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Generic risk assessment and checklist for overseas
travel to low risk destinations

This checklist forms a generic risk assessment for travel to low risk destinations – see Safety Code of Practice 38 Appendix 1 Overseas Travel Risk Profiling Tool for definitions of what constitutes low, medium and high risk travel. 
This travel checklist should be read in conjunction with CoP 38 Overseas Travel, which sets out University of Reading procedures for planning and undertaking overseas travel. 
Travellers do not need to undertake a further written assessment for low risk destinations, provided they comply with the controls identified in this generic assessment, and follow the guidance set out in the Code of Practice and in any local School/Service procedures.
It is not mandatory that this form is completed, but it has been designed to enable travellers to do so if it helps them to plan their travel. IT IS MANDATORY that the controls are followed, where relevant.  

Travellers must ensure that the precautions identified are adequate for the country to be visited. 

This checklist only addresses travel aspects of working overseas. Any hazards and risks associated with the work activities must be subject to a separate risk assessment. 




OVERSEAS TRAVEL CHECKLIST FOR:

	 Name(s) of Traveller:
	

	
	

	Travel to (country/location):
	

	
	

	Purpose of visit
	

	
	

	Department/School 
	

	
	
	
	

	Dates from:
	
	To:
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Travel checklist for low risk overseas travel
	
	THREAT & CONTROLS
	CONTROLS IN PLACE

	1) 
	
	Yes
	No
	N/A

	1. 
	Personal safety and security (risk from crime, political instability etc)

	
	· GOV.UK web site checked and this confirms low risk to personal safety and security. Follow GOV.UK advice regarding no go areas, carrying valuables, use of approved taxi companies etc.
	
	
	

	
	· AIG contacted for more information if required. Obtain advice from local contacts if necessary.
	
	
	

	2. 
	Lack of travel insurance/documents, legal requirements for entry not met – risk of being stranded, lost tickets, no help available, entry to country delayed or refused. 

	
	· Travel documents ordered/received.
	
	
	

	
	· Passport checked as valid (with up to 6 months validity left if required). 
	
	
	

	
	· Traveller has a copy of/details of passport with them in an alternative location to their passport e.g. in hold luggage, in hotel safe, or stored on-line (University email account, safe on-line data storage).
	
	
	

	
	· University School/Service has travel plans, contact details/ passport details etc stored in a secure location.
	
	
	

	
	· Visa requirements checked and visa obtained if necessary.
	
	
	

	
	· Work permit requirements checked and permit obtained if necessary.
	
	
	

	
	· Letter of invitation available if required.
	
	
	

	
	· Traveller is able to contact the travel agent in case travel arrangements need to be changed.
	
	
	

	
	· Traveller can readily obtain contact details for Embassy/High Commission/ Consulate in country to arrange replacement passport or other assistance if required.
	
	
	

	
	· If relevant, import/export and HAZMAT regulations for the carriage and use of restricted or dangerous goods, samples, equipment etc. are checked and complied with. Traveller understands which items are prohibited (e.g. food products, drugs) and will comply with requirements. 
	
	
	

	3. 
	Lack of insurance cover for work overseas/on customer premises. Individual or University directly liable for claims of damage, negligence; injury. Staff unable to claim for damage/injury in the event of an incident.

	
	· University travel and other insurance policies provide an acceptable level of cover.  
	
	
	

	
	· Any additional insurance requirements are understood and are addressed in work programme and costs.
	
	
	

	4. 
	Risk of accident/injury/illness/ poor health requiring medical help.

	
	· Traveller is generally fit and health, no significant pre-existing medical conditions that could lead to illness while overseas. 
	
	
	

	
	· Health surveillance (through Occupational Health for staff) has been obtained where the traveller knows that they have a significant pre-existing medical condition. 
	
	
	

	
	· Health surveillance for regular travellers is available (from Occupational Health for staff) and has been obtained if required/appropriate.
	
	
	

	
	· If a long term stay in country is planned, acceptable medical insurance cover is obtained.
	
	
	

	
	· Traveller is equipped with AIG Lifeline travel assistance card with emergency numbers and AIG policy number. 
	
	
	

	
	· Any costs for treatment can be met by the traveller or covered by AIG. Need for payment in advance will not delay emergency treatment if required.
	
	
	

	
	· Vaccinations/medication (e.g. anti-malarial) can be obtained on an appropriate timescale from the University Medical Practice (for registered patients), GP or any other travel clinic. 
	
	
	

	
	· Medical standards and provision of emergency assistance in country is acceptable. Traveller is aware of how to access services.
	
	
	

	
	· Country is not regarded as high risk for disease, epidemics etc.
	
	
	

	
	· Traveller has a European Health Insurance Card if appropriate. 
	
	
	

	
	· Adequate supply of any essential prescription medication is carried, if necessary with a doctor’s letter justifying quantities carried.
	
