[image: image1.jpg]University of
HUDDERSFIF1D




INSURANCE GUIDE
This document is a broad outline of the cover provided by the University's insurance policies. 
All general enquiries should be directed to insurance@hud.ac.uk 

For a more detailed interpretation of the policy cover, terms, exceptions and conditions please contact:

	Joe Byrne
	Claire Gunton

	Head of Procurement & Insurance
	Category Manager

	01484 256533
	01484 256535

	j.j.byrne@hud.ac.uk
	c.gunton@hud.ac.uk
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INTRODUCTION
This document provides a brief summary of the main insurances currently held by the University of Huddersfield and a guide to simple claims procedures which must be followed to ensure that all claims are dealt with as efficiently as possible and to prevent delays in settlement.  

Good risk management is essential to minimise the number and magnitude of claims that the University incurs. 

For a more detailed interpretation of the policy cover, terms, exceptions and conditions please contact Joe Byrne (j.j.byrne@hud.ac.uk) or Claire Gunton (c.gunton@hud.ac.uk). 

POLICIES

1 PROPERTY
1.1 COVER
1.1.1

The policy covers physical loss or damage to property belonging to the University or for which the University is responsible, in particular:
· Buildings and contents 
· Money
· Income lost or additional costs incurred as a result of damage to property
Please note that the University is not responsible for items of personal property.

1.1.2
On each and every claim there is a £2,500 level of excess for which the school or service will be responsible.

1.1.3
Anything in transit with a value over £20,000 must be notified to Joe Byrne and/or Claire Gunton.
1.2 GEOGRAPHICAL LIMITS
1.2.1 The cover applies anywhere in the UK. Advise Joe Byrne and/or Claire Gunton if cover is required for overseas trips or exhibitions or goods from abroad.
1.3 BUILDINGS & CONTENTS
1.3.1 
New buildings/extensions/additions/disposals



All Senior Staff/Project Leaders should advise Joe Byrne and/or Claire Gunton at the planning stage about new projects and detail whether there is any risk of the work causing damage to existing buildings.

1.3.2 
Unoccupied buildings


The Estates and Facilities Directorate should arrange suitable security and disconnect mains supplies. Advise Joe Byrne and/or Claire Gunton of the action taken. Cover is subject to a reasonable precautions condition which requires all care and attention to be taken to safeguard property from loss or damage. Failure to comply would entitle insurers to refuse payment for the loss or damage.

1.4 MONEY
1.4.1 All transit of money must be made under arrangements fully approved by Maggie Birkinshaw, Security Services Manager. Transit of money is always subject to the following escort criteria: 


For Amounts:



up to
£2,500
-
one able bodied person

over 
£2,500 and up to £5,000
-
two able bodied persons



over
£5,000 and up to £10,000
-
three able bodied persons



over
£10,000
-
a security company must be employed
1.4.2
Safe or strongroom keys and combination codes must be removed from the premises overnight. Money must not be left unattended in drawers and should be kept in a locked safe. All safes used for the purpose of storing money must fully comply with the insurers requirements.
2 COMPUTERS

2.1 COVER


The policy covers computer equipment belonging to the University, or for which the 
University is responsible:
· for loss or damage

· for additional costs incurred to minimise any disruption resulting from such loss or damage

· for additional costs incurred in recompiling or re-recording data
2.2   
GEOGRAPHICAL LIMITS


The cover applies anywhere in the UK, Eire or Western Europe including while in 
transit. The limit of liability in transit is £20,000. This does not apply to deleveries of new stock from our suppliers.

When computer equipment is away from the University it is necessary to ensure 
that:

· it is not left unattended in an unlocked vehicle;

· it is not left unattended in any vehicle overnight unless the vehicle is housed in a securely locked building or compound; and
· it is concealed from view.

3 MOTOR VEHICLES 

3.1 COVER


The policy is comprehensive but subject to a £150 Accidental Damage, Fire and Theft excess. 

3.2 INSURED VEHICLES 


The policy covers cars and commercial vehicles which are owned, leased or hired by the University.



Note: when employees use their own vehicles for work, the vehicles are not insured under the University’s policy (for more information please section 3.6).

3.3 DRIVERS
3.3.1 
The policy covers all authorised drivers *.
* Definition: Any EMPLOYEE or GOVERNOR authorised by the INSURED to use a Motor Car in conection with the BUSINESS
3.3.2
Each school and service must keep an annually updated list of all drivers who hire vehicles on behalf of the University. Prior to an employee hiring a vehicle he/she must complete a Driver’s Questionnaire (see Appendix 1) and provide a copy of his/her Driving Licence, and if the vehicle requires it, a copy of the most recent MOT certificate. 

