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	Identify the activity and the location of the activity

	Description of activity
	Write a description of the research/academic activity. Provide enough description that will help assess the kinds of hazards and harms that may be involved. 


	Description of location
	Description of location of activity: Indicate city, and country. Provide additional qualifiers such as remote/isolated area, high crime area, etc.  


	Identify who may be at risk from the activity: 
This may include fellow workers, visitors, contractors and the public.  The types of people may affect the risk controls needed and the location may affect the number of people at risk

	Persons at risk
	General staff; Part-time/ Casual staff; Academic staff; PhD students; Research students; Visitors to the School

	How they were consulted on the risk
	


	List legislation, standards, codes of practice, manufacturer’s guidance etc used to determine control measures necessary

	Work Health and Safety Act 2011

Work Health and Safety Regulation 2011



	Task/

Scenario
	Hazard
	Associated harm
	Existing controls
	Any additional controls required?

	
	1. 
	· 
	· 
	

	Flight to destination country
	Deep Venous Thrombosis, especially for long-distance travel
	Leg ulcers

Pulmonary embolism leading to death
Phlebitis 

	PRIOR TO DEPARTURE

· Consider risk factors for DVT and if you have any seek medical advice prior to departure.  
DURING FLIGHT

· Follow guidelines for minimising risk including: avoid dehydration, wear loose, non-restrictive clothing, avoid using sleeping tablets or other sedation in flight, regular leg stretching and walk around periodically 
· Consider other measure such as elastic support stockings, aspirin or other medication, if advised by your Doctor (GP)
· At the first sign of DVT seek medical help.  
	

	
	Food poisoning from airline food
	Contracting food or water borne disease
	· Controls in place by airlines to ensure food and drinks served are free of contaminants.
· At first sign of diarrhoea seek medical help
	

	
	Exposure to airborne diseases
	Contracting a respiratory infection


	PRIOR TO DEPARTURE
· Check if there are travel warnings relating to major disease outbreaks and follow travel guidelines
DURING FLIGHT
· At first sign of symptoms seek medical help
	

	Customs and immigration clearance


	Immigrations issues

Customs issues such as being suspected for bringing in drugs or other goods prohibited into the country. 


	Personal stress;

Possibility of delays or denied access

Incarceration


	PRIOR TO DEPARTURE
· All travel of more than 100kms from the usual workplace, domestic and international, must be approved by a person with the appropriate level of delegated authority.
· Ensure passport is valid for 6 months post trip return date

· Check validity of necessary visas and required vaccinations 

· Check on concerns for dual citizenships 
· Book flight so that it arrives during day-light hours
· Confirm all travel arrangements.
· Have photocopies of visas, passport and credit cards in case of loss or theft

· Always pack your own bags and secure them when travelling so that nothing can be removed or added

· Obtain information on customs procedures and goods prohibited by law to be brought into the country and follow these laws.
WHILE IN COUNTRY
· Carry relevant emergency details including for the Australian Embassy of your destination, 24/7 emergency contact number and UNSW insurance policy number.

· Catch reliable public transport that can be ticketed at official airport counters, or book taxis from official airport representatives or join managed queues. Avoid touts at airports. 
	

	Staying in overseas country


	Violent civil disturbances

Safety and security concerns – natural or civil disturbances
	Psychological distress

Physical injury

Hospitalisation

Death
Loss or damage to personal belongings
	PRIOR TO DEPARTURE
· Before approval for travel is obtained, all University staff must check the DFAT website (www.smartraveller.gov.au) for information about their scheduled travel destinations. Destinations noted by Smart Traveller as a 'Reconsider your need to Travel’ or ‘Advised Not to Travel’ risk cannot be travelled to without consulting the Risk Management Unit and without the permission of an Executive Team member (UNSW Executive Team). UNSW insurance does not cover any claims resulting from war, civil war or invasion. Staff travelling to regions of conflict and war should consult the Risk Management Unit.

· Register travel with DFAT: https://www.orao.dfat.gov.au/orao/weborao.nsf/Homeform?Openform 

· Consult DFAT travel advice. 

· Subscribe to DFAT’s website for automatic email alerts
· Follow HINTS for Australian Travellers provided by DFAT on safety, security and local laws and customs

· Monitor regional developments that may affect your personal safety and security 

· Check the UNSW insurance policy on travel

· Get an insurance card (ACE Assistance) from the Risk Management Unit and keep it with all other travel documentation

· Travel or overseas work for more than 12 months requires separate insurances and this has to be arranged through the Risk Management Unit

· Check that the UNSW travel insurance exemptions do not apply to this trip [check this with the insurance policy].

· Obtain written approval for trip from work supervisor.

· Advise work supervisor of travel arrangements and itinerary

· Update  personal details on myUNSW including details of next of kin

· Ensure International roaming is activated on mobile phone 

WHILE IN COUNTRY
· Travellers should monitor the DFAT website for any changes in their travel advisory, since these can be updated frequently.

· Where the stay is for 6 or more nights, a travel diary must be kept as per the UNSW Travel Procedure requirements.

· Register with the police on arrival and inform the Australian HC/Embassy if relevant.

· If civil disturbance breaks out, notify the Australian Embassy of whereabouts immediately.
· Where possible have a local contact whose details are provided to work supervisor and inform local contact of whereabouts.
	

