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Section 1: Introduction

1.1 Field Course Aims and Objectives
The purpose of the field course is to understand the nature and structure of planning within
an international context, and to review the operation of the spatial planning system in

another country outside of the UK.

1.2 Attendance
The overseas field course is optional and you will need to register for this module by Friday the
25™ October 2013. If choosing this module you are required to attend all preparatory lectures

and seminars.

Part-time postgraduate students are advised to attend in the second year of their programme if

they wish to take this module; however, this is negotiable on request.

1.3 Assessment
The field course is assessed by means of a group presentation and an individual piece of

work.

1.4 Destinations

The destination and the date of the field course will be confirmed during semester 1.
Destinations in previous years have included Toronto, Barcelona, Brussels, Lille, London,
Belfast and Dublin.

1.5 Personal Information

You are responsible for ensuring that your Programme Administrator is advised of any
changes to your passport information prior to departure and that your personal information,
for example, mobile telephone number and next of kin or emergency contact details, is kept
up to date on the student system, accessible through MyManchester at:

www.mymanchester.ac.uk.

You will be asked to provide some additional information, for example, any dietary, behavioural,
psychological, cultural, religious or other special needs and details of previous field course
experience. If you do not provide this information, your ability to participate in and possibly the

viability of the field course itself may be jeopardized.
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1.6 Personal Travel

Planning will not approve or arrange extensions or early departure.
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Section 2;: Communication

2.1 Preparatory Briefings

Lectures and / or seminars will take place prior to departure and you are required to attend. The
briefings will include information on the academic programme of the field course, administrative
information including travel and accommodation arrangements, advice and information
regarding the cultural and social mores of the destination country and health and safety
briefings.

2.2 Email and Electronic Notice-Boards

Between briefings, it will be necessary to keep you updated with new or developing information.
This may include extremely important information such as, for example, amendments to travel
arrangements. This information will be circulated to your University of Manchester emalil
address and may also be posted on the electronic notice-boards on Planning’s student intranet.

It is therefore vital that you read your email and visit the notice-boards regularly.

2.3  Queries and Concerns

Likewise, you are likely to have questions in between briefing sessions. You will be advised of
the contact details of your academic Field Course Leader for academic queries. Administrative
enquiries can be addressed to the Planning Programme Administrators, Emma Moores and

Caroline Turner at;

Emma Moores Caroline Turner
emma.moores@manchester.ac.uk caroline.turner@manchester.ac.uk
Telephone: 0161 275 6897 Telephone: 0161 275 6890

2.4  During the Field Course

You will be provided with a mobile telephone number which you can call if you are having any
difficulties on the day of departure and in case of any emergency during the field course. It is
essential that you carry a note of this telephone number and of the telephone number and
address of your accommodation at all times during the field course and ideally, you should add

these telephone numbers to the contacts in your mobile telephone.

You should ensure that your current mobile telephone number is correct on the student system.
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This may be used by staff on the day of departure and during the field course in case of any

problems.

2.5 Marketing and Publications

Photographic and / or videographic material taken during the field course may be used by the
School of Environment, Education and Development for promotional purposes. This may
include (but may not be limited to) the School of Environment, Education and Development
website, newsletters, prospectuses etc. You will not be remunerated financially or otherwise
for the use of this material. You will be asked to indicate whether or not you are prepared to
grant permission for this material to be used prior to attending the field course. It is
absolutely acceptable for you to decide not to give permission and there will be no

disadvantage to you if this is your decision.

2.6 Feedback and Complaints Procedure
You will be asked to provide online feedback as part of the course unit evaluation process, as
detailed in your programme handbook. It is important that you provide feedback as changes

may be made to the fieldwork as a result of your comments.

If you have a complaint regarding any aspect of the field course, we would recommend in the
first instance that you discuss your concerns with the Field Course Leader or your programme
administrator. If your concerns are not resolved once you have spoken with staff within the
School, or if you do not wish to discuss your complaint informally, you can find full information

on the process for making a formal complaint at MyManchester.

Complaints should be made as soon as possible and certainly within eight weeks of the
events or actions (or lack of actions) which have prompted the complaint. The University will
not normally consider complaints made after this period, unless there is good reason for the

delay.
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Section 3: Health and Safety

3.1 Occupational Health Declarations

At the beginning of semester 2, you will be asked to complete a Health Needs Self-Assessment
Form. This will enable you to determine whether or not you should contact Student
Occupational Health for further advice. It is your responsibility to contact Student
Occupational Health to discuss any pre-existing medical conditions or health concerns prior to
departure. You will be asked to provide a declaration to indicate that you understand that

responsibility.

You may be asked to attend an appointment with Student Occupational Health, depending on
your medical or health history. If you are unable to, or prefer not to visit Student Occupational
Health, you must obtain written confirmation, in the English language, from your own doctor that
you are fit to travel to the specific destination. The doctor must confirm in this document that
they have seen an itinerary for the field course in order to show that they are aware of the
activities which will be expected of you. If this is not provided, you will not be permitted to

accompany the field course.

If Student Occupational Health does not feel able to issue a “Fit to Travel” certificate, you will
not be permitted to attend the field course. In this instance, you must discuss with your
academic tutor an alternative piece of assessed work in order to satisfy the requirements of the

course unit.

We advise that you carry a written note of your blood group, any prescribed medications and
any health conditions on your person at all times during the field course. It is also strongly

recommended that you have a full dental check-up before departure.

Student Occupational Health provides a Travel Advice Leaflet which you can find in Appendix
1.

3.2 Vaccinations
You are expected to be vaccinated according to the UK vaccination schedule before travelling.
The UK schedule can be viewed at:

http://www.nhs.uk/Planners/vaccinations/Pages/Vaccinationchecklist.aspx
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It is your responsibility to ensure that a record of your vaccination history is available on
request. It is therefore essential that you arrive in Manchester with details of your vaccination
history. If you do not have this when you arrive, you should take steps immediately to obtain it
and not wait until semester 2. Planning will not cover the cost of prescribing vaccinations

included in the UK schedule.

Planning will not allow you to travel with the field course without evidence that you have been
vaccinated appropriately. In this instance, you must discuss with your academic tutor an
alternative piece of assessed work in order to satisfy the requirements of the course unit.

3.3 Risk Assessments

Planning will conduct a full risk assessment for the field course. You will be issued with written
safety information for your field course and you will receive a briefing during the preparatory
lectures. You should ensure that you pay close attention to this information and you will be
asked to provide a declaration that you have fully understood it and will abide by any

instructions.