3.3.3
Any questionnaires with items detailed in sections 6–9 which indicate a doubt pertaining to an employee’s suitability to drive, should be sent immediately to Joe Byrne and/or Claire Gunton who will seek clarification from the University’s insurers.

3.4 4TH EU MOTOR DIRECTIVE

All vehicle insurance details have to be kept on a national database. To enable us to comply with this directive any new vehicle purchased by the University or any vehicle hired for more than 14 days must be notified immediately to Joe Byrne and/or Claire Gunton to be input on the database. Any vehicle not on the database will not be covered by the University’s insurance.

3.5 FOREIGN TRAVEL BY UK HIRE VEHICLES

3.5.1
Please note that all foreign travel by car on University business must be carried out by the use of a hire vehicle. Private vehicles are not allowed to be used on overseas University business. Cover does not apply in respect of a vehicle hired abroad.

3.5.2
The Motor Fleet policies arranged by the University’s insurer provide cover in Great Britain, Northern Ireland, the Isle of Man, the Channel Islands, the other member countries of the European Community, Croatia, Iceland, Norway and Switzerland.

3.5.3
Although in general drivers will not require a Green Card for the above Countries, please note:
· for Italy a Green Card is required;
· for Spain a Bail Bond is recommended; and
· for travel to any other country, a Green Card is essential before departure.
3.5.4
When travelling abroad the driver should also carry these documents:
1. Insurance Certificate


A copy of the current Certificate of Motor Insurance. You may be asked to produce evidence of Compulsory Motor Insurance by Police or Customs Authorities. The countries where automatic cover applies are listed on the reverse of the certificate. Copies of the University’s certificate of insurance are available from Joe Byrne and/or Claire Gunton. 

2. Driving Licence


All drivers should have with them their UK Driving Licence (full not provisional). For Italy, a UK Licence is acceptable provided it is in the EU (Pink) Format. An International Driving Permit will be required if you are driving outside Western Europe. Translations and Permits can be obtained from the AA or RAC.

3. Rental Agreement


All hirings of vehicles which are to be taken abroad must be done through one of the University approved car hire companies. The car hire company will provide a copy of the rental agreement, which must be carried throughout the duration of the hire period by the hirer. 
4. VE103A Form

The car hire company will also provide a VE103A Form to take their vehicle abroad. Please ensure that this form is obtained before your departure and is kept in your possession at all times. 

5. Breakdown & Recovery Insurance


Although a limited amount of breakdown cover is supplied under the hire agreement, a more comprehensive breakdown cover, commonly  known in the industry as  “5 Star” cover,  must be arranged. This cover is compulsory and can be obtained directly from the AA or RAC. 
6. Passports


Everyone in the party must have a valid passport and visas if required.
7. Travel Insurance


You should arrange travel insurance from the University to cover your party for medical expenses, personal accident, baggage, money and personal liability (see the overseas travel and personal accident section at page 10).

3.5.1 Vehicles hired abroad

If you hire a vehicle abroad, please ensure that you obtain fully comprehensive insurance through the hirer and arrange top-up cover where necessary. Only hire from reputable firms.

3.6 USE OF EMPLOYEES' CARS ON THE UNIVERSITY'S BUSINESS

3.6.1
This section is intended to clarify the position regarding employees who use their own vehicles on the University's behalf.

3.6.2
If an employee is using his/her own vehicle, it must be insured and be in a roadworthy condition.

3.6.3
Employees should take the precaution of obtaining from their own insurance company confirmation that: 

· their policies cover them in person while on University business; and
· the receipt of a mileage allowance by the employee for use of his/her vehicle on the University’s behalf does not invalidate the insurance.

3.6.4
Heavy or valuable pieces of equipment should not be carried in employees’ own vehicles.

3.6.5
Budget holders are responsible for ensuring that all drivers who either hire vehicles on behalf of the University or claim mileage allowance for using their own vehicles have a full, valid and clean licence.

3.6.6
In addition, budget holders must check that employees claiming mileage allowance are insured for using their vehicle “in connection with their business”. By 
authorising the expenses claim form the budget holder is taking responsibility for 
this. The University may be held liable if an employee on University business causes an accident and is subsequently found not to hold a valid licence and/or valid motor insurance. 

3.6.7
Copies of driving licences, insurance certificates and current MOT certificates should be kept by budget holders and these records must be kept up to date at all times.
3.7 MINIBUSES 
3.7.1 All minibus hires must be made through the Estates and Facilities Department in accordance with the minibus driver procedures.
3.7.2
All minibuses must display a permit - details are available from Joe Byrne and/or Claire Gunton.

