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Safety Code of Practice 38:International Travel, Edition No 10, November 2021

Summary

This Safety Code of Practice sets out procedures for managing the travel aspects of work-related staff and
PhD Student offsite visits overseas.

This Safety Code of Practice provides guidance for Heads of Schools/ Functions, academic supervisors,
fieldwork leaders and managers who are responsible for the health and safety of staff, students, and other
participants in overseas travel.

This code covers organised trips with groups of students for the purposes of teaching or research, and
travel by individual members of staff or postgraduate students for teaching, research or other activities
while representing the University within and outside the UK, including business travel. It does not specifically
cover Study Abroad and Placements.
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Human Resources are responsible
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I Confirm their wellbeing to the University as soon as practicable if contacted to verify
safety in the event of an incident;

I Adhere to Government Foreign, Commonwealth and Development Office (FCDO) travel
guidance.

All travel must be booked using the Travel Management Company (TMC).

If for any reason individual travellers do not feel comfortable travelling abroad, they should not feel
or be forced to do so.
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the environment (political, social, natural etc.),

emergency arrangements,

personal safety and security,

the work activity being undertaken (including any hazardous sampling or equipment) , and

the individual traveller(s) personal circumstances including their health / welfare / declared
medical conditions or disabilities (including any reasonable adjustments required to aid
participation), experience and competence.

The Head of School / Function has authority to withdraw approval if the situation changes
between the time of approval and departure. For further advice on fieldwork risk assessment see
CoP32.

Allinternational travel for University business purposes requires a suitable and sufficient risk
assessment to be conducted. International travel must not be authorised without a suitable and
sufficient risk assessment

E N
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f  Modifications/adjustments to enable students/staff with disabilities to take part. Advice
should be sought from Oc
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own vehicle insurance cover is adequate. Cover for business use is required for staff and may be
required for students. Students must be advised to check the terms of their insurance policy to
make sure that the cover is adequate for themselves, any other passengers, and any equipment
carried.

7.1.11 Car Hire

Car hire is covered by the Travel Management Company. The extent of cover must be checked,
including cover for any equipment carried, any off-road travel, theft, loss, damage, etc. If the cover
offered is the legal minimum, this may not be sufficient. If in doubt, contact the University
Insurance Team for further advice.

Travellers should also check the insurance cover for contracted external vehicles which have their
own drivers. Hire should include passenger insurance, but it is always best to take advice from the
University Insurance Team.

Breakdown insurance is recommended for hire vehicles. Check ifitis included in the hire package.

7.1.12 Accommodation
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Ensure that they are authorised to change the arrangements, even if this incurs additional costs, if
they identify that the planned arrangements are unsafe or that safer options are available.

GOV.UK and local advice should be sought regarding the safety of public transport and road safety
and driving overseas.

Travellers must ensure that they comply with local road safety and driver licence requirements.

Car/van/bus passengers must wear seat belts where these are fitted to the vehicle. Where there is
the option of using a vehicle fitted with seat belts, this MUST be selected in preference to one
without seat belts, even if this incurs additional costs.

Specific conditions relate to minibuses, especially with regard to driving licence requirements -
further details are available from the University Insurance Team or see the University policy
‘Driving for Work Purposes’.

Drivers of vehicles being driven off road must have specialist training — see the University ‘Driving
for Work’ policy and procedures document. Health & Safety Forms & Resources

When hiring vehicles use a reputable company. The cheapest may not be the most reliable or the
safest. The hirer has the responsibility of checking that the vehicle is as described on the delivery
sheet, is properly equipped, and is roadworthy.

Plan contingency arrangements in the event that the transport arrangements fail or are assessed
asunsuitable.

Risk assessments should consider the potential security threats associated with different forms
and modes of transport. This applies particularly in areas with a history of kidnap or ambush.

7.1.15 Air travel

Travellers must check and comply with all legislative requirements relating to airline safety
regulations, luggage limits, and carriage/import/export of dangerous goods and restricted or
controlled articles and equipment, computer software etc.

The effects of jet lag should be considered when planning overseas visits, and subsequent work.
The Finance Hospitality, Expenses and Travel policy may permit an upgrade in class of travel
subject to budgetary approval.

7.1.16 Aviation and marine safety standards

The European Commission provides a list of Airline Carriers which are banned from operating in EU
airspace.

University contracted travel management company will only book on EU approved airlines. No
‘blacklisted’ companies will be offered.

Travellers must not use any of the airlines banned by the EU unless there is no alternative. If they
propose to fly with a carrier banned by the EU, they must obtain approval of their Head of Scho
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In areas where tap water may be unsafe, only commercially bottled water from an unopened,
factory-sealed container or water that has been adequately disinfected should be used for
drinking, preparing food and beverages, making ice, cooking, and brushing teeth. See Water
Purification for best techniques.

Beverages made with water that has just been boiled, such as tea and coffee (without milk and
cream), are generally safe to drink. When served in unopened, factory-sealed cans or bottles,
carbonated beverages, commercially prepared fruit drinks, water, alcoholic beverages, and
pasteurized drinks generally can be considered safe. Because water on the outside of cans and
bottles may be contaminated, they should be wiped clean and dried before opening or drinking
directly from the container.

Beverages that may not be safe for consumption include fountain drinks or other drinks made with
tap water and iced drinks. Because ice might be made from contaminated water, travelers in areas

with unsafe tap water should request that beverages be served without ice.!

7.1.21 Food Safety

Preparation and storage
Cooking is the best way to make your food safe. If you can you should:

f choose food that is served fresh and whilst still steaming hot

1 avoid pre-prepared foods which are not kept hot, kept refrigerated or kept cool onice
from buffets, street vendors, markets or restaurants
{ avoid reheating leftovers

Meat and seafood
You should avoid:

1 seafood whichis raw: fish and shellfish can be hazardous even if well cooked. If in doubt
thenitis best avoided

' meatthatis still red or pink or has red or pink juices

1 onlydrink or eat pasteurised milk or dairy products: boil milk that is unpasteurised and
choose well-established retailers or brands if eating unpasteurised cheeses or ice cream

1 Avoid dishes that contain raw or undercooked eggs, such as mayonnaise, some sauces or
desserts (e.g. mousse).
Fruit and vegetables
f  Avoid salads and fresh herbs (including garnishes in drinks e.g. mint leaves in mojitos)
where drinking water may be unsafe: they may have been washed in contaminated water.

1 Peelallfruits and vegetables, including tomatoes if they are to be eaten raw: avoid types
that cannot be peeled

1 Avoid berries, in particular raspberries:they are difficult to wash and may be a source
of cyclospora

1 Choose fruit juice from sealed cartons: freshly squeezed fruit juice may have been made
with unwashed fruit

7.1.22 Health After Travel

If you return home after travel with the following symptoms you should contact your GP and make
them aware of your travel history:

1 Sources https://ww
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continuous diarrhoea

have blood or mucous in their faeces
a high fever

severe abdominal pain

= —a _—_a _a

8 REVIEW & AUDIT

Traveller and Head of School/Function to review adequacy of arrangements on return to the
University. This includes business trips, teaching activities overseas, study trips and fieldwork trips.
Pass on any lessons learned to colleagues via local Health, Safety and Wellbeing Committees, the
Insurance Team and Travel Category Manager. Where the local Health and Safety Committee
does have concerns, they should be referred to Programme Directors or School Directors of
Teaching and Learning to undertake an assessment and report back to the Committee.

This Code of Practice should be reviewed every 3 years and compliance may be subject to
intermittent audit by the Health and Safety Services Auditor.
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