
International Travel -

Safety & Security

Safe Travel Session



Safety & Security when Working Overseas

Key Points

• Documents, Procedures & Policies

• Risk Assessment

• Planning the trip

• Travel & Safety Advice



Off-Campus Process: Safe International Working

Prior to first travel 

employee books 

‘Safe International 

Travel’ induction

Employee completes 

“Intent to Travel” including:

● Tick induction is 

complete

● Issued with ‘safe 

international working 

leaflet’

● Complete risk checklist

Approved?

No

Yes

While abroad

Employee receives safety travel 

leaflet guidelines, including:

● Insurance Medical Assist 24 Hr

number

● UoB out of hours number

Finance initiates 

insurance 

Start
Head of 

Department signs 

the Intent to Travel

Approved 

Intent to 

Travel

End

Employee triggers 

escalation route from 

UoB out of hours to 

Head of Department

Book travel 

arrangements



Policies & Procedures

• Document – Notification of Intent to Travel

• Document - Safe International Working (guidance note)

• Document – Flow chart: Safe International Working

• H&S Policy – Section 17 Managing the H&S Risks of 

Field Trips and Working Overseas

• Document – Travel & Safety 

Information for Staff when working 

abroad

• Risk Assessments for international 

working

Check all documents to be latest version & 

updated.



Procedures

• Plan the trip with your line manager

• Taking care when travelling alone

• Agree check in & communications –

emergency response contact names & 

colleagues at partner institute  

• Consider airport safety & security issues

• Lock away or secure important 

information / passport. Use the hotel safe.

• Moving & travelling around can be risky



Risk Assessment

https://www.gov.uk/foreign-travel-advice

https://www.gov.uk/foreign-travel-advice


Insurance



Airport Security Rules (extract from Manchester Airport)



Airport Security Rules (extract from Manchester Airport)



Airport Security Rules (extract from Manchester Airport)



FCO & Counter Terrorism Advice



Counter Terrorism Advice & Video

https://www.youtube.com/watch?v=f_VrwY

Jawxc

Run Hide Tell: Stay Safe in the event of a 

terrorist attack abroad

https://www.youtube.com/watch?v=f_VrwYJawxc


Local Information is KEY  

Get local information from the Partner Institute. Ask for a brief & take advice.



Using Common Sense

• Be aware of what is happening around you.

• You have to see danger to avoid it.

• Trust your instincts-if something feels wrong 

to you, then it is wrong.

• Don’t be too trusting. It is easy to get 

complacent (most people are friendly) but be 

careful. A little paranoia can be a good thing.

• Listen - If you hear someone approaching 

you from behind, look around.



Using Common Sense

 Keep your distance from strangers. 

 Maintain a safe distance from people to 

give yourself time to react or avoid an attack. 

Don’t be tricked into giving up this safety 

cushion.

 Avoid using alcohol or illicit drugs. Their 

use can impair your judgment, slow reaction

times, as well as expose you to some less

than desirable social situations and people.

 Let someone know where you are going 

and when you expect to return.



Pay attention to your surroundings



Plan the Safest Route to Your Destination

Get to know the route and look for safe options



Getting around

Taxis – Be wary. Choose wisely. Avoid if you can.

Arrange chaperone with local partner institute. 

Check in – before & after.

Walking - Avoid walking close to bushes and

structures that could offer concealment to an 

attacker. If someone is following you or you even 

think someone is following you, go immediately to 

a house or phone and contact the police. Check in 

– before & after.

Bars & Clubs – Don’t go alone. Be aware of your 

surroundings. Prepare an escape plan.



Using ATM machines

•Try to avoid using an ATM by yourself. Either 

take someone with you or only use an ATM 

when others are around.

•If possible, avoid using an ATM after dark.

•If you must, choose one that is well lit and 

does not have tall bushes nearby.

•When you arrive at an ATM, look around. If

you are uncomfortable, do not stop. 

•Have everything you need ready when you 

approach

•Stay alert to your surroundings. Look up and 

around every few seconds while transacting 

your business.



Using ATM machines

• Stay alert to your surroundings. 

Look up and around every few 

seconds while transacting your 

business

•Protect your personal identification number (PIN). Do not 

enter your PIN if anyone else can see you enter it. Shield your 

PIN from onlookers by using your body.

• When your transaction is finished, be sure you have your 

card and your receipt and leave immediately. Do not count 

your money at the machine.

• Watch out for scams!

•https://www.youtube.com/watch?v=yvQOaOUSInI

https://www.youtube.com/watch?v=yvQOaOUSInI


Emergency Contacts

Emergency contact Checks - Yes or No

1. Do you have a list of all emergency contact numbers from the University and the Partner 
Institution?

2. Have you arranged regular phone/text/email message times with your line manger or work 
colleague?

3. Have you left a copy of your itinerary with your line manager, work colleague, friend or 
relative?

4. Have you checked with the Foreign & Commonwealth Office for travel advisories before you 
make plans?

5. Do you have a photocopy of your passport identification page in a separate location from 
your passport?

6. Do you have details of the nearest UK embassies or consulates?

7. Do you know the telephone number for a country's emergency services while abroad?

8. Do you keep your passport, computer, cash and credit cards in a safe when you travel?

9. Do you keep up with local weather forecasts while you travel abroad?

10. Do you have at least two forms of photo identification?

11. Do you travel with city maps so that you can locate hospitals and police stations if needed?

12. Have you registered with the Foreign & Commonwealth Office before travelling abroad?



Key Personal Safety Concerns 

Plan your movements

Look after your belongings

Keep things safe and out of view

Don’t leave things lying around

Use mobile phones wisely

Be safe on the street

Look around when using cash machines

Be wary of public transport and taxis

Check in regularly



If you have any queries please contact Graham 

Kearsley on 01204903577

Or (+44)7736073047  

We are all responsible for health, safety and well being!

Report any incidents / hazards

Help us to make international travel a safe option

Take care & stay safe!  

Summary 

Graham Kearsley


