Working Abroad Checklist
This check list should used to help you identify areas that need to be addressed and control measures introduced to help you generate a policy for employees working abroad.

	The country that employees are visiting or working in

	Subject
	Y
	N
	Remarks or actions

	Are there formal political links with the country?
	
	
	

	Is there political or social instability?
	
	
	

	Are there significant religious customs or laws?
	
	
	

	Are there significant legislative differences?
	
	
	

	Are phone and postal systems reliable?
	
	
	

	Are the transport systems reliable?
	
	
	

	Is there a drug problem or culture of bribery?
	
	
	

	Checks prior to departure

	Insurance Policy
	Y
	N
	Remarks or actions

	Is a replacement car provided?
	
	
	

	Do your staff have individual risk profiles?
	
	
	

	Does it cover medical bills?
	
	
	

	Does it include air ambulance cover?
	
	
	

	Does it include costs of return flights for employee’s families?
	
	
	

	Does it cover repatriation if workers are killed or injured?
	
	
	

	Medical Provision
	Y
	N
	Remarks or actions

	Have employees had medical or dental checks?
	
	
	

	Have employees had any necessary vaccinations?
	
	
	

	Have you provided a 1st aid kit for them to take?
	
	
	

	Do they have supplies of prescription drugs?
	
	
	

	Do they have spare glasses/lenses and solution?
	
	
	

	Finance
	Y
	N
	Remarks or actions

	Have employees been given an expenses advance?
	
	
	

	Do they have the correct currencies?
	
	
	

	Do they have debit or credit cards?
	
	
	

	Is it arranged to settle bills via a travel agent?
	
	
	


	Personal Security
	Y
	N
	Remarks or actions

	Have details of high-risk areas to avoid been given?
	
	
	

	Have employees been briefed on security?
	
	
	

	Is there a named contact for staff to meet on arrival?
	
	
	

	Have they been instructed to contact base regularly?
	
	
	

	Has risk avoidance training been given?
	
	
	

	Have they been given an itinerary?
	
	
	

	Accommodation
	Y
	N
	Remarks or actions

	Has it been used before or has it been recommended?
	
	
	

	Have you carried out a security check?
	
	
	

	Has the quality been checked?
	
	
	

	Travel in the foreign country
	Y
	N
	Remarks or actions

	Have staff been given a cultural briefing?
	
	
	

	Is an international driving permit required?
	
	
	

	Has a hire car been arranged (and driver)
	
	
	

	Has health and safety awareness information been given?
	
	
	

	Contingency & emergency arrangements
	Y
	N
	Remarks or actions

	Has a threat assessment been carried out?
	
	
	

	Are plans made to cover flight delays?
	
	
	

	Is a mobile or satellite phone available?
	
	
	

	Has a 24hr contact schedule been arranged?
	
	
	

	Have local medical contacts been made?
	
	
	

	Do you have an incident management team?
	
	
	

	Have emergency evacuation plans been made?
	
	
	

	Actions following return

	Have staff been debriefed about their trip?
	
	
	

	Have lessons learned been shared?
	
	
	

	Has the policy for the country been updated?
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