	
	Medical and Health concerns

(all staff)


	Contracting infections

Hospitalisation
	PRIOR TO DEPARTURE
· Identify the specific health risks associated with the destination 

· Consult “Travel Well” on the DFAT website, or other sources e.g. WHO Yellow Book, CDC Traveller’s Health

· Consider travel medicine consultation with UNSW Health Service, GP or travel medicine specialist

· Ensure all necessary immunisations and prophylaxis are taken before flying to destination 

· UNSW staff are covered by Accident and Health International Assistance (AHI). Carry emergency telephone number. 

· Consider pre-assignment screenings – to make sure the staff, and any family members accompanying the staff, have no health issues

· Consider post-travel medical screenings
	

	
	Medical and Health concerns
(staff with pre-existing medical conditions)
	Exacerbation of condition
Hospitalisation
	PRIOR TO DEPARTURE
· Ensure adequate supply of medications.
· Ensure importation of medications is allowed at your destination; consider letter from doctor.
· Medical check-up prior to travel
· Consider pre-travel screening to determine fitness for travel
· Seek medical help at first sign of condition worsening
	

	
	Not observing local laws and customs
	Unwelcome attention

Personal threat
Fines or criminal charges
	PRIOR TO DEPARTURE
· Obtain information of local customs, religious and other laws.

· Ensure proper dress attire is taken on the journey

WHILE IN COUNTRY
· Obey local laws

· Follow local dress standards for men and women

· If any unwelcome attention is paid by someone on the street or in the hotel, quickly withdraw from situation

· Avoid conflict situations with locals
· Carry on you contact numbers for Australian consular service
· Contact Australian consular service if an incident with local police occurs
	

	During stay
	Robbery
Violence and Petty Crimes while travelling or walking on the road 
Intimidation and hassling from hotel staff – threat to personal safety and security
Loss or theft of personal belonging including travel documents
	Physical injury
Loss of personal belongings including money, travel documents, credit card etc.
Emotional distress
	· Avoid overt display of jewellery or portable electronic equipment 
· Have a contingency plan in case you are robbed e.g. Western Union Credit Transfer, etc
· Be conscious of areas to avoid
· Avoid travelling alone, particularly at night
· If a theft or incident occurs, fill out  a local police report 
· Always carry local emergency number for the country 
· Be aware of personal safety
· Lock doors of hotel room and keep safety lock on
· Make use of hotel safe
· Do not open door to anyone you do not know.\

· Inform hotel management immediately of any unwanted hassling, visitors, intimidation, etc. 
· Move out to another hotel if management does not address the issues.
	

	
	Traffic accidents
	Physical injury

Hospitalization

Permanent disability
	· Use the safest possible method of local travel even if riskier options are chosen by the locals
· Use seat belts
· When in the car ensure doors are locked
	

	
	Contaminated food/water
	Contracting food and waterborne diseases
Interruption of travel plans
	· Refer to travel guides for advice on safe consumption of local food and water.
· Limit alcohol consumption
· Seek medical advice at first sign of symptoms
	

	
	Poor accommodation
	
	PRIOR TO DEPARTURE
· Location of accommodation within easy reach of work/study location
· Accommodation of a high standard

DURING STAY

· Determine fire exit routes immediately

· Be aware of neighbours

· Ensure there are suitable security measures at the accommodation
	

	The research activity
	Activity-specific hazards
	
	· Assess activity with supervisor using appropriate H&S Risk assessment and control form  
· Refer to the risk management documentation that covers the work that will be undertaken at the overseas location. You may choose to follow local procedures, as long as they are of equal or higher standard than UNSW procedures. In the absence of any local procedures, the UNSW risk management process must be followed.
	


	INSURANCE INFORMATION

	Insurance company: ACE Insurance Limited

Policy Number: 01PP528908

For emergencies medical and evacuation and surgery please contact ACE assistance on +61 2 8907 5995 (reverse charge) and quote the policy number 01PP528908.

For any other claims: Contact ACE on 1800 688 640

Further details on: http://www.rmu.unsw.edu.au/insurance/travel.html


	LIST EMERGENCY PROCEDURES AND CONTROLS

List emergency controls for how to deal with fires, spills or exposure to hazardous substances and/or emergency shutdown procedures


	


	IMPLEMENTATION

	Additional control measures needed
	Resources required
	Responsible person
	Date of implementation

	
	
	
	


	REVIEW

	Scheduled review date:
	

	Are all control measures in place?
	

	Are controls eliminating or minimising the risk?
	

	Are there any new problems with the risk?
	

	Review by: (name)
	

	Review date:
	


	ACKNOWLEDGEMENT OF UNFDERSTANDING
All persons performing these tasks must sign that they have read and understood the risk management (as described in HS329 Risk Management Procedure).

Note: for activities which are low risk or include a large group of people (e.g. open days, BBQ’s, student classes etc), only the persons undertaking the key activities need to sign below.  For all others involved in such activities, the information can be covered by other methods including for example a safety briefing, induction, and/or safety information sheet (ensure the method of communicating this information is specified here)

	Risk management name and version number: Overseas Research & Travel Version 1.0                I have read and understand this risk management form

	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	


In the following table, all possible tasks, hazards, associated harm and existing controls have been listed for you. 


CROSS out any that does not apply to your particular activity.


ADD any that may not be listed in the table. 
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