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Travel Planning Arrangements Guidance and Risk Assessment Forms  

 

Guidance  

1. Purpose 

1.1 This guidance document is to be read in conjunction with the Travel Policy – including, 
fieldwork , offsite visits and travel in the UK and Overseas. Travellers working on behalf of 
the University, who plan to travel outside U.K, must complete a risk assessment prior to the 
booking and departure.  

1.2 Travel includes any activity carried for the purposes of fieldwork, teaching, research, and 
attendance at conferences, business meetings or other activities while representing the 
University of London (UoL). 

1.3 Risk assessments help with planning and mitigating any risks associated with the travel activity 
by careful examination of what could cause harm and weight up if enough precautions have 
been taken to protect from harm or if more is needed 
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The cost of a passport is the responsibility of the individual and will not be met by the University. The 
University may meet the costs of any other documentation if it is required for the fieldwork. 

A full itinerary of all transport and accommodation must be completed and include addresses, contact 
details and preferably booked via the University’s contracted TMC.  

 

4.2 Threat Analysis  

A threat analysis is fundamental to step that informs the risk assessment. Key to this step is 
ascertaining most current and reliable inform
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4.3.1 Destination:  with poor infrastructure, no medical or emergency support 

4.3.2 Travel to the destination including poor and unsafe rail and/or bus network 

4.3.3 Unsafe accommodation including level of fire and electrical safety 

4.3.4 Threats to personal security including terrorism, kidnapping, high levels of crime or anti-
social behaviour such as drug use and/or prostitution 

4.3.5 Visits to areas subject to political instability, civil unrest or disorder   

4.3.6 Extremes of weather including sunburn, sun stroke, dehydration, hypothermia 

4.3.7 Natural disasters including storms, cyclones, earthquake, landslides, work in water / open 
sea, etc. 

4.3.8 Possible contact with dangerous and/or poisonous wildlife, insects, etc. 

4.3.9 Visits to areas which pose a risk to health due to COVID-19 pandemic, disease, poor 
sanitation and poor hygiene or food contamination 

4.3.10 Visits to environments where there are political or security threats against any individual 
travelling, or against a group they may represent, for example due to religion, race, ethnicity, 
gender¸ sexual orientation or political affiliation 

4.3.11 Research involving the collection or transfer of data regarded as sensitive or likely to attract 
the attention of the security services in the country visited 

4.3.12 Lone working by participants with limited experience of, or familiarity with, the area to be 
visited and or poor command of local languages spoken 

4.3.13 Visits involving physical and environmental hazards such as travel across extreme or 
hazardous terrain, Nature of the activity 

4.3.14 Fitness and competency of all participants 

The risk assessment should identify potential hazards arising from the nature of the activity, the 
environment and location where the activity is taking place, and the individual(s) undertaking the 
activity.   

The risk assessment should identify the control measures that will be taken to avoid, mitigate or 
control the hazards, as well as identifying persons responsible for acting in given timescales.  
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Appendix 1 – Risk Assessment Form  for fieldwork and research travel activity  

Instructions  

Complete all fields providing correct details. If fields are not relevant, note by stating Not 
Applicable. 

Once completed and prior to leaving, provide a copy of the risk assessment to your 
manager/supervisor, Health and Safety team and all staff/students travelling. 

Complete contact details  and general information  
Name/s of k ey contact  for this trip :  
  
Contact details whilst away (include international and area codes):  
Tel:  
 
Mobile:  
 
Email:  
Name of UK emergency contact (ensure this person knows they are the key contact 
whilst you are away):  
 
Tel:  
Mobile:  
Department / Faculty:  
 
Purpose of travel:  
 
 
 
 
Name(s) of person(s) travelling (if applicable)   
Name Emergency Contact  Emergency 

Number  
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List hazards identified and actions implemented to eliminate and/or reduce risk 
levels are as low as practicable  
Hazards (include any identified 
above in 1, 2, 3)  

Risk Mitigation Actions  

1.  
 
 
 

2.  
 
 
 

3.  
 
 
 

4.  
 
 
 

5.  
 
 
 

  
 
 
 

 

List emergency first aid arrangements and/or availability of medical aid, if 
necessary:  
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List contingency plans in the event of interruption to accommodation, plans or 
location of activity:  
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Appendix 2 – Risk Assessment Form  for Worldwide  

International travel proposal and authorisation 

 

Part A: travel request 
 

What to do with this form: 
 
Please complete the form and pass it to your line manager for approval.  

Name 
 

All UoLW travel has to be signed off by D/Operations or D/Finance. Directorate 
GE 
 

 Phone extension   
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4. Please say what the intended outcomes of the visit are: 

[NB: here we need to state the planned impact of the visit, ie what will change? - not a list of what will 
happen, which is at section 6.] 

5. Please list any other UoL Worldwide, UoL or Member Institution staff members that are travelling with 
you (add lines as necessary): 

     

 
 

   

6. Outline itinerary (add lines as necessary): 

Date 
 

Place Activity 

   
   
   
   
   
   

 

7. Budget 

Flights/ Trains  
Hotels  
UK + Local Travel 
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Flexible tickets required?  

Personal travel  (e.g. 
dates of travel, 
destination)  

 

ACCOMMODATION  Please indicate dates, number of nights, name of hotel (if known) 

 

 

 

 

Does FCO recommend against travel?                         If so, refer to COO (attaching mitigation measures 
supplied at A3) 

 

Visa required?      

 

PART C – Approval  
(To be completed by those indicated below) 

I confirm the itinerary is accepted and should be booked 

I have read and acted upon any advice from the FCO/Fit for Travel/Visas 

Total duration of trip (days)   

Number of rest days 

Number of days working on UoL business    

Number of days working for a different employer    

Number of days on leave   

 

Budget paying 
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Appendix 3 – Risk Assessment Form  for Other  travel  

This risk assessment is intended for short stay travel by a single person to low risk destinations. 

Travel request 
 

Please complete the form and pass it to your line manager for approval.  Name 
 

All travel needs to be signed by the department’s senior executive 
officer. 

Department 
 

 Phone extension   
 
 

 Email  @london.ac.uk 

Country or countries to be visited Contact number while travelling 
+44 

 

Dates (from… to…) 
 

1. Reason for travel: 

  
2. Can the visit or parts of it be carried out through electronic means, eg skype, Micro-soft Teams, Zoom 
or other video-conference medium? 

�• Yes     Comments: 

��
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6. Budget 

Flights/ Trains  
Hotels  


	Part A: travel request
	Travel request

