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[bookmark: _GoBack]Minimal Risk Activities Checklist– Travel outside of UK

This checklist must be completed by Staff, PGR’s engaged in minimal risk off campus activities outside the UK** E.g. Brief business trips, meetings, seminars or conferences. 

**Unless the FCO advises against ‘all but essential or all travel’ – in which case the Travel against FCO advice procedure applies and the High Risk Fieldwork Form must be completed.

 The objective of completing the checklist before travel is to:
· To identify any hazards specifically to consider FCO security / safety and health information sources to enable appropriate actions to be taken where necessary e.g. vaccinations, security measures 
· Ensure Schools are aware of where their members of staff and PGR’s are in the world
· Enable Schools to contact individuals if necessary and vice versa i.e. in an emergency

Return completed forms to your local School Health and Safety Co-ordinator or other nominated person. Take a copy with you on your trip.

	Lead Traveller’s name:
	School & School Contact 

	
	

	Information required:
	Brief Detail:

	Location/s of activity: 
Country & Region
	

	Vital Advisories: 

FCO advice  - checked Y or N - action required?

TravelHealthPro– checked Y or N - action required?


	



	Purpose of your trip: 
Meeting, conference, seminar etc.
	

	Dates of Travel: 
From and To


	

	Itinerary: 
Include travel via.
	

	Participant/s Contact details
phone, e mail, or other e.g. Skype

Next of Kin / Emergency Contact 
phone, e mail, or other e.g. Skype

	

	Mode of transport: 
Car, plane, train etc. – travel references e.g. Flight No:
	

	Accommodation/ Hotel etc.: 
Address & contact details
	

	Personal:
Personal medical conditions or disability to consider  
	



In the Event of an Emergency see overleaf:

For minor emergencies – make contact with your local School 

For more serious emergencies refer to information below and if possible inform your School 

Insurance Information as at August 2016 
Policy Number: 100003814GPA

AVIVA - Emergency Medical Assistance Number
+44 (0) 1243 621066

Claims Number for all non-medical claims whilst travelling 
+44 (0) 1243 621416

Security Consultants – Political Evacuation, Life Threatening, Hijack, Kidnap and Ransom - RED24 
+44 (0) 207 741 2074

Advice before you travel
+44 (0) 1243 621556

Emergency Cash Advance 
+44 (0) 1243 621566