You should take note of specific briefings given at any of the fieldwork sites or host

organisations visited and exercise caution and vigilance at all times.

You may find it useful to visit the UK Foreign and Commonwealth Office’s Travel Advice web
pages at:

http://www.fco.gov.uk/en/travelling-and-living-overseas/travel-advice-by-country/.

The School recommends that all participants who are British Nationals register with the British
Embassy or Consular Service in the destination country through the UK Foreign and
Commonwealth Office’s LOCATE service at:

http://www.fco.gov.uk/en/travel-and-living-abroad/staying-safe/Locate/

International students are advised to consult their own country’s Foreign Office published

information for details on registering with their Embassy or Consular Service.
3.4 Health Packs and Medication

Health packs or first aid kits will be carried on the field course which contain basic supplies such

as plasters, over-the-counter painkillers, anti-histamines, diarrhoea relief and insect repellent.
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However, this is as a precaution only; you are expected to purchase and bring with you your

own pharmacy supplies, insect repellent and sun protection, where appropriate.

You are responsible for obtaining extra supplies of any prescribed medications from your doctor
and ensuring that you bring them to the field course. Medication should not be carried in just
one piece of luggage in case of loss, theft or baggage delays. You should keep note of the
generic name of your medication and not just the trade names in case you need to replace
them during the field course. All medications should be in the original, correctly labelled
packaging and where possible, the prescription should also be carried. You should check
before departure that the prescribed medication you are travelling with is legal in the country

you are visiting.

3.5 Business Travel Insurance

All students travelling on a field course are covered by the University’'s Business Travel
Insurance. The insurance policy provides free emergency assistance and advice, together with
insurance cover for emergency medical and repatriation expenses, search and rescue
expenses, loss of personal belongings and money, cancellation and curtailment costs, personal
liability, rental vehicle excesses, legal expenses and emergency evacuation expenses. The
medical expenses cover provided is not full health insurance; it only covers emergency
treatment and associated expenses. Routine, preventative or other elective treatments are not

covered.

PLEASE BE AWARE that if you fail to disclose pre-existing medical or health conditions (see

section 3.1), you will invalidate your cover under the University’s Business Travel Insurance.

For destinations within the European Union, you should obtain a European Health Insurance

Card, available by applying online at http://www.ehic.uk.com/apply.html. You must have either

a National Insurance Number or NHS reference number (assigned when registering with a

NHS doctor) in order to apply.

If you wish to make a claim for the loss or theft of a personal item, you should in the first
instance advise a member of staff during the field course. A police report must be made or the

claim will not be accepted.

We strongly recommend that you use a money belt or secure inside pocket to carry your cash
and debit or credit cards and that you do not carry all of your cards with you but leave one in a

secure location, for example, a hotel safe.
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Appendix 2 contains a University of Manchester Business Travel Insurance Information Leaflet,

including the policy number and full benefit details.

If you prefer to make your own travel insurance arrangements, you must provide the University

with details of the insurance provider, policy number and cover provided.

3.6 Conduct

The School requires all students to adhere to the Fieldwork Code of Conduct (Appendix 3) and
you will be asked to provide a declaration to state that you have read, understood and will
adhere to the Code of Conduct.

3.7 Personal Time

There will be periods of time during each field course where fieldwork activities are not being
undertaken and you will be free to participate in social or rest activities. These periods will be
clearly defined prior to departure. The University’s Business Travel Insurance will continue to
cover you during these periods; however, if you intend to participate in any activities which are
excluded in the terms of the insurance policy, you must ensure that you have arranged your

own complementary insurance.

You must ensure that you have with you at all times the emergency staff field course mobile
telephone number and the contact details and address of your accommodation. You must
ensure that field course staff are always aware of your location and intended time of return to

the group.

3.8 Health and Safety Declarations
You will be asked to complete an online form to indicate that you:
e have read, understood and will conform to the Fieldwork Code of Conduct and
University Regulation XVII “Conduct and Discipline of Students”,
e understand it is your responsibility to contact Student Occupational Health to advise
them of any pre-existing health or medical issue prior to the field course,
¢ have declared to the University any information relevant to your capability to

participate in the field course activities (including previous field course experience),

! This information may include: mobility, behaviour, psychological needs, medical conditions, dietary
requirements and cultural or religious requirements.
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¢ have received a health and safety briefing and fully understand your responsibility to
yourself and your colleagues to adhere to the advice you have been given,

¢ have been briefed fully on the programme of the field course, including any down
time, and understand your responsibility to ensure field course staff are always aware
of your whereabouts and planned time of return to the group,

e confirm that the personal information stored on the student system is correctly
spelled and accurate, including your full name, permanent home address,
Manchester address, mobile ‘phone number and your emergency contact person’s
name, relationship to you and ‘phone number and understand your responsibility to
ensure the student system is updated with any changes to your personal information

which occur prior to departure.
You should be aware that if you fail to provide the declarations above or the information

which is requested from you, your ability to participate in and possibly the viability of the field

course itself may be jeopardized.
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Section 4: Travel and Transport

4.1  Airport/ Port Transfers

Planning will always arrange for transfers from the point of entry to the destination country, to
accommodation venues. However, transport from the University to the UK airport or port may or
may not be provided, depending on the necessary time of travel and / or the location of the

airport or port. You will be advised of arrangements prior to departure.

4.2  Method of Transport
The method of transport to the destination country is usually air or rail. Field courses
commence and end in Manchester and you are expected to travel with the group both on the

outward and return journeys.

4.3 In-Country Transport

Travel during the field course will, in the majority of cases, be undertaken on public transport
systems. You will be expected to cover this cost by purchasing the appropriate tickets. This
expenditure is taken into account when calculating the School’s financial contribution to the cost

of the field course.

Where the field course involves travel between cities or countries, Planning will arrange and

cover the cost of the transportation.

4.4 Travel Documents (Passports & Entry Visas)

You should ensure that you arrive in Manchester for your second year of study with your
passport and, for international students who require one, a UK visa. Many destinations will
require that passports and visas are valid for a full 6 months after the date of return from an
overseas trip. You should ensure that your passport and UK visa have the appropriate validity.
If you need to renew or extend your passport or visa, please do so immediately; DO NOT WAIT
until semester 2. Airlines require advance notification of passport and visa information and we
will therefore request this information from you well in advance of departure. If you have not
renewed your passport and / or visa at the earliest opportunity, you may be unable to

participate in the field course.

