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1. INTRODUCTION


Owing to the nature of ‘THE COMPANY’s work, visits to other premises or locations within the UK and abroad are regularly undertaken by its staff.


This booklet provides general guidance on the various aspects of preparing for travelling and working away from ‘THE COMPANY’ for short periods of time.  It is intended to provide a reminder for staff accustomed to working away from ‘THE COMPANY’ and guide those working away for the first time.


The contents of this booklet should not be considered exhaustive.  Staff should make themselves aware of changes brought about locally and seek further information or guidance where appropriate.


Attention is particularly drawn to the clauses which contain advice on personal safety; visiting client premises; and what to do in the event of an accident or an emergency.


If you are in doubt on any aspects of your travel arrangements or unclear as to what is expected of you whilst working away, please consult your line manager in the first instance.


General guidance is given on a number of topics including general overseas health hints.


Though much of the content deals with travel abroad, certain information may apply equally to travel to any location.


Please read this booklet carefully and use it as a checklist before your departure and whilst away.

If you have any suggestions for improving these guidelines or tips for other travellers please contact Compliance and Risk Management (see Clause 11: Contacts).  

2. TRAVEL

2.1 Arranging your Travel



‘THE COMPANY’ has a Travel Office and you should contact the Travel Office which is applicable in your case.  Take steps to make your travel arrangements as soon as practically possible.  Ensure that you give your Travel Office as much notice as you can when booking flights to enable the best price to be obtained.  Remember to allow sufficient time for the journey to the airport and book any necessary transfers well in advance.

2.2 Checking your Reservations



Check all your reservations, especially when you have a complicated itinerary.

2.3 Health Advice



If you have any concerns regarding steps you should take to protect your health whilst visiting other countries you must consult your GP or your Travel Office or consult the the Department of Health’s website   www.doh.gov.uk/traveladvice/index.htm in advance of your journey.

2.4 Security Advice



Advice on security issues relating to specific countries is available from your Travel Office or from the Foreign and Commonwealth website www.fco.gov.uk  Any advice regarding safety or security in the country you are visiting should be taken in advance of your journey.

2.5 Passports, Visas and Work Permits



Passports, visas and work permits should be organised at least 6 weeks in advance of your journey through your Travel Office.  Useful information on visa requirements is available on





.

2.6 Contact Numbers



Ensure that your manager has the address, telephone number and fax number of your hotel or other living accommodation.

2.7 Client Contact


Make sure you know the name and contact number of the person you are visiting before you begin your journey. 

2.8 Paying Hotel Bills


Where necessary ask your Travel Office to confirm in advance that a credit card is acceptable as the means of paying your hotel bill.

3. FINANCE

3.1 Arranging your Finance


Those staff who are eligible for a corporate Visa card should use it to pay for hotels, meals, car hire etc. and only use currency for incidentals where a credit card would not be accepted.  Special arrangements have been made by ‘THE COMPANY’ with certain providers of foreign currency, all of whom will accept corporate Visa cards.  Details are available from the Finance Department.  Advance booking of currency is recommended as not all currencies are held in stock.  Please note that you may be asked for proof of identity as a ‘THE COMPANY’ employee when collecting or returning currency.

3.2 Charges


Charges resulting from the use of corporate Visa cards to obtain currency or travellers cheques will be met by ‘THE COMPANY’.  As far as reasonably possible please use corporate Visa cards to obtain currency rather than personal credit cards.  Any problems in using your personal credit card should be discussed with your line manager before your trip. 

3.3 Currency Restrictions


When ordering currency find out whether any local currency restrictions apply.  This has been the case in India and parts of Africa in the past.  In some countries it can be advantageous to take some sterling or dollars with you as some items can only be purchased using these currencies. 

4. HEALTH CHECKLIST 

4.1 Inoculations


Make sure that you check in good time for any inoculations that may be needed for any of the countries being visited: eg: malaria, yellow fever; and take appropriate steps to protect yourself.  Information on inoculations that you may need can be found on www.doh.gov.uk/traveladvice/index.htm

Any doubts or concerns regarding inoculations should be clarified with your GP.

4.2 Medicines


Make sure that you have an adequate supply of any regular medicines prescribed by your doctor.  When travelling to some third world countries (because of the higher risk of HIV infection) it may be sensible to take a personal supply of hypodermic syringes/needles and first aid supplies.

