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1. 	Introduction
1.1. International travel on University business is away from the University’s direct control and immediate support system.
1.2. It is important that all staff, students, governors and others planning and then travelling abroad on University business are aware of the risks and follow the necessary protocols to mitigate these.
[bookmark: _Toc100556124]2. 	Purpose
2.1 The purpose of the policy is, in accordance with relevant legislation and good practice, to ensure that the health, safety and wellbeing of all staff, governors, students and others who travel internationally on University business is maintained.
3. [bookmark: _Toc100556125]Scope
3.1. This policy applies to all international trips i.e. travel outside of the United Kingdom that is carried out by staff, students, governors or others whilst on University business.
4. [bookmark: _Toc100556126][bookmark: _Toc8988686][bookmark: _Toc15374250][bookmark: _Toc489276090]Policy
4.1 [bookmark: _Toc100556127]Roles & Responsibilities
4.1.1. Authorising Manager
· The person within a University area that has authority to approve / decline proposed international trips eg Head of Department, Assistant Dean / Dean.
· Responsible for ensuring the requirements of this policy including the completion of required documentation are implemented for approved international trips under their authority.
4.1.2. Travel Organiser
· The person responsible for organising the travel aspects of the trip on behalf of the participant(s) and ensuring the requirements of this policy are followed. This includes only using approved suppliers.
· The Travel Organiser may also be an individual or a Team Leader / one of the participants who is travelling.
4.1.3. Team Leader
· The person who, where there is a group of persons travelling, is the member of staff responsible for managing the trip whilst abroad.
· [bookmark: _Toc489276094]The Team Leader may also be the Travel Organiser.
4.1.4. Health and Safety Team
· Supporting all University areas with understanding and compliance with this policy.
· [bookmark: _Toc10014120][bookmark: _Toc10015412][bookmark: _Toc10015482][bookmark: _Toc10015580][bookmark: _Toc10015715][bookmark: _Toc10016165][bookmark: _Toc10026832][bookmark: _Toc10036118][bookmark: _Toc10036137][bookmark: _Toc10102463][bookmark: _Toc10123240][bookmark: _Toc11845337][bookmark: _Toc11846916][bookmark: _Toc11933513][bookmark: _Toc11934531][bookmark: _Toc11936405][bookmark: _Toc11936741][bookmark: _Toc15374251]Auditing University areas to determine compliance with this policy.
4.2 [bookmark: _Toc15374253][bookmark: _Toc100556128]Planning International Travel / Initial Authorisation
4.2.1. An International Travel handbook that provides information on how to comply with this policy is available as a link in Section 7. This handbook is to be used for referencing and following the required aspects of this policy.
4.2.2. All international travel is to be planned sufficiently in advance and documented by the Travel Organiser / Team Leader. This should ideally be 3 months in advance of the date of travel however this may not always be possible. Sufficient time to plan is required to ensure a suitable and sufficient assessment of risk can be undertaken as well as delivering best value from a cost perspective. 
4.2.3. The Travel Organiser / Team Leader is to ensure that initial authorisation for the international trip is only given by the Authorising Manager following a cost / benefit and destination risk analysis. See Section 4.3.
4.2.4. The cost / benefit analysis of the trip will include:
· Understanding what the business case for the trip is, why the trip is necessary and that the outcomes cannot be achieved by other means that do not require international travel.
· Fully understanding and accepting costs associated with the travel and that these are commensurate with the benefits of the trip. Costs to be considered include the travel costs but must also consider possible unintended costs such as medical / vaccination / quarantine costs.
4.2.5. The Authorising Manager / Travel Organiser must, in their planning, also consider implications such as staff resource being away from the University for the duration of the trip. This should also consider the wellbeing of staff after returning from the trip eg recovery time at home.
4.3 [bookmark: _Toc15374254][bookmark: _Toc100556129]Destination Threat Analysis
4.3.1 A fundamental part of travel planning relates to the consideration of risks e.g. security and political threat levels, significant natural hazards and health risks associated with the destination(s). It forms part of the pre-travel risk assessment process and potentially influences the planning and authorisation process. 