For advice on UK visa extensions or renewals, you should contact the International Students’

Advice Team in the Student Services Centre. They can be emailed at iat@manchester.ac.uk
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or telephoned on 0161 275 5000 (option 1). School administrative and academic staff are not

gualified to provide guidance on UK visas or immigration issues.

If you are an international student and you require an entry visa for the Schengen Treaty zone,
you will be provided with the guidance and documentation you need to make your application.
You will be asked to make an appointment with the appropriate diplomatic mission. You will be
required to cover the cost of the visa fee and any transport costs associated with making your
application.

It is very important that you read the instructions for completing the visa application form very
carefully. A rejected application could mean that you cannot attend the field course. No
consideration will be made to your performance on the programme as a result of failure to
attend the field course because of a late or incorrect application. Particular care should be
taken when obtaining passport photos. Guidelines on restrictions regarding passport photos

are to be found in Appendix 4.

You should note that the processing time may vary according to your nationality and
destination, and that Planning has no control whatsoever over the processing time of a visa

application.

PLEASE BE AWARE that the University has absolutely no control over the decision-making
process of any international diplomatic mission. If you are declined an entry visa for any
destination for any reason whatsoever, the University cannot accept any responsibility for your
inability to attend the field course. The School establishes to the best of its ability the
requirements for a visa application in advance of the application process; however diplomatic
missions may not highlight specific regulations or requirements until an application is made.

Your financial contribution will not be refunded due to an unsuccessful visa application.

You MUST NOT carry your original passport and visa(s) with you during the field course as loss
or theft of travel documents can prove very problematic. Passports and visas should be locked

securely away wherever possible and copies carried at all times.
4.5 Luggage

You are responsible for ensuring that the size, weight and contents of your luggage conforms to

the transport provider (for example airline)’s regulations. You are strongly advised to visit the
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transport provider's website and that of the UK departure port, to ensure that you are aware of

any restrictions.

You should be aware that you must be able to carry your own luggage.

Luggage tags may sometimes be provided by the agent through whom the School has booked
the field course; however, this is not always the case. We recommend that you ensure your
luggage is labelled with your name, destination address and home address in the UK in case of
loss and to ensure that you can indentify it easily in the collection hall.

It is possible that students will be asked to carry some additional items with them from
Manchester to the destination country and perhaps during the field course. These may include
medical packs and / or University of Manchester promotional items to be presented to speakers
and guides from private or legislative organisations.

4.6 Accommodation
You will be expected to share rooms during field courses. You may state any preferences for
room-mates prior to departure but Planning cannot guarantee that requests can always be

satisfied.

If you require ground-floor rooms for any reason, you should inform field course staff as soon

as possible.
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Section 5: Finance and Expenses

5.1 Fieldcourse Costs
The School of Environment, Education and Development makes a significant financial
contribution to the cost of the field course. You are also expected to contribute financially and

you will be informed of the required contribution in semester 1.

The student financial contribution is non-refundable. If you are unable to attend the field course
for health or medical reasons, you should provide written evidence from your doctor that you
are not fit to travel and a claim will be submitted to the University’s Business Travel Insurance
provider on your behalf. The financial contribution may be refunded to you in whole or in part

depending on the outcome of the insurance claim.

The University is insured against cancellation or curtailment of a field course due to
circumstances outside our control. Financial contributions will be refunded to you where
cancellation is unavoidable due to the insolvency of a supplier of travel or accommodation. Any
costs associated with repatriating participants in a field course as result of insolvency will be
covered by the University.

5.2  Method of Payment

Payment for the field course should be made by debit or credit card using the University’s
online store. You will be advised of the URL for the store and the deadline for payment.
Cheques and / or cash will only be accepted in extraordinary circumstances where payment via
the online store is not possible and this payment must be made by prior arrangement with the

School through the University’s Income Office.

Payment will be required prior to departure. Instalment plans can be arranged on application.
You should note that an outstanding field course debt to the University can prevent your access
to University systems, including your ability to view examination results and ultimately,

graduation from the programme.

5.3 In-Country Expenses

Accommodation will be on a bed and breakfast basis as a minimum. Some lunches and
dinners may also be provided and this will be made clear in pre-departure briefings. However,
you should travel prepared to cover the cost of your own food and drink and personal expenses

such as personal toiletries.
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Some first-aid supplies will be carried in case of emergencies; however, you are expected to
carry your own basic supplies, including over-the-counter medications, insect repellents and

sun protection.

Some guidance will be provided prior to departure regarding the cost of products and services

in comparison to the UK.
5.4 Currency
You are expected to make your own arrangements to ensure that you have sufficient funds in

the correct currency (usually euros) for the duration of the field course.

If you intend to use a debit or credit card, make sure that you know your personal identification

number (PIN) and check the expiry date of the card(s) before you leave.
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Section 6: Incident and Emergency Plan

6.1 Supervision
You can expect that the field course leadership team will, as a minimum:
e be fully conversant with and trained in the use of all field course equipment,
e Dbe fully aware of required health and safety protocols relevant to the activities of the
field course, including incident and emergency response,
e have an appropriate academic profile for the content of the field course,

¢ include staff with previous experience of supervising overseas fieldwork.

In the event that the Field Course Leader is unable to fulfil their function, the field course will be

restructured or curtailed.

6.2 Cancellation

6.2.1 Withdrawal by Student

Should you withdraw from the field course for any reason, there will be no refund of any
financial contribution you have made. Where your financial contribution is still outstanding
and the School is unable to cancel your booking without financial penalty, you will continue

to be liable for payment.

Should you be forced to withdraw due to ill-health or medical reasons, you should follow the
mitigating circumstances process outlined in your programme handbook. You must provide
evidence from your doctor to confirm your inability to travel. The School will submit a
business travel insurance claim. Your financial contribution may be refunded in whole or in

part if the insurance claim is successful.

6.2.2 Flight Delay or Cancellation by Airline

Should flights be delayed or cancelled by the airline prior to or at the point of departure, the
Field Course Leader will conduct a threat analysis. On the basis of the threat analysis, the
Field Course Leader will decide whether or not the field course should proceed. The decision
to proceed with or cancel the field course will then be approved by the Head of School or the

Head of School Administration.
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6.2.3 Changes to UK Foreign and Commonwealth Policy (FCO) Travel Advice
The travel advice issued by the FCO will be monitored on a regular basis by the Senior
Programmes Administrator (Fieldwork and Special Projects) up to the date of departure.
Should the FCO advice change to advise against travel to a destination country, the field

course will be cancelled.