3.7.3
Minibus drivers should be at least 25 years old and have a minimum of two years driving experience. Persons wishing to drive a minibus with 9 to 16 seats must have category B (other than B1) on their driving licence. If the licence was issued before 01.01.97, they must have B (other than B1), as well as D1.
3.7.4 Any driver who passed his or her test after 1 January 1997 must pass an additional test before he/she is permitted to drive a minibus. For further details and a copy of the relevant fact sheet please contact Joe Byrne and/or Claire Gunton.
3.7.5 Deans of Schools and Heads/Directors of Services must ensure that work-related road safety risks are considered by risk assessments. 
4 LIABILITY

4.1 COVER
The policy covers the University’s liability to staff, students and other third parties for death, injury, disease and loss of or damage to their property.

4.2 GEOGRAPHICAL LIMITS

The policy applies:

· within the premises of The University of Huddersfield; and
· worldwide (other than offshore installations) where staff or students are involved on The University of Huddersfield’s behalf.

Note: cover does not apply in respect of the employment of any person abroad. In the majority of overseas countries, it is necessary to comply with local legislation and separate cover is likely to be needed.

4.3 CIRCUMSTANCES REQUIRING NOTIFICATION
· Medical or Clinical Trials.

· New manufacture of products/supply of goods.

· Contracts or agreements which impose an increased liability.


All instances of the above should be notified to Joe Byrne and/or Claire Gunton.

4.4 EDUCATIONAL VISITS AND STUDENT PLACEMENTS 


For educational visits and student placements there is a placement health and safety checklist available which can be utilised to ensure that no enhanced liabilities are otherwise being accepted. It can be obtained from Joe Byrne and/or Claire Gunton for issue as appropriate.

4.5 OUTSIDE CONTRACTORS (INCLUDING EXTERNAL CONSULTANTS)
Members of staff who engage outside contractors have a responsibility to ensure that the contractors have adequate insurance cover. To evidence this you should ask for a copy of their current insurance certificate or a letter from their insurance broker stating that the cover is in place. Help can be obtained from Joe Byrne and/or Claire Gunton.
5 OVERSEAS TRAVEL

5.1 TRAVEL 
5.1.1 Travel Insurance is in place for members of University staff travelling overseas on University business. Cover applies 24 hours a day from departure to return on all journeys outside England, Scotland and Wales. 
5.1.2 Before travel (14 days minimum) the traveller must fully complete a University Overseas Travel Risk Assessment form which can be downloaded from the Insurance Intranet pages https://staff.hud.ac.uk/finance/insurance (see also Appendix 2 and 3)
5.1.3 There are 2 variations of the form depending on frequency of travel:

· Overseas Travel Risk Assessment - General Travel: designed for non-frequent travellers. All sections of the form should be completed prior to travel.

· Overseas Travel Risk Assessment - Frequent Travellers: designed for members of staff who, over the course of the Academic year, anticipate that they will travel overseas on 3 or more separate occasions. Part A must be completed or updated on an annual basis, Part B must be completed prior to every overseas trip.
Travellers are reminded that all sections are to be completed by the traveller and the completed form authorised by their line managers prior to submission. All travellers must declare any pre-existing illnesses or medical conditions, failure to do so may render the cover null and void.

5.1.4
Travellers are reminded if any leave is to be added to the travel they will need to take out insurance to cover these periods.
5.1.5
Categories of cover and amounts insured:

Medical and Emergency Travel Expenses
£2 million

Personal Baggage
£2,000


Money
£1,000


Cancellation/Curtailment
£5,000 per person


Delayed departure
£50 for first full 12hrs, £25 for each 
subsequent 12hrs (max. £150).

The first £15 of any claim is not covered.

5.1.6
Excluded activities and people
· Travelling against Foreign Office advice

· Participating in Winter Sports

· Motorcycling, racing of any kind other than on foot

· Deliberate exposure to unnecessary danger (except in trying to save human life)

· Travelling against medical advice

· Suicide or attempt thereat

· Pregnant women within two months of the expected date of confinement

· Engaging in aviation other than as a passenger
5.1.4
Medical Assistance Service


In case of emergency in the event of serious illness or injury, assistance may be obtained by contacting Inter Partner Assistance - UK at any time day or night:


Telephone
UK 44 (0) 1489 868 888

The University’s policy number is NHE-03CA03-0013       


N.B. Known medical conditions and related medicines need to outlined to the Insurers before travel failure to do so will affect the cover in place.

