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Useful links:

Where are you travelling?

1. University Travel Risk Assessments and guidance

2. Travel policy - applicable to UK and overseas travel by staff and students

Is the trip by plane or overnight?*

Review University Generic Travel Risk
Assessment. Are there any other significant
risks identified?
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Complete Trip-specific
Travel Risk Assessment to
determine overall risk
level and required
controls.
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3. Global mobility - staff working overseas
4. Travel insurance
5. Selective Travel

- Booking Process and Portal

Check if there are any FCDO travel warnings are in place for any location(s) to which you
intend to travel within the destination country. If you plan to travel to a location that is
subject to an FCDO travel warning you must do a Trip-Specific Risk Assessment.

This is not mandatory if you are travelling to an area within the country that is not subject
to an FCDO warning. However, you may still need to do an assessment for other reasons,
such as travel risks beyond those covered in the generic assessment.

See www.gov.uk/foreign-travel-advice.

FCDO advice against ALL
BUT ESSENTIAL travel.

Are there thought to be any significant
risks associated with the trip beyond
those listed in the University Generic

Travel Risk Assessment?

TRIP-SPECIFIC RISK ASSESSMENT IS MANDATORY.
(If a FCDO travel warning is in place for the specific area to which you are going
the assesed risk will normally be MODERATE or above. Consequently, Head of
School or higher level authorisation will normally be required.)

Complete Trip-specific Travel Risk Assessmentto determine overall risk

Risk assessed as MODERATE

Book trip using Selective Travel Management Portal - if

appropriate
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’ Download Safezone App

The following approvals will be completed in the Travel Portal.
You do not also need to contact these departments by email.

They may reach out to you with questions in order to approve your trip.

*You may also register day trips in the UK away from Glasgow which involve train or bus travel, and you may then have personal accident cover under the travel insurance policy. Please refer to https;

Book trip on the Selective Travel Management Portal ‘

Download Safezone App ‘
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Register trip on the Travel Risk, Insurance, Compliance Approval Portal (TRICAP)

- Requires upload of signed approved risk for risks d as mod or higher.
All: All:
Staff: If trip is overseas and longer - Trip longer than 1 year

than 60 days?

- Trip involves hazardous activities
- Travel against FCDO advice or travel to
sanctioned countries

- Trip purpose is "Other"
Trip destination "Glasgow"
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Additional information fields to be ‘

completed in TRICAP

gla.a for guidance.


https://www.gla.ac.uk/myglasgow/seps/az/travelfieldworkandplacement/
https://www.gla.ac.uk/myglasgow/seps/az/travelfieldworkandplacement/policyforbusinessandstudytravel/
https://www.gla.ac.uk/myglasgow/insurance/insurance/globalmobility/#d.en.780723
https://www.gla.ac.uk/myglasgow/insurance/
https://www.gla.ac.uk/myglasgow/procurementoffice/travelinformation/selectivetravelmanagement/
https://www.gov.uk/foreign-travel-advice
https://www.gla.ac.uk/myglasgow/seps/az/travelfieldworkandplacement/higherrisktravel-trip-specifictravelriskassessment/
https://www.gla.ac.uk/myglasgow/seps/az/travelfieldworkandplacement/lowrisktravel-generictravelriskassessment/