If the FCO advice changes to advise against travel to a specific area of the destination
country and the field course itinerary includes a visit to this area, the Field Course Leader
will consider whether or not it is academically and logistically viable to go ahead with the
field course.

The decision to proceed with or cancel the field course in these circumstances will then be
approved by the Head of School or the Head of School Administration.

6.2.4 Acute Health, Safety and Security Incidents

Acute health, safety and security incidents may include the following:
e act of terrorism,
e political instability,
e patural disaster,

¢ endemic or epidemic disease.

Should an acute incident occur within seven days of the date of departure, approval to
proceed with the field course will be sought from either the Head of School or the Head of
School Administration.

6.2.4 lll-Health of Staff

The definition of “staff” in this context includes University employees and any individuals
contracted by the University to support the field course, including contracted PGR students,
PGR student Graduate Teaching Assistants (GTAs) and tour operator staff specifically

contracted to escort group during all visits.

Should the ill-health of a staff member immediately prior to departure result in the staff to
student ratio falling below 1:10, the Field Course Leader will conduct a threat analysis.
Based on the threat analysis, the Field Course Leader will decide whether or not the field
course should proceed. The decision to proceed with or cancel fieldwork in these

circumstances will be approved by the Head of School or the Head of School Administration.
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6.2.5 Inthe Event of Cancellation

You should be assured that the School will only take the decision to cancel a field course if it
is in the best interests of your academic performance and personal health and safety. The
School will make every effort to re-schedule the field course but it should be made absolutely

clear that this is dependent on logistical and financial considerations.

The School will ensure that you receive regular communications regarding the situation and

the School’s decision.

Where the field course is rescheduled, you will be expected to attend the new dates where
they take place during the teaching calendar. If you are unable to attend, your circumstances

will be considered on an individual basis.

Where the field course includes an assessed component and the field course cannot be
rescheduled, the School will communicate alternative arrangements for assessment to you

at the earliest opportunity.

No decision will be made on any refund of your financial contribution until such time as the

School has determined whether or not it is viable to reschedule the field course.

The Field Course Leader will ensure that you are able to reach your home or the University
campus safely if a decision to cancel is made after you have already assembled on campus

or at the departure airport.

Food and drink expenses claims will not be paid unless there was an expectation of full-
board provision during the field course and you have been held at the airport or on campus

for longer than three hours.

6.3 Emergency Incident Management
The most comprehensive risk assessment and contingency planning cannot eliminate the
possibility of an accident, incident or emergency occurring during fieldwork. An emergency
incident is defined as:

e an accident leading to a fatality or serious injury,

e serious illness,

e Mmissing person,
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civil unrest, natural disaster or extreme weather posing serious risk to participants,
personal assault of a staff member or student participant,

any situation with media involvement.

The School has formulated a procedure in the unlikely event that an incident or emergency

arises. The procedure is intended to allow staff to follow a course of action covering the main

priorities at times of stress. All staff leading or assisting with fieldwork are familiar with

emergency procedures to be followed in the event of an emergency incident.

The Field Course Leader and other field course must have the following emergency contact

information to hand at all times:

School emergency contact telephone numbers

University Security emergency contact telephone numbers
list of all participants

copy of the risk assessment

complete details of the itinerary

copy of the University Accident Report Form

copy of the University Incident / Near-Miss Report Form

In the event of an emergency incident, the Field Course Leader or other supervisory member

of staff should:

assess the situation,
protect the group from further injury or danger,
give first aid and / or call emergency rescue services and / or Police as appropriate,
give the following information to the emergency services:

¢ name of staff member in charge of the incident

e telephone number of the staff member in charge of the incident

¢ location of the incident

e nature of the incident

e name(s) of the individual(s) involved

e condition of the individual(s) involved,
telephone the School emergency contact as soon as possible. They provide
instructions on how to proceed and may inform the University Emergency Incident
Manager (EIM)
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¢ remove the rest of the group to a secure location and place under the care of a
member of staff who can protect them from the attention of the media, if necessary
requesting the Police to assist,

e calm and comfort the participants,

e not make any statements to the media nor allow anyone else to make statements
other than expressions of sympathy and refer the media to the Media Relations
Office at the University,

e not allow group members to contact home directly until they have received
authorisation from the School. This is intended to ensure that relatives of those
involved are contacted either by the University or the appropriate authority,

e retain all equipment involved in an unaltered condition,

¢ not allow anyone external to see a group member without an independent witness
being present and remember that no one, unless they are in a relevant official
capacity, has the right to see anyone who does not wish to see them,

o contact the University’s emergency assistance provider FirstAssist, who will require
information as detailed in the University’s Business Travel Insurance Leaflet,

e complete a copy of the appropriate Report Form. The form must be handed to the
Head of School Administration on return to the University. The section provided for
the description of the accident or incident should contain the following information:

e details of the event,
e each action taken, by whom and at what exact time,
¢ details of everyone present,

¢ details of any interaction from authorities such as Police.

The Field Course Leader should consider whether it is appropriate to curtail the field course
or whether any member(s) of the group should return to the UK immediately. The decision to
continue or to curtail the field course or for any members of the group to return to the UK

must be approved by the Head of School or the Head of School Administration.

The School will ensure that staff and students are supported for the duration of the field

course and on their return to the University, following an incident or emergency.

Any actions taken must at all times be in compliance with the University’s Emergency

Management Plan.
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Forward Planning

General Health Advice: Vaccinations: Medications etc

You can obtain up-to-date individualised travel and vaccination advice for
your destination together with any appropriate prophylactic medication/
travel packs etc from the

The University of Manchester

Health and Safety Services

Waterloo Place

182/184 Oxford Road

Manchester M13 9GP

Tel: 0161 275 2858 Fax: 0161 275 3137

Please note that staff travelling on business will not be charged for the service.
Those travelling on holiday and (normally) students will be charged at a very
competitive rate.

Itinerary

You are advised to complete a detailed itinerary and provide copies to your
family/friends and an “appropriate person” at your place of work. Information
should include:

®  Name/address/telephone no/email of an emergency contact in the
UK.

