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A Hettle Andrews Model Template: 

International Business Travel
Model Template: 

International Business Travel

	Risk Rating System 

Severity or most likely consequence

Likelihood of the incident occurring
	       

1 = Minor/ No Injury               

2 = Lost Time Injury           

3 = Major Injury/ Fatality

1 = Unlikely/ Infrequent     

2 = Possible/Occasional    

3 = Likely/ Frequent

	
	

	
	

	
	

	Risk Rating =  Likelihood  x  Severity


	1 or 2 = Low Risk/ Priority

3 or 4 = Medium Risk/ Priority

6 or 9 = High Risk/ Priority


Example Risk Assessment

	Organisation Name:
	

	Location / Department: 
	

	Risk Assessor’s Name:
	

	Risk Assessment Date:
	


Assessment 

	Description of Hazard
	Who could be harmed and how?
	Existing Control Measures
	Risk Rating 
(1-9)
	Additional Action Required (Yes / No)
	Action Ref. No.

	Travel to/from airport in UK by staff car/hire car


	Staff - 

Road traffic accident

Breaking down

Travel sickness
	Staff to consider length of journey and likelihood of fatigue when deciding on method of transport to/from airport (i.e. staff car/hire car to be used as a last resort – consider coach, rail, and/or taxi).

Requirement for overnight stay at airport location to be considered where fatigue is likely. 

Staff to wear seat belts at all times whilst travelling.

If staff car used, staff must complete a Driver Questionnaire to confirm that the vehicle is roadworthy (i.e. MOT, business insurance, tax etc.) and that they hold the appropriate license. 

Hire cars can be booked through Estates – authorised list of providers in place. 

Staff to ensure that they take regular rest stops en route (a minimum of 1x 15 minute break is recommended every 2hrs). 

Staff with a history of travel sickness are responsible for making their own arrangements regarding suitable medication etc.

	
	Driver to carry out pre-use checks on vehicle before journey commences – i.e. tyres, lights, oil, water etc.
	

	Travel to/from airport in UK by minibus/taxi/coach/ rail
	Staff - 

Road traffic accident

Breaking down

Travel sickness
	Staff to wear seat belts at all times where available. 

For minibus/taxi/coach – staff must use company approved providers only.
Staff with a history of travel sickness are responsible for making their own arrangements regarding suitable medication etc.
	
	None
	

	Air travel
	Staff - 

Air accident

Travel sickness


	Staff to wear seat belts when seated.

Staff to pay attention to safety advice and instructions provided by the airline and flight staff.

Staff with a history of travel sickness are responsible for making their own arrangements regarding suitable medication etc.


	
	Staff advised to take water/fluid on the flight to prevent dehydration. 

Staff advised to carry out leg exercises and stretches to prevent fatigue, and to take flight socks and a travel pillow for comfort if required (especially for long haul flights).
	

	Travel to/from airport in destination country

	Staff - 

Road traffic accident

Travel sickness
	Staff advised to seek advice beforehand on suitable and safest method of travel (e.g. from Foreign & Commonwealth Office and known persons in destination country). 

Seat belts to be worn (where available). 

Staff with a history of travel sickness are responsible for making their own arrangements regarding suitable medication etc.


	
	None
	

	Travel by taxi in destination country
	Staff - 

Road traffic accident
	Staff to order taxi’s from the hotel/meeting site where possible, or go to an official taxi rank as opposed to flagging one off the street – seek advice from hotel staff etc. 

Staff to ensure that chosen taxi has suitable identification (e.g. plates etc.). 

Staff advised to sit in the back seat (where possible).

Staff should wear seat belts where available.


	
	None
	

	Walking in town/city/village streets (slips/trips/falls, impact with people, traffic hazards etc.)
	Staff - 

Minor injuries/ major injuries/ death

Road traffic accident
	Staff advised to stick to designated pavements/walkways where available.

Staff to wear suitable footwear for the activity. 

Staff to use designated crossing points for crossing roads where available.

Staff to take extra care when crossing any roads (i.e. vehicles may not always stop when they are supposed to, and depending on the destination country vehicles may drive on the right).

	
	None
	

	Security (whilst out and about)
	Staff - 

Minor – serious injuries through assault etc.
	Staff are advised to ensure that all valuables and money that they do not take out with them are stored in hotel safe (where available). 

