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	Date: 


	Assessed by: 


	Checked / Validated* by: (3) 

Line Manager, Head of School
	Location:  


	Assessment ref no 
Tracking number used internally by School/Directorate
	Review date: 


Date validated

	
Task / premises: 

Traveller:   

Date of travel:  

Purpose:  

Destination:  

Organisation visiting, address and website where possible:  

Planned activities:  

Personal circumstance:  fit in general, no pre-existing medical condition



	



	Activity 
	Hazard 
	Who might be harmed and how 
	Existing measures to control risk 
	Risk rating 
	Result (13)

	1. Travel Arrangements 

	Business Travel - 

	Poor pre travel planning
	Traveller
	· Complete the Pre Travel Check List (see appendix 1).
	Low 
	A

	[bookmark: _Hlk468265628]Business Travel - 

	Electricity
	Traveller suffers personal injury – electric shock, burns
	· All portable electrical devices are checked and PAT tested, prior to departure.
· Travel adaptors are selected to meet BS 5733.
	Low
	A

	Business Travel - 

	Security
	Traveller
	· Make yourself aware of existing hotel security arrangements. Make a note of the security telephone number of the hotel. 
· Lock your door at night and when you go out during the day, as you would at home.
· In the event of a disturbance in the hotel, remain in the room and phone for help. 
· Make sure you avoid letting strangers find out where you are staying. Unknown people are not allowed into the hotel room and other people's rooms are not entered unless it is known to be safe.
	Low
	A

	2. Commuting 

	Business Travel - 

	Disreputable Means of transport 
	Traveller
	· Use hotel or other recommended taxi companies.  Do not hail taxis in the street.  Use pre-booked taxis if possible.
	Low
	A

	Business Travel - 

	Self-driving 

(hire car)
	Traveller
	· Avoid driving if possible.
· Check and follow the Driving Abroad Safety Advice provided by FCO.
· When parking a car in daylight consider what the area will be like after dark. When returning to the car give due attention to surroundings to make sure it is safe. 
· Valuables are not left visible in any vehicle or within reach of open windows, even when the vehicle is occupied.
· When driving, if the car is forced to stop by another car, stay in the car, lock the doors and speak through a slightly open window. 
· Know what to do in case of a breakdown.
	
	

	Business Travel - 

	Walking alone after dusk
	Traveller
	· Avoid walking alone at night.  If it is necessary to go out keep to well-lit streets and check with locals which areas are to be avoided.
· Avoid entering known dubious and unfamiliar neighbourhoods alone, without informing a “reliable” person of your plans and location.  Arrange a rendezvous (e.g. by phone, email or face-to-face) and a response trigger if this is not met.
· Possessions and/or valuables are not visible and personal stereos are not worn.
	
	

	3. Crime

	Business Travel - 

	Muggings /robbery
(including electronic crime)
	Traveller
	· On trains try to avoid empty carriages.  Move near to other passengers if there is a reason to believe you are unsafe.
· As little money and as few documents as possible are carried on your person. Split your money and have a dummy wallet that you can spare in case of attack. 
· System of wiping stolen electronic devices remotely is set up and understood
· Ensure with IT that laptops and smartphones are encrypted
· Be wary of socialising with strangers. Avoid dubious clubs/bars and be wary of spiked drinks.

	
	

	Business Travel - 

	Civil unrest
	Traveller
	· Check out the local news and police advice. 
· Avoid big crowds and do not engage in protests.
· The Foreign and Commonwealth Office is consulted http://www.fco.gov.uk/en/travel-and-living-abroad/travel-advice-by-country/ 
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	Ref No
	Further action required
	Action by whom
	Action by when
	Done

	
	Contingency planning measures to be considered in case of travel disruption prior to travel.
	
	
	

	
	Separate risk assessment for new or expectant mothers – see Safety Services webpage for more details.
	
	
	

	
	Review of risk assessment on return between School or local safety advisor, employee and line manager.
	SSA
	XXXX
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