®  |f possible, name/telephone number/email details of a contact person
at your destination.

®  Full details of date/time of departure and return (which should also
include flight number etc)

You may find it useful to use the Travel Information form enclosed.

Visa/Passport

Check visa requirements for your destination and any stopovers with the
relevant embassy. Check that your passport is up-to-date.

You must ensure that you have adequate travel insurance to cover all medical
expenses including repatriation to the UK in the event of an emergency. If
you are suffering from a current or previous medical problem you are strongly
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advised to seek advice from the supplier of your travel insurance to ensure
that you are adequately covered.

Accommodation

You are advised to make firm arrangements for accommodation at your
destination and to confirm this prior to departure.

Security

Do not agree to carry bags or additional goods for anyone. Innocently
helping a stranger with their baggage could result in you being arrested
if illegal drugs/substances are found.

Beware of relative wealth eg exposed money belts, designer clothes
and jewellery.

Carry as little money and as few documents as possible on your
person.

To reduce the risk of mugging, travel in groups; avoid remote areas after
dark; use a torch; keep on the move; carry an alarm or anti-personnel
spray (please note such sprays may be illegal in some countries).

Respect local custom and dress codes.

Stay in contact with your luggage unless it is locked in your room or
stowed safely on transport.

Always check that you have left nothing behind.

Do not hire a room that is not secure; lock it every time you leave and
when you are inside.

Read the fire drill notice in your hotel room/conference venue and
familiarise yourself with the fire exits.

If you are robbed go straight to the police and report the theft.

Please note:
You are strongly advised to take photocopies of all important documents.
This should include visas, passport, contact numbers, insurance documents

etc.

These should be kept in a safe place separate from the originals. You

may also consider scanning and emailing important documents to yourself
to allow access by the internet.

26| Page



“No Go” Areas

It may be unwise and unsafe to visit certain areas and countries. Check first
with the Foreign and Commonwealth Office Advice to Travellers (telephone
0207204120 or http://www.fco.gov.uk/travel).

To persist in going despite formal advice may mean that you are not covered
by your travel insurance.

Deep Vein Thrombosis (DVT)

It is believed that there is an association between long haul travel and the
risk of Deep Vein Thrombosis even though the incidence is low. It is possible
that aircraft conditions and sitting in a fixed position for long periods of time
may contribute to this risk which can be reduced by the following:

®  [fyou have concerns vis-a-vis your medical history discuss this with the
Occupational Health Service/your General Practitioner/Specialist.

" Wear compression stockings (below the knee and correctly fitted).
B Avoid sleeping tablets.
®  Exercise legs and calf muscles during the flight.

®  Avoid dehydration by drinking lots of water and fluids but try to avoid
alcohol.

On Your Arrival

Precautions/Awareness of New Environment etc

—
m
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Crossing time zones can result in fatigue and disorientation
®  Trytoadapt as quickly as possible to the new local time eg by resting at
night even if not tired and avoid “naps” as this delays adaptation.

®  Be cautious with the use of drugs to induce sleep as these too may
prolong adaptation.

® |f at all possible avoid driving for at least twenty-four hours after
arrival.
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Roads/Drivers/Accident Prevention

Most fatalities in travellers are caused by road traffic accidents and not exotic
diseases. You should be aware of:

Poor road conditions.
Poor vehicle maintenance.
Driving on a different side of the road.

Non use of seatbelts/helmets on bikes etc.

The danger can be reduced by:

Being aware when crossing the road that the traffic may come from a
direction different from what is expected.

Ensuring when driving that you strictly observe speed limits and by being
aware that drivers may not observe pedestrian crossings or traffic lights.

By never drinking and driving

Locking your doors at stopping points especially at night and isolated areas.
Taking care on poor road surfaces.

Being cautious in riding in overloaded up country buses.

Checking hire vehicles very carefully for mechanical defects, insurance etc.

Diarrhoea

This is the most common ailment to affect travellers especially in hot
countries. It may result purely from a change in routine, temperature, diet
etc but may also be due to infection which can largely be avoided by taking
simple hygiene precautions:

28| Page

Wash hands before handling food and after going to the toilet.

Check water supply and if appropriate or in doubt use bottled or
sterilised water (use this to clean teeth).

Eat only hot, freshly cooked food from appropriate sources, eg avoid
street vendors.

Avoid ice cream and ice in drinks.

Only eat “peelable” fruit.

Avoid salads which may have been washed in contaminated water.
Avoid shellfish.

Avoid unpasteurised milk.



Sunstroke
Never underestimate how ill you can become following exposure to the sun.
It is sensible advice to:

m  Wear a hat with a brim, Long loose clothing, sunglasses etc.

m  Use an appropriate sun block.

m  Avoid the mid-day sun.

m Avoid dehydration by ensure that you drink copious fluids (non-
alcoholic) especially if exercising.

Travel and Altitude Sickness

Travellers who arrive at high altitude airports and those who climb mountains
above 2400 metres are at a risk of developing altitude sickness. There is no
way of anticipating who will be affected and neither does one episode predict
whether you will be vulnerable on another occasion. It is important to allow
time in your schedule for acclimatisation which allows for the physiological
changes required to cope with the potentially fatal effects of low oxygen at
altitude. If you immediately arrive at a high altitude airport you should try to
schedule at least one to two days of rest period before attempting ascent to
a higher level. If walking, plan to climb no more than 400 metres each day.
However, this should be reduced to 150 to 300 metres per day if your total
ascent will be morethan 4300 metres. Forthose visiting multiple destinations,
it is important to remember that any physiological changes gained are lost
within one to two days after descending to sea level. Therefore plan your
itinerary with this in mind.

Symptoms and Treatments

Simpleheadachescanberelieved by using paracetamoltablets. Acetazolamide
125-250mg twice daily may provide a useful prophylaxis against acute
altitude sickness. Persistent headaches, nausea, vomiting and breathlessness
should never be ignored. In these cases it is advisable to descend 300 metres
immediately and rest for at least twenty-four hours to see if the symptoms
subside. If symptoms persist you should continue to descend.