Staff are advised not to take their passports out of the hotel (apart from journey home).

Staff are advised not to take large amounts of money out with them.

Staff are advised to ensure that valuables (e.g. money, mobile phones etc.) are not on display as this is likely to make them a target for thieves/pickpockets.

	
	Staff to consider personal safety for the destination – seek advice from the Foreign & Commonwealth Office at https://www.gov.uk/foreign-travel-advice and then select the relevant country/countries. 


	

	Security (at the hotel)
	Staff - 

Minor – serious injuries through assault etc.
	Staff are advised to seek advice from host country on suitable accommodation, as well as consulting Foreign & Commonwealth Office advice. 

Staff are advised to ensure that chosen hotel has a 24hr reception and an appropriate level of security (this will depend upon the destination country). 

Staff to ensure upon arrival that all locks on room doors and windows are in good working order and must report any problems to the hotel reception immediately.

Staff are advised to ensure that all valuables (money, passport etc.) are stored in the hotel’s safe (or safe in room where available) when not in use.


	
	None
	

	Lack of familiarity with the country/area
	Staff - 

Various injuries, depending on nature of incident/ accident
	Staff are advised to research:

· relevant culture/customs

· standard of behaviour expected

· what not to bring back to the UK

· emergency procedures

· Location and contact number for the British Consulate/Embassy

· How to contact the various emergency services whilst in the country (e.g. police, ambulance, fire etc.)


	
	None
	

	Consumption of alcohol and/or use of illegal drugs
Smoking
	Staff - 

Alcohol/ drug effects and/ or overdose


	Staff are advised that they may consume alcohol (with the exception of destination countries where alcohol consumption is illegal) - but only in moderation - and that they should always be mindful of their personal safety.  

Staff are not permitted to carry and/or use any illegal drugs – Staff Disciplinary Policy. 

Staff who smoke are advised to check on the laws in place for the country in relation to where they can/can’t smoke before travelling.


	
	None
	

	Biological hazards

(i.e. illness, viruses, diseases, food poisoning)


	Staff - 

Illness, virus, disease – various symptoms


	When eating out, staff are advised to take care with:

· raw vegetables

· salads and unpeeled fruit

· raw shellfish

· underdone meat or fish

Staff are advised to research suitable places to eat beforehand, and/or to seek advice from staff in the host country.


	
	Staff should consult with their GP on any vaccinations that may be required and ensure that they are vaccinated and take any other recommended medical precautions as appropriate well in advance.

(Note: also see ‘medical conditions’ section)

	

	Pre-existing medical conditions
	Staff - 

Various – pre-existing medical condition being made worse
	Staff must declare any pre-existing medical conditions prior to travel – this is to comply with insurance requirements.

Staff that need to take prescribed medication are advised to check on whether it is permitted in the destination country (i.e. some medications that are legal in the UK may not be legal in the destination country).


	
	None
	

	Electrical hazards
	Staff - 

Electrocution, electric shock through faulty electrical equipment, contact with live electrical supply etc. 
	Staff are advised to check on the electrical supply for their destination country and take suitable power adapters (where required).

Staff are advised to carry out a visual check of all electrical equipment before use and report any damage/defects/faults to the relevant person. 

Faulty/defective equipment must not be used.
	
	None
	

	Fire
	Staff - 

Smoke inhalation, burns, death
	Staff that smoke are advised not to smoke in their hotel rooms.

Upon arrival at their hotel, staff are advised to familiarise themselves with the fire procedures – i.e. location of fire exits and the agreed assembly point.


	
	None
	

	Manual handling
	Staff - 

Sprains/ strains
	Staff are advised to take cases/holdalls with wheels and handles (where possible).

Staff are advised to keep weight of luggage and number of luggage items to a minimum.


	
	None
	

	Psychological hazards (e.g. panic, anxiety, homesickness etc.)
	Staff - 

Various injuries, depending on nature of incident
	Staff to contact home or company emergency contact for support.

	
	None
	

	Lack of adequate insurance
	Staff - 

Delay in accessing medical care and/or emergency assistance
	We have a travel insurance policy in place.