5.1.4 Information as to the suitability of a proposed journey can be obtained from the Foreign and Commonwealth website www.fco.gov.uk 
5.1.6 Cover is subject to a reasonable precautions condition which requires all reasonable care and attention to be taken to safeguard property from loss or damage. Failure to comply with the condition would entitle insurers to refuse payment for the loss or damage.

5.1.7 Biological/Chemical Warfare


A total exclusion applies in respect of biological, chemical, radioactive and nuclear agents, materials, devices and weapons.

5.2 PERSONAL ACCIDENT COVER


While engaged on University business, personal accident cover is in place 24 hours and worldwide, for all employees (including post-graduate researchers) for payment of benefits for accidental bodily injury which within two years is the sole cause of death or disablement. Further details are available from Joe Byrne and/or Claire Gunton on request.
6 LEGAL EXPENSES

6.1 A GUIDE TO CLAIMS PROCEDURES FOR DEANS, DIRECTORS/HEADS OF DEPARTMENTS

6.1.1
The University carries Legal Expenses insurance which provides cover for the University’s legal costs and expenses including compensation awards, arising from certain employment disputes, civil and criminal actions.

6.1.2
The policy contains very strict conditions on how the University must act if a successful claim is to be made under the policy. This guidance note has been produced to ensure that these conditions are fully complied with and inadvertent breaches which could prejudice claims are avoided.

6.1.3
The University Secretary, is responsible for legal matters relating to the University. 

6.1.4
Immediately you become aware of any circumstance which could give rise to an employment dispute, civil or criminal action, you must notify the University Secretary or the University Solicitor. Do not take any action until you are advised by either of them on how to proceed. 

6.1.5
In the event of proceedings being brought, do not appoint any solicitor to act on your behalf. Details must be referred to the University Secretary or University Solicitor in order to obtain advice on future handling/appointment of a solicitor. If they are unavailable and the matter is urgent, refer the matter to the Vice-Chancellor or his acting deputy.

6.1.6
Fees/costs incurred prior to written acceptance of a claim by insurers and claims which are pursued or defended without the insurers consent or contrary to the appointed solicitors’ advice will not be covered under the policy.


6.1.7
In respect of incidents relating to discrimination for example on the grounds of sex, race, disability, religious belief or political opinion the advice of insurers must be sought and followed prior to any action being taken – insurers’ advice should be obtained via the University Secretary or University Solicitor.


6.1.8
Advice on any staffing matter should be referred to Human Resources in the first instance. 
CLAIMS

7 PROPERTY (INCLUDING COMPUTERS)
7.1
All incidents which might give rise to a claim should be notified immediately to Joe Byrne and/or Claire Gunton. No costs, other than emergency expenses, should be incurred without insurers’ approval.

7.2
Any loss or damage caused by a criminal or malicious act should be reported to the police immediately and details of the report recorded.

7.3
You should take any action which is reasonably practicable to prevent further loss or damage.

7.4
A claim form should be completed and passed to Joe Byrne and/or Claire Gunton, together with any estimates for repairs or replacements and invoices for any approved expenditure.

7.5
You will be advised if a loss adjuster is appointed to deal with the claim, in which case, all evidence, physical and documentary, must be kept available for inspection.

8 MOTOR VEHICLES

8.1
If an accident occurs, on no account should liability be admitted.

8.2
A claim form must be obtained from, completed and sent immediately to Joe Byrne and/or Claire Gunton.

8.3
Failure to report an accident promptly may entitle the University’s insurers to repudiate the claim.

8.4
Where damage has been sustained by University vehicles (including hired vehicles), please ring our approved repairers:

Halifax Accident Repair Centre on 01422 373731
- quoting policy number NHE-03CA03-0013

or contact Joe Byrne and/or Claire Gunton.

8.5
Arrangements for repairs to be carried out must not be made without the approval of the insurers otherwise the claim will not be valid.

8.6
Any third party correspondence should be forwarded unacknowledged to Joe Byrne and/or Claire Gunton immediately.

8.7
Any summons or notice of proceedings or prosecution, inquest or fatal injury must be forwarded to Joe Byrne and/or Claire Gunton immediately.
8.8
It is important that all sections of a claim form are fully completed. Vehicle and driver details questions are sometimes not fully answered and this can create delays in claim settlement. Help on filling in forms or guidance can be obtained from Joe Byrne and/or Claire Gunton.
9 LIABILITY
9.1
In the event of an incident involving injury to any person or damage to any property, a University Incident Report Form must be completed and forwarded to the Health and Safety office immediately. In the event of serious injury, this must be communicated by telephone.