	
	

	5. 
	Accommodation (hotel and place of work) not safe – risk of fire, attack etc.

	
	· Hotel/accommodation is in safe location, of acceptable standard for fire, security and hygiene.  Traveller checks the fire precautions and evacuation routes on arrival.
	
	
	

	
	· If there are concerns about the location of your room e.g. on a ground floor, request an alternative or transfer hotel.
	
	
	

	
	· Office/institution is in safe location.
	
	
	

	6. 
	Emergency communications – loss of communications between traveller and UK, resulting in inability to obtain/provide assistance if required.

	
	· School/Service has a system for obtaining/ keeping secure travel plans and contact details of travellers and being able to access them out of hours if required (and a copy retained at home if appropriate).
	
	
	

	
	· Travel plans and contact details are copied to the Insurance Office via on-line overseas travel form.
	
	
	

	
	· Partner/family has contact information for the University in an emergency (department contact or University Security).
	
	
	

	
	· Traveller will be able to contact a) School/ Service management or b) University Security by phone or email if they need assistance while overseas.
	
	
	

	
	· Mobile phone roaming set up (if appropriate). 
	
	
	

	
	· Emergency telephone numbers (and email addresses) put into mobile phone.
	
	
	

	
	· If appropriate, laptop is enabled for internet communications and email overseas.
	
	
	

	
	· Outlook calendar updated with travel dates, itinerary and contact numbers.
	
	
	

	
	· If a communications plan is appropriate, ensure it is in place and is adhered to – failure to make contact with University or contacts in country on agreed timetable will trigger emergency response.  
	
	
	

	7. 
	Transport – Risk that road, aviation or marine safety standards are inadequate/unacceptable. Risk that legal requirements are not met (insurance, international car drivers licence, suitability of vehicle for passenger/goods transportation etc.)

	
	· Availability and standards of transportation are acceptable (equivalent to UK), and are understood by the traveller. Unsafe means of transport will not be used. 
	
	
	

	
	· Traveller has appropriate documentation e.g. valid driving licence, international driver’s licence if required.
	
	
	

	
	· If required, car insurance (Collision Damage Waiver, Third Party Insurance) is available that provides acceptable insurance cover.
	
	
	

	
	· Any travel costs associated with travel in-country, insurance costs etc. can be met.
	
	
	

	8. 
	Laws and culture - Risk of breaching local laws, arrest (e.g. health, safety, environmental, etc.). Local standards do not provide an acceptable level of safety for staff, or adequate protection for the environment. Social structures – offence to hosts or to general population. 
	
	

	
	· Understood sufficiently. H&S&E standards checked as comparable to the UK, or any additional requirements are understood and addressed.
	
	
	

	
	· Cultural norms are understood and can be accommodated.
	
	
	

	
	· Care will be taken when taking photographs, videos or using binoculars. Such activities may be misunderstood, especially near military installations.
	
	
	

	9. 
	Lack of money (due to theft/unforeseen travel disruption etc)

	
	· Make advance travel claim for expenses if appropriate.
	
	
	

	
	· Obtain local currency sufficient for duration of stay and some reserve. Consider travellers’ cheques or other emergency currency e.g. dollars. 
	
	
	

	
	· Make a note of credit/cash card numbers and related accounts. Keep information separate from the cards themselves. 
	
	
	

	
	· If considered appropriate, give School/ Service or family credit card account details so that emergency cash can be credited to your account.
	
	
	

	
	· Have emergency number for contacting bank/ credit card company and AIG  Lifeline (who can arrange emergency cash transfers).
	
	
	

	
	· Check that credit cards are generally accepted in country and that cash is available via ATMs etc.
	
	
	

	10. 
	Weather (extreme heat, cold, extreme events)

	
	· Traveller is medically fit for adverse weather conditions.
	
	
	

	
	· Conditions unlikely to lead to a medical or other emergency.
	
	
	

	
	· Pack appropriate clothing, footwear, sunscreen etc.
	
	
	

	11. 
	Loss of confidential data – risk of prosecution, reputational damage

	
	· Remove confidential data from laptops, or encrypt it.
	
	
	

	12. 
	On return - lessons learnt are not passed on to other travellers, project supervisors, line managers, Insurance Office or H&SS. Problems could re-occur for other travellers. Excessive tiredness on return to UK due to combination of long working days, travel, jet lag – increased risk of driving accidents.

	
	· Update the risk assessment.
	
	
	

	
	· Feed information into any project debrief and School/Service procedures.
	
	
	

	
	· Contact the Insurance Office and/or H&SS with useful information that could be shared with University colleagues. 
	
	
	

	
	· Report any accidents, incidents or near misses using normal University reporting procedures.
	
	
	

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

	13. 
	Other - specify

	
	· 
	
	
	

	
	· 
	
	
	




Additional actions required to reduce risk:

	
	What
	By Whom
	By When
	Completed Date

	1
	

	
	
	

	2
	

	
	
	

	3
	

	
	
	

	4
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