergencies, accident, fire, police, capabilities, FCO advice. Contact numbers for Control Risks and Global Security Centre are
contained on the Travel Cover Summary.
	
	
	

	Fatigue/Jet Lag
	Regular traveller, overall journey times, nature of work at the
destination.
	
	
	

	Local culture
	Customs, dress, religion, behaviour
	
	
	

	Excavations, confined spaces,
tunnelling
	Permits to work, safe systems, risk appreciation
	
	
	

	Hazardous substances/ chemicals
	Available antidotes, transport requirements, spillage
	
	
	

	Legal differences
	Local laws, codes
/guidance
	
	
	

	Needles/ sexual contact
	HIV, Hepatitis B
	
	
	

	Terrorism/ civil unrest
	Security alerts, bombings, riots abduction/ kidnapping, shootings, political demonstrations.
Contact numbers for Control Risks and Global Security Centre
are contained on the Travel Cover Summary.
	
	
	

	Surface transportation
	Airport collection, competent drivers, hazardous terrain, roadworthiness of
	
	
	


	
	vehicles, safety belts, suitability of transport, insurance
	
	
	

	Stress
	Accommodation problems, civil unrest, crime, vandalism and violence, extremes of heat/cold, fatigue, language/ communication problems, lack of support (especially family/peers), loads/ expectations,
excessive loneliness
	
	
	


Monitoring and review (to be completed on return to the UK)
	Were the anticipated hazards encountered?
	

	Were adequate precautions adopted to counter risks (were there times when you
felt at risk)?
	

	What changes are needed to further improve safety for future overseas travel to
this location?
	


Risk Assessment Guidance
	Hazard
	Associated problems
	Recommendations

	Accommodation
	Personal security, language issues, poor access to medical assistance, unavailability of suitable meal provision close to
or in the accommodation
	Book accommodation that features entry control, which has access to English speakers and access to medical assistance and provides suitable meals for guests.

	Air travel
	Prolonged immobility, prolonged wakefulness, changes in time
zone, fatigue from multiple journeys
	Refer to Appendix 2.

	Climatic extremes
	Extreme heat or cold, snow blindness, dry/desert region, high humidity, monsoon/storms, sunburn/sunstroke, oxygen deficiency/rarefied air, tides/water conditions
	· Be aware of the weather forecasts for the dates of your trip and pack appropriate clothing
· Use high-factor sunscreen and carry a bottle of water in hot conditions
· Avoid strenuous activity during the hottest part of the day
· Ensure you have good quality wet-weather gear and obtain tide tables
· Protect feet and hands against wet/cold conditions

	Natural disasters
	Flood, typhoon, tornado, tsunami, avalanche, earthquake
	· Ask your hotel reception for emergency procedures
· Make a note of the contact details for the local British High Commission/Embassy
· Ensure that your office and emergency contact person have copies of your itinerary and passport/ visa
· Sign up to LOCATE on the FCO website – www.fco.gov.uk

	Contact with animals
	Allergies, asthma, bird flu, bites, dermatitis, rabies, stings
	· Do not approach animals, even if they appear domesticated
· Avoid markets where live animals and poultry are sold
· Be aware of hotel medical provision and check the International SOS medical guidelines for the country you are travelling to (see ‘Emergencies’)

	Contact with insects
	Bites/stings, Lyme’s disease, malaria, yellow fever
	· Ensure that you have the required inoculations before travelling and tetanus and polio are up-to-date
· Consult your GP for malaria advice. Use insect repellents safely
· Be aware of hotel medical provision and check the International SOS medical guidelines for the country you are travelling to (see ‘Emergencies’)

	Contact with reptiles
	Availability of antidotes/medical back-up, remoteness of work site, shock
	· Make yourself aware of local species and the level of threat
· Ensure that work sites have appropriate first-aid provision and evacuation procedures
· Wear appropriate protective clothing
· Be aware of hotel medical provision and check the International SOS medical guidelines for the country you are travelling to (see ‘Emergencies’)

	Contaminated food
	Allergies, hepatitis A, dysentery/diarrhoea, severe stomach upset
	· Eat only recently prepared food that has been thoroughly cooked
· Drink sufficient liquids to prevent dehydration
· Busier restaurants may be safer as they are more likely to serve freshly cooked food
· Be cautious with pork products, fish/seafood and dairy products
· Be cautious of buffets (is the food properly covered & how long has it been standing?)