4.3.2 The Foreign, Commonwealth & Development Office (FCDO) travel advice for the destination will be consulted.  Where the FCDO assesses the risk to travellers as high, it will advise against all travel or all but essential travel to the area.
4.3.3 In addition to FCDO advice there may be additional UK or Welsh Government restrictions in relation to travelling to certain countries and then returning to the UK. These may include quarantine, self-isolation or medical testing requirements. Where such requirements are in place it is the responsibility of the Travel Organiser and Authorising Manager to understand, accept and comply with such requirements. 
4.3.4 Travel Organisers and Team Leaders must continue to review FCDO advice for every country / region they are travelling to irrespective of the perception of the safety and security of that country up to the point of travel.
4.3.5 For destinations where the FCDO advises against all travel, or all but essential travel, the University’s default position will be not to authorise travel. 
4.3.6 [bookmark: section7]In order to assess these risks the Travel Organiser must ensure they have and maintain up to date information on the travel destination(s). The University’s insurer provides a system by which current travel advice for worldwide destinations is available. Information on how to log into the system is found on the H&S Intranet International Travel page and in the International Travel handbook. See links in Section 7.
4.3.7 In advance of travelling, Travel Organisers / Team Leaders are to  log into this system. This is to be able to receive risk updates on the countries / regions / cities they are travelling to. This is irrespective of the perceived level of risk associated with the country or region being travelled to. 
4.3.8 For destinations where the system identifies the destination country, regions or cities being travelled to have an overall risk designation (or any specific risk categories i.e. Security, Environmental, Infrastructural, Medical or Political) as High or Extreme, the University’s default position will be not to authorise travel.
4.3.9 Where the destination’s overall risk is classified as Moderate or lower information on the city, region or country must be kept under review both prior to departure and during the trip. The International Travel risk assessment must be kept up-to-date to reflect the risk. Where the destination risk designation increases pre-travel Section 4.3.8 may apply and the University may withdraw authorisation to travel.
4.3.10 Any risks associated with LGBTQ+, disabled, vulnerable or lone female travellers must also be considered. Guidance must be sought from the FCDO as well as the University insurer’s travel risk system. Further information is found on the H&S Intranet International Travel page and in the International Travel handbook. See links in Section 7.
4.3.11 The system also provides International Travel training modules to all University staff and students. All University staff and students that travel internationally on University business, whether as an individual, as a Team Leader, or as part of a group must complete the Basic Travel Security Awareness course. 
4.3.12 [bookmark: _Toc15374255]Female travellers are strongly advised to also complete the Female Traveller Security course. Other courses are available and are advised to be completed as deemed relevant. Information on how to log into and access travel training is found on the H&S Intranet International Travel page and in the International Travel handbook. See links in Section 7.
4.4 [bookmark: _Toc100556130][bookmark: _Toc15374260]Booking International Travel
4.4.1 For details of how to book travel see the University Finance pages with additional information provided in the Financial Regulations.
4.5 [bookmark: _Toc100556131]International Travel Notification
4.5.1 Once authorisation to travel has been granted following the cost / benefit and destination threat analysis, the trip must be logged via the online International Travel Notification form. It should be completed as soon as practicable after the itinerary is arranged, travel and accommodation arrangements booked and number of attendees known. A link to this form can be found on the H&S Intranet International Travel page, the International Travel handbook and directly via the link in Section 7.
4.5.2 The database that holds the records of all logged historic / upcoming international trips is held by the Health and Safety Department. Access to this information will be provided to relevant stakeholders for interrogation.
4.6 [bookmark: _Toc100556132]Travel Insurance
4.6.1 The University provides travel insurance to all staff and students travelling internationally on University business provided a suitable and sufficient International Travel Risk Assessment is in place. 
4.6.2 If activities unrelated to University business are being undertaken during participant free time, or if participants wish to extend their travel beyond University-related business, they will need to arrange Personal Travel Insurance. 
4.6.3 Further information on University Travel Insurance as well as a link to the University travel cover is provided on the H&S Intranet International Travel page and in the International Travel handbook. See links in Section 7.