9.2
Under no circumstances must any admission of liability be made, or any correspondence entered into, directly with the claimant or his/her representatives. All correspondence received should be forwarded unacknowledged to Joe Byrne and/or Claire Gunton immediately.

9.3
Letters have to be responded to within definite time periods. If you receive a letter from a third party or their solicitors holding you responsible for any accident or incident to which you may have been a party, you must without hesitation pass this letter on to Joe Byrne and/or Claire Gunton in order that it may be dealt with accordingly. Please do not allow any such letter to lie around in your department. All letters have to be acknowledged within a period of 21 days, failing which the University will be penalised. 

9.4
Please ensure, if you are going to be away for a prolonged period, that your mail is attended to by another member of your department, in order that the appropriate action may be taken. 

9.5
Insurers acting on behalf of the University only have a period of three months in which to complete all relevant investigations. They have to make a decision regarding liability and put forward appropriate proposals of settlement within this time, failing which the University will be penalised. We ask for your full support in supplying the relevant requested information and documentation needed to complete all investigations at the earliest opportunity.
9.6
You must notify Joe Byrne and/or Claire Gunton immediately:
· if a formal written claim is made against you e.g. from students unhappy with their tuition;
· upon receipt of a "notice of intention" to hold you responsible for any matter which could result in a claim; or
· of any circumstances of which you become aware which would give rise to a claim against you.


Failure to do so is a breach of insurance conditions and could prejudice the University’s rights. In addition any circumstances or claim must be reported to insurers within the period of insurance that notification was first received.
9.7
In the event of a circumstance or claim: 
· do not admit liability;
· send full details of the allegations/claim to Joe Byrne and/or Claire Gunton;
· do not enter into any correspondence;
· send all documents, writs, letters or summonses unanswered to Joe Byrne and/or Claire Gunton; and
· do not incur any costs, charges or expenses without the consent of our insurers.                                      

10 OVERSEAS TRAVEL

10.1.1 All incidents, which might give rise to a claim, should be notified immediately to Joe Byrne and/or Claire Gunton.
You should take all reasonable steps to minimise any loss or damage and to

recover any property, which has been lost.
No admission, offer or promise of payment must be made without reference to Joe Byrne and/or Claire Gunton.
Any loss or damage caused by a criminal or malicious act should be reported to the police immediately and a copy of their report should be obtained.
10.2 A claim form will be required to be completed, with the following evidence of loss:
· receipts/invoices for treatment received;
· medical certificates for illness or injury;
· original receipts for lost/stolen items;
· copy of police or carrier’s reports; or
· justification of any change, cancellation or curtailment of itinerary.

All the above should be sent to Joe Byrne and/or Claire Gunton.

10.3
In case of emergency, serious illness or injury, assistance may be obtained by contacting Inter Partner Assistance - UK at any time day or night:
Telephone:
          UK 44 (0)1489 868 888
APPENDIX 1

DRIVERS QUESTIONNAIRE

This form should be completed in full. Failure to do so will render the driver uninsured by the University’s insurer. Approval must be obtained from the relevant budget holder before any vehicle is hired on behalf of the University.

Copy documents to be provided by all:

· Current driving licence - Paper copy (front only) and photocard (front and back)
Copy documents to be provided if you intend to use your own car on University business:
· Valid Insurance Certificate with Business travel cover
· Valid MOT certificate (if vehicle is over 3 years old)

	1
	Full Name
	

	2
	Date of Birth
	

	3
	Age
	

	4
	Occupation
	

	5
	School/Service
	

	6
	Year of Passing driving test
	

	7
	Have you driven regularly during the past 12 months?
	

	8
	Details of accidents in the past three years including circumstances and approximate cost. 

If none, please state ‘NONE’.       
	

	9
	Give full details of any motoring convictions or pending prosecutions during the past 5 years including details of fines imposed. 

If Drink/Drive conviction – state milligram reading
	

	10
	 Do you suffer from any physical ailment or infirmity? 

If ‘YES’ provide full details
	

	11
	Have you been refused insurance on normal terms? 
If ‘Yes’ - state reasons
	

	12
	How many points do you have on your licence?
	

	13
	Do you have ‘business use’ specified on your own insurance? 

If yes, then (and only then) you can use your own car on University Business
	

	Only complete Q14-18 if you answered “Yes” to Question 13 and are likely to use your own car on University business.