Prevention of Infection etc

Having sought advice from the Occupational Health Service you should have
been provided with appropriate vaccinations, prophylactic medications eg
anti-malarial drugs and written advice relevant to your travel area.
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The University of Manchester Health & Safety Services

Travel Information

INGIMIE: ettt cmceee ettt e a b eh e e o b es e a8 ot ee e ns e eh s et s es et et eescatasaeseeensenen
DOB:..cte ettt ser e es s Mobile Tl NO: ..ot
Name & Address of Emergency Contact in UK: ... scececeeenes
Outward Journey
Method of Travel (g PIane/TraiN) ... ceeicrninisscsssnsasisssseessussssessessussssesssssassassssssonsenss
Departure Point: ... Arrival point: ..o
Date & Time Of DeParTUIE: ..ottt ess s st esi st s esbes s sssassase
CAITIBI: et Ticket/Flight NO: .o
Name of Contact at Destination: ...t esbes st sssesne
AccOMMOAATION AQAIESS: ..ottt st ses s sene
Tel No/Email of Accommodation and/or Contact Person at Destination: .....................
Return Journey
Method of Travel (€g PIane/Trainy ...t e sssss s s essenen
DEPArtUre POINT: ettt bbb st s snssan
Date & Time Of DEPATTUIE: ...ttt as st ses st ssenanen
CAITIBE: et sensessessenes Ticket/Flight NO: v cereneecenesene
Arrival Point UK: ..o Estimated Time of Arrival ..o

Please use block capitals
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Appendix 1: Business Travel Insurance Leaflet
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University Travel Insurance
Insurer — Royal & Sun Alliance Insurance plc
Policy Number — RTT260294

Worldwide travel insurance cover is providad for anyone travelling on University business and
for students travelling in connection with their course or an approved sporting activity, with a
small number of exceptions as detailed below.

The Travel insurance is subject to the journey being approved by the traveller’s School or
equivalent operational unit and covers:

* travel that is legitimately chargeable to University funds {whether or not the travel costs
are actually charged to the University),

* students travelling in connection with a University award-bearing course on study or work
placements abroad, on field trips and to meetings or conferences, and postgraduates
undertaking their ressarch,

*  anyone travelling in connection with an overseas sporting fixture or training camp
organised or approved through SPORT Manchastar.

Cover is not provided for:
*  home to work travel,
* students on study or work placements in the United Kingdom,

* students travelling in connection with a sporting fixture, coaching sessien or training
camp in the United Kingdom,

*  anyocne working for University contractors or self-employed (including external
consultants), whether based on University premisas or not,

Arranging Cover

Cover is provided automatically (subject to the activity being approved by the traveller’s
school or equivalent operational unit), except that anyone over 75 or going abroad for more
than a year must obtain prior clearance through the Insurance Office.

Mote for travellers

The Travel insurance includes cover for travel to some potentially dangerous parts of the
world and covers hazardous activities. Travellers must ensure that they have an up-to-date
assessment of any health and safety or other risks that their trip may expose tham teo.

Travellers should check with the Foreign and Commonwealth Office Travel Advice Servica:
http:/fwww.foo.gov.uki/enftravelling-and-living-overseas/ or telephone 0845 850 2829,

Cover

The insurance provides free emergency assistance and advice, together with insurance cover
for emergency medical and repatriation expenses, search and rescue expenses, loss of
personal belengings and money, cancellation and curtailment costs, personal liability, rental
vehicle excesses, legal expenses and emergency evacuation expenses,

Geographical Limits - Cover is worldwide, there are no geographical limits.

Hazardous activities - There is no specific restriction on activities that may be undertakan,
but travellers should not engage in activities whers their experience or skill levals fall below
thosa reasonably required for participation in those activities.

Health — The medical expenses cover provided is not full health insurance - it only covers
emergancy treatment and associated expenses. Routine, preventative or other elactive
treatments are not covered. If travellers are visiting their normal country of doemicile for
meore than 20 days medical cover may be limited - contact the Insurance Office for details.

Pre-existing medical conditions are only covered if travel is being undertaken in line with
medical advice. Treatment relating te normal pregnancy and childbirth is not covered,
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The University of Manchester University Travel Insurance

although emergency treatment relating to pregnancy or childbirth is covered except within
four weeks of the expected date of childbirth. Cowver is not provided for anyone travelling
against medical advice or for the purpose of undertaking treatment. Cowver is not provided for
restorative dental treatment (although emergency dental treatment is covered).

If there are any doubts about travellers’ fitness to travel, they are advised to obtain written
confirmation from their doctor or the University’s Occupational Health Service,

Personal accident - Medical expenses cover is provided for reimbursement of actual
expenditure incurred. There is no personal accident cover providing automatic compensation
in the event of an accident.

Recreational activities - Cover extands to holiday and recreational activities that are
incidental to the travel, provided the time spent in these activities is not more than half of the
total period of absence. Where a holiday period is more than half the period of absence,
travellers should provide their own cover for the whele of the holiday. Cowver for students on
study or work placements abroad extends for up to two weeks either side of their placement.

Confirmation of cover

If travellers need confirmation of cover for visa applications etc. they should contact the
Insurance Office, providing details of their full name, School or unit, destination(s} and pericd
of absence from the UK.

Benefits

A schedule of benefits is provided as Annex 1 below.

What to do in the event of a claim

In the event of any incident, whether or not it may lead to a claim, travellers may obtain
assistance by contacting the FirstAssist emergency contact service whenever possible:
Telephone: +44 (0)20 8763 3155
Fax: +44 (0)20 8763 3035
E-mail address: international.ops@firstassist.co.uk.

Travellers are advised to have these emergency contact details with them at all times.

Theft or unexplained loss of property must be reported to the local police as soon as
practicable after the loss has been discovered and a crime or incident number obtained.
Travellers should also record when and where the loss was reported and, where possible, the
name and/or number of the officer to whem the loss was reportad.

Loss or damage to personal or University property whilst in the custody of an airline or other
transport carrier must be reported to the carrier on discovery. The traveller should obtain an
acknowledgement of the report from the carrier.

Except for the replacement of lost or delayed personal belongings needed to continue the
trip, travellers should not incur expenditure on any item covered by the insurance policy
without contacting the emergency assistance helplina first (or as soon as practicable
thereafter if contact cannot be made in advance).

All claims should be made through the University's Insurance Office. A claim form can be
downloaded from hktp:/fdecuments.manchester.ac.uk/display.aspx?DocID=5546 or can be
obtained from the Office.