Staff must notify the company of their intended destination country/countries PRIOR to booking the trip. There are certain countries/areas of countries that may not be covered under our current policy. 

Staff must declare any pre-existing medical conditions to the company prior to travel – this is to comply with insurance requirements.

Staff must take a copy of the company’s insurance details with them. 


	
	None
	

	Emergencies

(Accidents, severe illness, hospitalisation, assault, lost staff etc.)
	Staff - 

Various depending on nature of accident/ incident
	Staff to ensure that a contact is appointed and that they are given all relevant information (e.g. itinerary, name of airline and flight numbers, name, address and contact of hotel, emergency/next of kin contact details for all staff on the trip etc.).

Staff are advised to ensure that there is a contingency plan in place for early/late arrival/departure.

Staff are advised to contact their mobile phone provider prior to travelling to ensure that it will work in the destination country/countries. 

Staff are advised to carry suitable contact details on their person (e.g. hotel, emergency services, emergency company contact, British Consulate/Embassy etc.).

Staff are advised to take suitable maps. 

Staff are advised to take a mini first aid kit. 

Staff travelling to European countries should ensure that they have a valid EHIC card.


	
	Staff must notify the emergency contact of any emergencies (e.g. accidents, severe illness, hospitalisation, assault etc.) so that the appropriate support can be given. 

In the event of a medical emergency the Staff member 
must immediately contact the insurer Medical Team using card details.

	

	Lone travel

(Unable to summon help/support, illness, assault, lost staff, staff not returning when expected etc.)
	Staff – 

Various depending on nature of accident/ incident
	Please refer to ‘Emergencies’ section, and:

Staff member to make contact with company contact each day of the trip to confirm that all is well.

Staff to notify the company of any pre-existing medical conditions that may impact upon their safety as a lone traveller – individual risk assessments to be completed where necessary.

Staff to be provided with personal safety training prior to the trip where necessary.

Any specific activities that could present significant risk to lone travellers (e.g. use of machinery, work at height etc.) should be risk assessed in the ‘Specific hazards associated with the activities that the staff will be undertaking’ section of this risk assessment form.

	
	Company contact to notify if contact with the staff member cannot be made for any reason, so that a decision on action to take can be made. Company Crisis Management Plan to be implemented where deemed necessary.

	

	Specific hazards for the destination country/countries
	Staff – 

List


	Staff to complete – consider personal safety and health issues (e.g. terrorism, kidnapping, crime, specific disease risks, areas/activities to avoid, food safety, drinking water safety etc.). Advice on such matters can be found on the Foreign & Commonwealth Office website.


	
	
	

	Specific hazards associated with the activities that the staff will be undertaking (if not covered above)
	Staff – 

List
	Staff to complete. 
	
	
	


Action Plan 

	Action Ref. No.


	Action Required 
	Completion Deadline 
	Responsible Person(s)
	Completion Date

	
	Staff to consider personal safety for the destination – seek advice from the Foreign & Commonwealth Office at https://www.gov.uk/foreign-travel-advice and then select the relevant country/countries. Any specific hazards should be assessed, with details provided in the ‘Specific hazards for the destination country/countries’ section above.


	
	
	

	
	Staff should consult with their GP on any vaccinations or other medical precautions that may be required and ensure that they are vaccinated etc. as appropriate well in advance.


	
	
	

	
	Staff must notify the company of their intended destination country/countries PRIOR to booking the trip. There are certain countries/areas of countries that may not be covered under our current policy.


	
	
	

	
	Staff must declare any pre-existing medical conditions to the company prior to travel – this is to comply with insurance requirements.


	
	
	

	
	Staff must take a copy of the company’s insurance details with them.

	
	
	

	
	Staff to ensure that a company contact is appointed and that they are given all relevant information (e.g. itinerary, name of airline and flight numbers, name, address and contact of hotel, emergency/next of kin contact details for all staff on the trip etc.).


	
	
	

	
	Staff are advised to contact their mobile phone provider prior to travelling to ensure that it will work in the destination country/countries.


	
	
	

	
	Staff are advised to take a mini first aid kit.

	
	
	

	
	Staff travelling to European countries should ensure that they have a valid EHIC card.


	
	
	


	Date for Next Review:
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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business. Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation. Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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