	14
	Vehicle Make
	

	15
	Vehicle Model
	

	16
	Year of Manufacture
	

	17
	Vehicle Registration Number
	

	18
	Vehicle Colour
	


	19
	Declaration date (dd/mm/yy)
	

	20
	Signature

If emailing, enter initials
	


APPENDIX 2
Overseas Travel Risk Assessment Form
General Travel

This assessment form relates to all overseas travel and will be used to confirm that the University’s insurance policy will provide adequate cover for Employees whilst travelling on University business. Overseas travel is classed as travel outside the United Kingdom. Any risks associated with fieldwork, laboratory or industry-based activity should be subject to a separate risk assessment.

The Overseas Travel Risk Assessment form should be completed by all travellers prior to each trip. In addition to completing the assessment form, the traveller should allow the relevant School/Service office to have sight of:

- Travellers passport along with any relevant visa documentation

- European Health Insurance Card (EHIC)

- Vaccination record (where relevant)

When completed, the form should be submitted to insurance@hud.ac.uk for review.

Staff members who anticipate that they will travel overseas on 3 or more separate occasions during the academic year are advised to complete Part A & B of the Overseas Travel Risk Assessment form for Frequent Travellers. 
Additional Information:

Overseas Car Hire: When hiring vehicles overseas, separate insurance must be taken out with the vehicle hirer, as the University’s insurance policy will not provide cover. Travellers should familiarise themselves with the rules and regulations applicable to driving in their destination, prior to arrival.

Periods of Annual Leave: If the duration of travel incorporates a period of annual leave, travellers should ensure that personal insurance is in place as the University’s policy will not provide cover during this time.

Family/Spouse Travel: Please refer to the Expenses and Benefits Procedure Manual for full details. Please note that in all cases express written approval must be sought and obtained from the Vice-Chancellor in advance of any bookings being made or the travel undertaken. Insurance cover will only be considered when written approval has been granted.
	Part 1: General Details

	Travellers Name
	

	School or Service where employed
	

	Academic Year

e.g., 2021/22
	

	Assessment Completed by

	.................................................................  (Employee)

.................................................................  (Manager)



	Part 2: Declaration

	Employee: I agree that the information contained in this assessment is correct and I have read and understand the Guidance to Staff Travelling and Working Overseas 

Employee Signature:                                                                                      Date:                                                                                                     

	Manager: I have reviewed this risk assessment for overseas travel and I am happy that suitable arrangements are in place to minimise foreseeable risks.

Manager Signature:                                                                                       Date:   

	Where travel is deemed essential

Dean/Director Signature:                                                                               Date:


	Part 3: Health

The following section requires the named traveller to self-declare any issues relating their health. Failure to declare any details may mean that the University insurance policy will not apply.  

	For travel within EEA and Switzerland

The employee has a valid EHIC: YES / NO
	EHIC Expiry Date: 

	The traveller has received and is up to date with the following vaccinations:

(Record details or write NONE)

Required vaccinations are completed and record checked: YES / Not Applicable

	The traveller is required to take the following regular medications and confirms that adequate supplies will be carried when travelling overseas:

(Record details of medication or write NONE)

Medication has been provided and requirements understood: YES / Not applicable

	The employee has a health condition that may be adversely affected by travel

YES / NO

	Record any relevant advice provided to reduce or mitigate against risk to the individual’s health, including any impact on mediation. Where a GP or medical specialist advises the individual not to travel then travel will NOT be approved

Advice and Actions Taken:



	Check with Head of Procurement the impact of this on the insurance cover and document any revisions to actions below (i.e. any changes to procedures to be followed in a medical emergency)




	Part 4: Key Contacts

It is important that the University can get in touch with a travellers nominated key contacts in case of emergency. Please ensure that the contact details provided are current and clearly presented, to prevent delays in contact. 

	The key University contact is:
	Name: 

Tel:

Email:

	The employee’s key UK personal contact is:
	Name:

Tel:

Email: 


	Part 5: Communication

	The employee has a suitable mobile phone and charger
	YES / NO

	The contact numbers for all accommodation is included on the itinerary
	YES / NO

	The contact numbers for all local contacts are included on the itinerary
	YES / NO

	The employee has contact details stored on their phone and laptop/tablet
	YES / NO

	The employee has a paper record of key contacts and a card containing insurance phone number in case of emergency
	YES / NO

	The employee has an Emergency Assistance Card
	YES / NO

	A full itinerary has been provided
	YES / NO


	Part 6:  Overall Security in the Country

Check the FCO guidance for the countries to be visited, and complete the relevant section below

	The FCO advise against all travel: YES / NO

If Yes, Travel is NOT approved. Visit must be cancelled or postponed until level of threat is reduced


	The FCO advise against all but essential travel: YES / NO

If Yes: 

a) Manager to document why travel is essential

b) Employee advised to check FCO travel alerts and knows to check local media when in country, if travel approved

	Manager - Travel is classed as essential for the following reasons:



	The following actions will be taken to reduce/mitigate against the security risks posed by the visit:




	The FCO identify no risks affecting travel plans: YES / NO

If Yes, Employee advised to check FCO travel alerts and knows to check local media when in country


	Part 7:  Personal Security

	Is the employee travelling alone? YES / NO

Is the employee travelling to a remote area? YES / NO

	How will regular contact can be maintained through agreed check-in times? What back-up arrangements can be used if there are telephone or network problems?