4.7 [bookmark: _Toc8988691][bookmark: _Toc15374256][bookmark: _Toc100556133]Participant Requirements
4.7.1 Travel Organisers / Team Leaders must ensure the following participant requirements have been addressed:
· Vaccinations / Medication
· Participant Health / Emergency Contact Form
· Passports / Visas
4.7.2 [bookmark: _Toc15374257]Further information on participant requirements is found on the H&S Intranet International Travel page and in the International Travel handbook. See links in Section 7.
4.8 [bookmark: _Toc100556134]International Travel Risk Assessment
4.8.1 An International Travel Risk Assessment must be in place for all international trips as this is a pre-requisite for insurance to be in place. 
4.8.2 Further information on the International Travel risk assessment is found on the H&S Intranet International Travel page and in the International Travel handbook. See links in Section 7.
4.9 [bookmark: _Toc15374259][bookmark: _Toc100556135]Provision of Information to Participants
4.9.1 Awareness amongst all of the participants of the significant findings of the International Travel Risk Assessment is required as well as basic travel advice provided in the International Travel handbook. Further information on the provision of information to participants is found on the H&S Intranet International Travel page and in the International Travel handbook. See links in Section 7.
4.9.2 All staff and students travelling internationally are to have completed at the requisite travel training modules detailed in 4.3.11 – 4.3.12. above.
4.10 [bookmark: _Toc15374261][bookmark: _Toc100556136]Record Keeping
4.10.1 Completed copies of the following must be retained within the Travel Organiser / Team Leader University area:
· International Travel Checklist
· International Travel Risk assessment. 

4.10.2 Completed copies of the participant medical / emergency contact forms will be automatically emailed to the Team Leader for review in advance of travel. These forms are also available for review electronically in the event of an emergency. 
4.10.3 The traveller and / or Team Leader whilst abroad are to have readily available hard or electronic copies of the following documents in the event of an emergency: 
· Completed International Trip Risk Assessment
· Insurance Cover Summary document which includes Emergency Contact numbers
4.11 [bookmark: _Toc15374262][bookmark: _Toc100556137]Dealing with Risks / Emergencies whilst abroad
4.11.1 Whilst abroad, the risk variables of the trip may change and travellers may need to respond to unplanned events. The safety of all participants is of the utmost importance and consideration to this will be prioritised ahead of the reason for the trip.
4.11.2 Travellers / Team Leaders are responsible for keeping themselves up to date with local risks through the use of local media, contacts within the country as well as resources such as the FCDO and the University’s insurer system detailed in 4.3.6. above.
4.11.3 In all such instances, the traveller / Team Leader or other participants are to contact the University’s insurers’ single point of contact for emergencies. Contact details for the emergency response is to be taken on the international trip. These details are also  provided on the H&S Intranet International Travel page and in the International Travel handbook. See links in Section 7.
4.11.4 Once the Emergency response has been instigated, and their advice followed, Team Leader / travellers are to notify their Authorising Manager (or alternative contact within their University area) as soon as possible.
4.11.5 The Authorising Manager or alternative contact will escalate awareness of the emergency situation as soon as possible to line management. The University’s Incident Management Plan will then be implemented. See link in Section 7.
4.11.6 If the Incident Management Plan has been implemented, then the Incident Management Team will remain in place until the emergency has been concluded.  
5. [bookmark: _Toc100556138]Monitoring
5.1. The University will monitor compliance with the policy through audit processes carried out by the Health and Safety team.
6. [bookmark: _Toc100556139]Misuse of Policy
6.1. The University recognises its health and safety responsibilities.  Breaches by those with defined health and safety responsibilities within this policy may be dealt with under the University’s disciplinary policies and procedures. Where criminality is detected the University will take relevant and appropriate action.
[bookmark: _7.__Links][bookmark: _Toc100556140]7. 	Links to other policies / procedures
· International Travel Intranet site
· International Travel Handbook
· International Travel Notification form
· Travel Insurance Cover details
· Participant  Health / Emergency Contact Form
· International Travel Risk Assessment template
· Incident Management Plan
· Finance information for International Travel
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