4.3 E111


Make sure that you take with you a form E111 if you are going to a European country.  (E111 is proof of entitlement to reciprocal health care within the European Community).  Forms are available from Post Offices and are valid for an indefinite period.

4.4 Blood Group Identification


Always carry your blood group identification.

4.5 Dental Check Ups


For those planning long trips it makes sense to have a dental check up in advance of your trip.  Please note that insurance cover for dental treatment is available for emergencies only.





4.6 Local conditions


Ensure you have collected from other ‘THE COMPANY’ staff sufficient background information about the countries you are going to visit.  If a colleague has already visited your destination, find out from him or her any tips that could be helpful to maintaining good health.  

5. PERSONAL SAFETY CHECKLIST

5.1 Emergency Contact Numbers


Make sure that your Line Manager and next of kin have a contact number for you in the event of an emergency.


Make sure that you have a contact number for your Line Manager in the event of an emergency.

5.2 Personal Identification



Always carry your ‘THE COMPANY’ identification card and medical assistance card on you at all times.  Medical assistance cards can be obtained through Compliance and Risk Management or Witham Personnel Department (see clause 11, Contacts).

5.3 Hotels

Make sure that you know what to do in the event of an emergency and are familiar with the hotel’s fire exits.

Use the hotel’s safety deposit boxes for retaining any money, valuables and your passport.

Check with the hotel reception any areas you should avoid or any precautions you should take to minimise the risk of mugging.

Whenever possible order taxis through your hotel reception.

5.4 Packages



Never accept a package from a stranger who asks you to take it on the ‘plane.

5.5 Foreign Currency



Do not change currency except through authorised channels.

6. VISITING CLIENT’S PREMISES/SITES
6.1 Personal Safety

Never jeopardise your own personal safety by adopting a method of working which puts you at risk. ‘THE COMPANY’’s safety procedures should be followed at all times even if the procedures operated by the organisation visited differ for their own personnel.

In some countries safety practices can be less stringent than within ‘THE COMPANY’ and in some cases the client’s personnel may be working under safety risks which we would not consider acceptable. However this does not alter the fact that you should not put yourself at risk.

6.2 Use of Protective Equipment/Clothing


Where it is known or suspected that a visit to a client’s premises or processes may result in exposure to a risk to health, make sure that the correct protective equipment or clothing is obtained and used.

6.3 Exposure to Harmful Chemicals/Materials

When, during a visit, it is suspected that exposure to a hazardous substance/chemicals may have occurred, you should report the matter to the senior manager on site and your line manager as soon as practically possible. 

You should get a copy of the incident report and provide it to your line manager.  A report should be made to your line manager on your return to your normal work location and advice should be sought as to whether medical follow-up is appropriate in the circumstances.  Details of any medical follow-up should be retained on your personal file. 

Any event which may result in an insurance claim should be notified to the Group Compliance and Risk Manager.

A record of the client’s premises where the suspected exposure took place should also be kept and passed to your line manager.  This will enable the information to be passed on to any other staff who may be required to visit the premises in the future.

7. WHAT TO DO IN THE EVENT OF AN ACCIDENT

7.1 Minor

Seek first aid and make sure the accident is reported on the site where the accident occurred.  As in 6.3 above, you should obtain a copy of the incident report and provide it to your line manager on your return.

Any minor injuries and/or first aid/medical treatment should be recorded in your home location accident book on your return via the duty first aider.

7.2 Serious (Requiring Hospital Treatment)

The matter should be reported to the senior person on the site where the accident occurred. This person will be responsible for ensuring that you receive treatment and that the matter is investigated.

Make sure, if you are able, that you or someone on your behalf contacts the medical assistance helpline using the number found on the back your medical assistance card. Arrangements have been set up by ‘THE COMPANY’to provide for medical cover and insurance in such circumstances.  Please see 10.1 Travel and Medical Cover for further information.

As soon as practically possible make sure that your line manager and next of kin are advised of the situation.

As with any minor injuries, details should be recorded in your home location accident book on your return via the duty first aider.  A copy of the incident/investigation report should be obtained and given to your line manager on your return. 

It is important that staff are aware of the need to report if they have been sick with, or exposed to, a notifiable disease: eg cholera. The same reporting procedure as above would apply.