	


	Part 8: Insurance

To be completed by Head of Procurement or nominated deputy, to confirm that the University’s insurance policy will provide adequate cover to the employee whilst travelling overseas on University business

	


Overseas Trip Itinerary
	Employee’s Name:
	

	Destination:
Town/City, Country
	

	Dates:


	Leaving the UK:

Returning to the UK Or First Day of Leave:


Are the following details provisional and subject to final booking?
YES / NO

If yes, a copy of the final itinerary must be sent to insurance@hud.ac.uk prior to travel. Any significant changes to the travel itinerary must also be notified prior to travel.
Flight Details

	Date
	Flight Number 
	Departure Airport
	Arrival Airport

	
	
	
	

	
	
	
	

	
	
	
	


Accommodation
	Accommodation Name
	Arrival Date
	Departure Date

	
	
	

	
	
	

	
	
	


Purpose of Visit (including details of specific locations to be visited, if known)
	Purpose of visit e.g. Conference name & location or Company/Institution to be visited

	


Periods of Annual Leave
	From
	To

	
	

	
	


Signed ……………………………………………………………………………………………
Date ………………………………………………………………………………………….……..
APPENDIX 3
University of Huddersfield
Overseas Travel Risk Assessment Form
Frequent Travellers

This assessment form relates to all overseas travel and will be used to confirm that the University’s insurance policy will provide adequate cover for Employees whilst travelling on University business. Overseas travel is classed as travel outside the United Kingdom. 

Any risks associated with fieldwork, laboratory or industry-based activity should be subject to a separate risk assessment.

The Overseas Travel Risk Assessment form for Frequent Travellers is designed for members of staff who, over the course of the Academic year, anticipate that they will travel overseas on 3 or more separate occasions. All non-frequent travellers should complete the General Overseas Travel Risk Assessment prior to each trip.

Part A:
· Must be completed or updated on an annual basis, although changes to personal details or circumstances should be notified immediately

· Covers general details which are likely to remain constant over the course of a year

· The relevant School/Service office should have sight of:

- Travellers passport along with any relevant visa documentation

- European Health Insurance Card (EHIC)

- Vaccination record (where relevant)

Part B:
· Must be completed prior to every overseas trip

· Records the destination for each instance of travel

· Must contain a full trip itinerary

When completed, the form should be submitted to insurance@hud.ac.uk for review.

Additional Information:

Overseas Car Hire: When hiring vehicles overseas, separate insurance must be taken out with the vehicle hirer, as the University’s insurance policy will not provide cover. Travellers should familiarise themselves with the rules and regulations applicable to driving in their destination, prior to arrival.

Periods of Annual Leave: If the duration of travel incorporates a period of annual leave, travellers should ensure that personal insurance is in place as the University’s policy will not provide cover during this time.

Family/Spouse Travel: Please refer to the Expenses and Benefits Procedure Manual for full details. Please note that in all cases express written approval must be sought and obtained from the Vice-Chancellor in advance of any bookings being made or the travel undertaken. Insurance cover will only be considered when written approval has been granted.
Part A - Frequent Travellers - To be completed or updated on an annual basis

	Part 1: General Details

	Travellers Name
	

	School or Service where employed
	

	Academic Year

e.g., 2021/22
	

	Assessment Completed by

	.................................................................  (Employee)

.................................................................  (Manager)


	Part 2: Declaration

	Employee: I agree that the information contained in this assessment is correct and I have read and understand the Guidance to Staff Travelling and Working Overseas 

Employee Signature:                                                                                      Date:                                                                                                     

	Manager: I have reviewed this risk assessment for overseas travel and I am happy that suitable arrangements are in place to minimise foreseeable risks.

Manager Signature:                                                                                       Date:   

	Where travel is deemed essential

Dean/Director Signature:                                                                               Date:


	Part 3: Health

The following section requires the named traveller to self-declare any issues relating their health. Failure to declare any details may mean that the University insurance policy will not apply.  