Issued by the University of Manchester Insurance Office

John Owens Building - Room MLG.006
The University of Manchester, Oxford Road, Manchester M13 9PL
Tel: 0161-275 2243, Fax: 0161-275 2961, Email: Insurance@manchester.ac.uk

In the event of an incident occurring on a trip, the traveller should contact the
FirstAssist emergency contact number (see above) in the first instance.

This information applies to travel booked up to 31 May 2013. Major changes are not
expected after that date but users should check on the Insurance Office web pages.
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The University of Manchester

University Travel Insurance

Annex 1 — Schedule of Benefits

Section

Sum Insured

Baggage

Business Equipment
Delayed Baggage
Loss of Keys

£10,000 - with a limit of £3,000 for any one
item, pair or set

Up to £3,000 per Insured Person
Up to £2,000 per Insured Person
Up to £500 per Insured Person

Cancellation Curtailment Replacement
Rearrangement and Change of Itinerary

£2,000 per Insured Person up to a maximum
of £250,000 in respect of all losses arising
from the same Incident

Evacuation

Trauma Risk Management Counselling

Up to £ 10,000 per Insured Person
Up to £5,000 any one Incident

Maximum of £250,000 in respect of all losses
arising from the same Incident

Hijack Kidnap and Detention

£300 per day up to a maximum of £100,000
per Insured Person

Legal Expenses

£50,000 per Insured Person

Medical and Emergency Travel Expenses
Funeral Expenses

Hospitalisation Benefit

Repatration of Household Goods

Search and Rescue Costs

£ Unlimited
Up to £10,000 per Insured Person

£50 per full 24 hours up to a maximum of 52
weeks

Up to £2,000 per Insured Person
Up to £25,000 per Incident

Money and Credit Cards

£5,000 - limited to £3,000 in respect of coin
and bank and currency notes

Personal Liability

Limit of Indemnity £5,000,000 any one Event

Personal Security Specialist Expenses

Up to £10,000 per Insured Person

Travel Delay

£200 after 4 hours an additional £50 for each
subsequent hour up to a maximum of £750
per Insured Person

Travel Documents

Up to £2,000 per Insured Person
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University Travel Insurance

Insurer — Royal & Sun Alliance Insurance plc
Policy Number — RTT260294

Emergency Assistance

In the event of difficulties contact the FirstAssist Travellers” Helpline
whenever possible:

Telephone: +44 20 8763 3155 (for calls from outside the UK)
020 8763 3155 (for calls from within the UK)

Fax: +44 (0)20 8763 3035

Telex: 8951673 IAS-G

E-mail address: international.ops@firstassist.co.uk.

FirstAssist provide a professional 24 hour emergency service:

- do not try to provide your own solution to your problems but let FirstAssist act for
you from the outset

- FirstAssist need to be informed promptly of your problem

- you must leave Firstdssist to decide what is the most suitable, practical and
reasonable solution.

Information Firstdssist will need:
— the name of the insured - The University of Manchester
— the name and location of the person requining assistance
— the extent of injury, nature of illness, or other problem requiring assistance
— local contact details of the person requiring assistance.
They may also request the following information if available:
— the insurance policy number - RTT260294
— date of birth and home address of person requiring assistance

— further contact details including the doctor or medical facility involved, and any
other contact number for family, colleagues etc.

— the dates of the trip and travel details.
In the case of a security problem please provide:

— a bnef synopsis of the initial incident and what is happening around you.

Further details of services provided by the FirstAssist Travellers” Helpline are given below
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Worldwide Assistance Services

The RSA insurance policy is supported by specialists in the provision of Medical
Assistance (FirstAssist) and Secunty Assistance (Drum Cussac)

For Medical Assistance during your journey contact the FirstAssist Travellers” Helpline
as detailed above.

FirstAssist will provide advice and all necessary assistance.
Many medical facilities will contact FirstAssist on your behalf, but not all will do so.
If FirstAssist is not contacted, you may be presented with a bill for treatment provided.

If you have already received emergency treatment, contact Firstdssist at the earliest
opportunity.

Please note, however, that if you suffer a minor iliness or injury, and do not require
advice or Assistance from FirstAssist, you may make your own arrangements and submit
a claim at the end of your journey.

For Security Assistance during your journey where you are involved in a life
threatening situation, hi-jacked, kidnapped, illegally detained or need to be evacuated
from a country in an emergency, if possible contact the FirstAssist Travellers’ Helpline as
detailed above, and ask for secunty assistance,

Your call will be handled by a security expert who will immediately assess your situation
and initiate an action plan to provide you with as much assistance as possible.

Remain CALM, ASSESS the situation and IDENTIFY any remaining threat, and if safe to
do so, remain where you are.

For Other Assistance during your journey the following services are also available from
the Firstdssist Travellers’ Helpline.

*  Advice on replacement of lost or stolen tickets, passports or travel documents
*+  Assistance with lost or delayed luggage in liaison with carriers

* Uninsured motoring assistance if your vehicle breaks down on the way to the
airport. All costs are payable by traveller. (This service only applies in the UK.)

* Uninsured domestic assistance for the duration of the journey - FirstAssist will call
out a tradesman to attend to an emergency at home. Repairs and services
necessary are payable by the traveller. (This service only applies in the UK.)

* Emergency messages directed to family/employer

*  FirstAssist Identity Theft Helpline — over the phone prevention advice, to help you
safeguard your identity, including guidance on measures to take to re-establish
identity and credit rating.

For Pre Travel Advice before your journey commences FirstAssist can help with advice on:
* customs regulations
*  currency
* inoculations & health matters
*  vyiza requirements

*  banking procedures,
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Appendix 3: School Fieldwork Code of Conduct

Students working in the field or off-campus are considered to be representatives of the University of
Manchester for the duration of the field course, including during leisure periods. Their actions
throughout this time will reflect not only their own personal values but also those of the University of
Manchester. Anyone that they meet or with whom they interact will judge the University of Manchester

by the way in which they conduct themselves. They are ambassadors of the University.

This Code of Conduct defines the expected standards of behaviour to which all participants should

conform during any field course.