	Contaminated water and drinking water
	Dysentery/diarrhoea, legionella, leptospirosis, cholera, polio, typhoid, levels of arsenic etc in water
	· Drink bottled water only
· Use bottled water to brush your teeth
· Avoid ice in drinks
· Ensure that you have appropriate protective clothing for standing in water
· Check beaches/rivers for warning signs

	Crime
	Street crime, local scams, theft, hotel room security
	· Be aware of credit card fraud – do not allow waiters/shop assistants to take it out of your sight
· Never resist a mugger
· Do not wear expensive jewellery
· Make yourself aware of any common scams and think about how to react if you are approached


	
	
	· Use the safe in your hotel room and use the security chain while you are in your room
· Ensure you have the numbers required to cancel credit cards and travellers cheques
· Carry a dummy wallet


	Fatigue/jet lag
	Deep vein thrombosis, protracted recovery time at destination and on return impact on work at destination and on return
	For significant time zone changes, try to sleep with the room to move legs and at times that bridge time zone changes. What cabin accommodation would allow sleep? If long journeys without time zone change, try to move around
regularly if legs are immobile in the seating.

	Electricity
	Compatibility of equipment, higher/lower voltage, safety standards, power cuts
	· Check compatibility of all electrical equipment being taken
· Pack sufficient torches, batteries and travel plugs
· If a wall socket looks damaged or there is water damage nearby, DO NOT USE IT

	Emergencies
	Accident, fire, police
	· Familiarise yourself with:
www.fco.gov.uk FCO travel advice for the country you are visiting
Travel security advice aonprotect-travel-assistance-sheet.aspx 

Medical advice and capabilities overseas from insurers www.internationalsos.com 

· Ensure that you have the following numbers: Local Police/Fire/Ambulance, first-aid provision, University insurance contact, local British High Commission
· Sign up to LOCATE on the FCO website – www.fco.gov.uk
· Ensure that your office and emergency contact person have copies of your itinerary and passport/visa
· Ensure you pack enough of any prescribed medication for your trip plus 7 days extra

	Local culture
	Customs, dress, religion, behaviour
	· Ensure that you are aware of and respect local religious restrictions and festivals
· Dress appropriately always
· Be aware of causing offence when taking photographs

	Excavations, confined spaces, tunnelling
	Permits to work, risk appreciation, safe systems
	· Ensure that you have all the required up-to-date permits
· Check all safety procedures and legislation with the organisers in-country
· Be aware of the location of any man-made hazards (mine shafts etc)

	Hazardous substances/chemicals
	Available antidotes, CHIP, spillage, transport requirements
	· Check all safety procedures and legislation with the organisers in-country
· Wear appropriate protective clothing

	Legal differences
	Local codes/guidance, local statute
	· Be aware of any local laws that are different to the UK
· Take a copy of your prescription in your hand luggage (some medications which are legal in the UK are not legal overseas – check with your GP)
· Ensure that you have all the required up-to-date permits

	Needles/sexual
contact
	HIV, Hepatitis B
	- Do not engage in unsafe sexual activities or drug-taking

	Terrorism/civil unrest
	Security alerts, bombings, shootings, abduction/kidnapping, political demonstrations, riots
	· Be fully aware of the current security situation in the cities you are visiting
· Ensure you follow the recommendations for local transport (below)
· Avoid all demonstrations/large gatherings
· Check dates of trip against Public Holidays or days of special recognition
· Avoid American Embassies and hotels next door/nearby

	Surface transportation
	Airport collection, competent drivers, hazardous terrain, roadworthiness of vehicles, seatbelts in vehicles, insurance, suitability of transport
	· Arrange a hotel transfer or reliable local contact to collect you from the airport on arrival
· Use hotel cars or recommended taxi companies
· Request the same driver if possible
· Be aware of road conditions, especially when travelling outside of main cities
· If driving yourself, ensure that you have the correct insurance, licence and permits and are fully aware of local
driving regulations.


	
	
	· Make sure you have adequate fuel for the journey and know where there are suitable filling stations on route.
· If using rickshaws/tuk-tuks/jeepneys choose carefully and always agree a price before getting in
· If using local buses, be wary of the roadworthiness of the vehicle and safeguard your belongings


Information websites


�HYPERLINK "http://www.fitfortravel.nhs.uk/" \h��http://www.fitfortravel.nhs.uk� (a useful site for health risk information) 


�HYPERLINK "http://www.lonelyplanet.com/dest/text.htm%20"��http://www.lonelyplanet.com/dest/text.htm �


Foreign and Commonwealth Office Tel: 020 7008 5000


�HYPERLINK "http://www.fco.gov.uk/" \h��http://www.fco.gov.uk� Health advice for travellers Tel: 020 7008 1500