	For travel within EEA and Switzerland

The employee has a valid EHIC: YES / NO
	EHIC Expiry Date: 

	The traveller has received and is up to date with the following vaccinations:

(Record details or write NONE)

Required vaccinations are completed and record checked: YES / Not Applicable

	The traveller is required to take the following regular medications and confirms that adequate supplies will be carried when travelling overseas:

(Record details of medication or write NONE)

Medication has been provided and requirements understood: YES / Not applicable

	The employee has a health condition that may be adversely affected by travel

YES / NO

	Record any relevant advice provided to reduce or mitigate against risk to the individual’s health, including any impact on mediation. Where a GP or medical specialist advises the individual not to travel then travel will NOT be approved

Advice and Actions Taken:



	Check with Head of Procurement the impact of this on the insurance cover and document any revisions to actions below (i.e. any changes to procedures to be followed in a medical emergency)




	Part 4: Key Contacts

It is important that the University can get in touch with a travellers nominated key contacts in case of emergency. Please ensure that the contact details provided are current and clearly presented, to prevent delays in contact. 

	The key University contact is:
	Name: 

Tel:

Email:

	The employee’s key UK personal contact is:
	Name:

Tel:

Email: 


	Part 5: Communication

	The employee has a suitable mobile phone and charger
	YES / NO

	The contact numbers for all accommodation is included on the itinerary
	YES / NO

	The contact numbers for all local contacts are included on the itinerary
	YES / NO

	The employee has contact details stored on their phone and laptop/tablet
	YES / NO

	The employee has a paper record of key contacts and a card containing insurance phone number in case of emergency
	YES / NO

	The employee has an Emergency Assistance Card
	YES / NO

	A full itinerary has been provided
	YES / NO


	Part 6: Insurance

To be completed by Head of Procurement or nominated deputy, to confirm that the University’s insurance policy will provide adequate cover to the employee whilst travelling overseas on University business

	Insurance is approved in principle and will be confirmed for each instance of overseas travel when Part B of the Overseas Travel Risk Assessment Form is completed and returned to insurance@hud.ac.uk  




Part B - Frequent Travellers - To be completed prior to every instance of overseas travel

	Travellers Name:
	

	School or Service where employed:
	

	Destination:

Town/City, Country
	

	Dates:
	Leaving the UK:

Returning to the UK:

	Assessment Completed by:
	.................................................................  (Employee)

.................................................................  (Manager)



	Part 1:  Overseas Travel Risk Assessment Form for Frequent Travellers - Part A

	I confirm that the information contained in Part A of Overseas Travel Risk Assessment (held by the Head of Procurement) is correct and still valid

YES / NO




	Part 2:  Overall Security in the Country

Check the FCO guidance for the countries to be visited, and complete the relevant section below

	The FCO advise against all travel: YES / NO

If Yes, travel is NOT approved. Visit must be cancelled or postponed until level of threat is reduced


	The FCO advise against all but essential travel: YES / NO

If Yes: 

c) Manager to document why travel is essential

d) Employee advised to check FCO travel alerts and knows to check local media when in country, if travel approved

	Manager - Travel is classed as essential for the following reasons:



	The following actions will be taken to reduce/mitigate against the security risks posed by the visit:




	The FCO identify no risks affecting travel plans: YES / NO

If Yes, Employee advised to check FCO travel alerts and knows to check local media when in country


	Part 3:  Personal Security

	Is the employee travelling alone? YES / NO

Is the employee travelling to a remote area? YES / NO

	How will regular contact can be maintained through agreed check-in times? What back-up arrangements can be used if there are telephone or network problems?

	


	Part 4: Insurance

To be completed by Head of Procurement or nominated deputy, to confirm that the University’s insurance policy will provide adequate cover to the employee whilst travelling overseas on University business

	


Overseas Trip Itinerary - Frequent Traveller
	Employee’s Name:
	

	Destination:
Town/City, Country
	

	Dates:


	Leaving the UK:

Returning to the UK Or First Day of Leave:


Are the following details provisional and subject to final booking?
YES / NO

If yes, a copy of the final itinerary must be sent to insurance@hud.ac.uk prior to travel. Any significant changes to the travel itinerary must also be notified prior to travel.
Flight Details

	Date
	Flight Number 
	Departure Airport
	Arrival Airport

	
	
	
	

	
	
	
	


Accommodation
	Accommodation Name
	Arrival
	Departure

	
	
	

	
	
	


Purpose of Visit (including details of specific locations to be visited, if known)
	Purpose of visit e.g. Conference name & location or Company/Institution to be visited

	


Periods of Annual Leave

	From
	To

	
	

	
	


Signed ……………………………………………………………………………………….…
Date ………………………………………………………………………………………………
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