The Field Course Leader and their appointed deputies are responsible for discipline during the field
course. They will lead by example. While engaged on fieldwork, the decision of the Fieldcourse

Leader on matters of conduct is final.
All students should:

obey all reasonable instructions given by their Field Course Leader,
if visiting another organisation, comply with the rules of that organisation,
if travelling abroad, comply with the all laws of the country visited,

comply with health and safety arrangements for the fieldwork,

o M wDbd e

not behave in a manner which could damage the reputation of the University during work and

leisure time,

6. respect the social and cultural beliefs of the country visited. This includes modesty in dress if
required by local customs or religious observance,

7. consume alcohol only during leisure periods,
if drinking alcohol, do so responsibly, in moderation and within the boundaries of local laws
and customs,

9. if drinking alcohol in leisure periods, refrain from becoming intoxicated. Alcohol intoxication
will be considered a violation of this Code of Conduct and of the health and safety provisions
of the field course,

10. if smoking, do so in appropriate locations and within the boundaries of the health and safety
arrangements of the field course, the rules of the host organisation and the laws of the visited
country,

11. not litter the environment by dropping cigarette ends, particularly in National Parks but should,
if necessary, carry small plastic bags in which to dispose of cigarette litter,

12. respect the people who are giving their time to host visits and provide insights and listen to
they say without talking, smoking or using mobile telephones whilst they are speaking,

13. keep the Field Course Leader and / or deputies informed of their whereabouts and intended

time of return if moving around independently, including during personal time,
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14. ensure that they arrive punctually for planned departure times and scheduled activities.
Furthermore, all students participating in fieldwork should note that they are expected to conform to
University Regulation XVII “Conduct and Discipline of Students” and should take particular note of the
Definition of Misconduct laid out in paragraphs 3, 4 and 5. University Regulation XVII “Conduct and

Discipline of Students” is available at http://documents.manchester.ac.uk/display.aspx?DoclD=6530.

If misconduct or a breach of discipline is admitted by a student or is found to be proved, one or more
of the penalties detailed in Regulation XVII, paragraphs 6 and 7 may be imposed. In addition, the
Fieldcourse Leader may, at their discretion, terminate the student’s participation in the field course
and arrange for their return to the UK. The cost of travel from the field course location to the UK will

be met by the University.

It is the responsibility of participants to heed, understand and observe any instruction given to them by
the Field Course Leader or their deputies and to bring any questions or problems to their attention.
Participants must acknowledge their own responsibilities for the health and safety for themselves and

others.

Participants must note the following exclusions to the University’s Business Travel Insurance:

e participants over the age of 75 years

e participants while acting as the pilot of an aircraft or other aerial device

e participants engaging in activities where their experience or skill levels fall below those
reasonably required for participation in those activities

e anyone travelling against medical advice

e routine, preventative or elective medical treatments — pre-existing conditions are only covered
if the participant is travelling in line with medical advice. Treatment relating to normal
pregnancy and childbirth is not covered, although emergency treatment related to pregnancy
and childbirth, except within four weeks of the expected date of childbirth

e compensation in the event of personal injury; medical expenses only are covered

e holiday and recreational activities, the duration of which exceeds half that of the total absence

period

The Field Course Leader for an off-campus trip should ensure all participants are aware of this Code
of Conduct and any specific standards of behaviour necessary in the course of the visit to comply with
the Code, for example, the rules of the host organisation or laws and cultural expectations of the

visited country.
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Appendix 4: Guidance for Providing Photographs for Passports or Visas

The photographs must be

-

identical where two photographs of the individual
are required

in colour, not black and white

taken against a light grey or cream background
45 millimetres (mm) high x 35 mm wide

able to fit into the template opposite, with the
eyes positioned in the shaded area

free from shadows

taken with the eyes open and clearly visible
(with no sunglasses or tinted spectacles,

and no hair across the eyes)

with the subject facing forward, looking straight
at the camera

with a neutral expression with the mouth
closed (no grinning, frowning or raised
eyebrows)

of each person on their own (no objects such
as dummies or toys, or other people visible)
taken with nothing covering the face

in sharp focus and clear

with a strong definition between face and
background.

The requirements listed above are mandatory
for some applications — see introduction.

The photographs must also

be taken within the last month

be undamaged (not torn, creased or marked)
be free from reflection or glare on spectacles,
the frames of which must not cover the eyes

- If possible, we recommend photographs
without spectacles to avoid the risk of rejection
because of glare or reflection

be free from “redeye”

be free from airbrushing or similar enhancement
be taken of the full head, without any covering
unless worn for religious or medical reasons

be printed professionally or taken in a passport
photo booth. Photos printed at home are unlikely
to be of an acceptable standard

have the person’s full name on the back of

each photograph.
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At least 29mm

No more than 34mm
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The photographs below are for guidance only. They provide
examples of acceptable photographs. Examples of unacceptable
photographs are given on the following page.

Good

Good

Acceptable
But preferable to
remove spectacles to
avoid any possibility
of your photo being
rejected

Acceptable
Head coverings
for religious or

medical grounds
are allowed

Acceptable
But preferable to
remove spectacles to
avoid any possibility
of your photo being
rejected




Children

. Photographs of children aged six and over must meet the full format requirements set out in this guidance.

. Photographs of children aged five and under must show a clear image that is a true likeness of the child. As
young children can be difficult to photograph, children aged five and under do not need to have a neutral expression
or to look directly at the camera, but they must face forward and meet all other format requirements.

. In addition, babies under one year old do not need to have their eyes open even though this is preferable. All other
requirements must be met. If the baby’s head needs to be supported, the supporting hand must not be in the picture.
. If you have difficulty in meeting these conditions, you should use a photographer instead of a photo booth.

If you choose to use a professional photographer, please ensure that they are aware of the format requirements specified in
this guidance, particularly that the photographs will not show a white background when printed.

Please note that it is your responsibility to provide acceptable photographs in the format specified in this guidance. If you do
not, your application may be delayed or, in the cases mentioned on the first page, rejected as invalid.

Please also note that the photographs provided by you become part of our official records and we will not return them.

Examples of unacceptable photographs

Not acceptable Not acceptable Not acceptable Not acceptable Not acceptable

Portrait style Dark glasses and Covering of facial Any dummies should Hair covering the
photographs are not smiling are not features is not be removed before face is not
permitted permitted permitted the photo is taken permitted

Not acceptable
The spectacles cover
the eye

Not acceptable
The scarf creates a
shadow.

Not acceptable
Hats are not
permitted

Not acceptable
The photograph
is blurred

Not acceptable
Opening the mouth

Not acceptable
The photograph
contains more than
one person

Not acceptable
Even a slight smile
distorts the normal

facial features

Not acceptable
The subject is too far
from the camera

Not acceptable
The subject is too
close to the camera

Not acceptable
The background is
not light grey or
cream
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