8. GENERAL TRAVEL/HEALTH TIPS


Be careful with the consumption of alcohol during air travel as it promotes dehydration.  Remember not to drink alcohol if you plan to drive to your destination on arrival or operate or test machinery on your arrival .


Check whether or not there will be local holidays on arrival or during the stay: eg if going to a Muslim country, whether you will be there during Ramadan.


Check what the time difference is between the country you are visiting and your normal home location.


As far as practically possible keep the amount of local currency on your person to a minimum. 


Stay away from secluded places and avoid walking on your own in unknown areas.


Do not share taxi rides with other passengers unless they are known to you.


Avoid drinking the local tap water unless you are reliably advised that it is safe to do so.  


Make sure that your will and details regarding the beneficiaries of your estate are kept up to date.


Follow advice provided by the airlines, particularly on long haul flights, on how to minimise the risk of deep vein thrombosis.


Be aware of the dangers of over-exposure to the sun in hot countries and take the necessary precautions.

9. DRIVING/HIRING VEHICLES


Before travelling check whether your driving licence is acceptable.  Take an international driving licence if appropriate.


Check whether your insurance cover is valid whilst working away.  The insurance cover for the UK fleet only applies in respect of UK registered vehicles used in certain European Countries.  Please be clear that insurance cover for some countries is not available from the UK.


Remember to check with the hire company that you are able to take a hire car abroad.


Make sure you understand the drink/driving laws in any country in which you are travelling and abide by them. Please note that in some countries the laws are more severe than your home location.

Never drink and drive.

When the car is parked (particularly overnight) make sure that any valuables including laptop computer/detachable car radio/CD players or documents are locked in the boot out of sight.  If possible, all property should be removed from unattended vehicles.


Losses from unattended vehicles are excluded from our insurance cover unless:

All doors, windows and other points of access have been closed and securely locked;

any security device has been set to operate;

all keys to doors, ignition or other devices have been removed.

between the hours of 8pm and 6am the vehicle is in a securely locked building or guarded security park;

wherever possible any property is concealed from view in the luggage compartment.


Additionally, with regard to laptop computers, losses are not covered whilst left unattended unless:

whilst staying in a hotel the laptop computer is kept within a securely locked hotel room or in the custody of the hotel proprietor;

whilst on an aircraft the laptop computer is carried as hand luggage.


Loss of personal cash from unattended vehicles is excluded unless secured in the locked glove compartment. 

10. TRAVEL AND MEDICAL INSURANCE 

10.1 Travel and Medical Cover 

‘THE COMPANY’ has arranged insurance which provides travel and medical cover for all members of staff whilst undertaking business journeys on behalf of ‘THE COMPANY’.

Each member of staff should ensure that he or she has a medical assistance card with him or her before travelling.  A helpline number is provided on the back of the card which provides access to pre-travel advice and emergency medical assistance.

If emergency medical assistance is required then it should be sought, and the advice given followed, at the earliest opportunity using the helpline number (which is XXXXXXXXX). Insurance in respect of emergency repatriation expenses is excluded if incurred without prior approval of XXXXXXXXXXXXX. 

Please note that medical assistance cards are not reissued annually as a matter of course. Once staff have one they should retain it, and return it to Compliance and Risk Management (see Clause 11: Contacts) or their local Personnel Department when it is no longer needed. 

10.2 Car Insurance 

The UK motor insurance does not provide any cover for vehicles hired abroad.  Any “top-up” cover should be purchased when it is available, particularly in the USA.  Collision Damage Waiver should also be purchased in the USA. 

For all other areas outside of the UK full insurance, including collision damage waiver, needs to be taken out. 

Wherever possible arrangements for hiring vehicles abroad should be made in advance so that any questions regarding insurance can be raised with Compliance and Risk Management (see clause 11:Contacts) and answers obtained in good time.

The procedures to be followed in the event of an accident should always be established when hiring the vehicle. Staff driving hire cars in the UK should also advise the HSE Manager and Line Manager, in the event of an accident

10.3 What to do in the event of a Car Accident



(UK company car drivers)

Instructions and Guidance Notes have been provided to all UK company car drivers and they are also included in the vehicle manual

11. CONTACTS

11.1 ‘THE COMPANY’Staff

Compliance and Risk Management can be contacted as follows:

Personnel can be contacted as follows:

11.2 Other Staff

	
	
	



