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2.2 Local Conditions 
 
 Local Conditions shall be interpreted as including all geographical, 

climatic, seasonal, political, cultural and social elements that may 
contribute to the safety or otherwise of travellers and workers in the 
country being visited.  

 
2.3 Overseas Team Leader 
 
 The person charged with leading the party when overseas - this may or 

may not be the Work Organiser.  When the Work Organiser is not 
travelling overseas the Overseas Team Leader must assume 
responsibility for some of the activities assigned to the Work Organiser. 

 
2.4 Travel Organiser 
 
 This is the individual charged with organising the travel aspects of the trip 

overseas on behalf of the participant(s). This may be the same person as 
the Work Organiser and some of the activity may be delegated to external 
agencies, but it is important to recognise that someone within the group 
must take responsibility for the travel arrangements and associated 
matters. 

 
2.5 Work Organiser 
 
 One individual must be made responsible for the work aspects of the trip 

overseas.  In most cases the Work Organiser will be the individual 
(category 1); or the most senior staff member (category 2); or the 
Placement Organiser (category 3) were the work and travel are arranged 
separately, the Work Organiser will normally be considered as the prime 
organiser and should be responsible for ensuring adequate liaison with 
other key staff such as the Travel Organiser and those with a financial, 
occupational health, safety, etc. role. 

 
2.6 Work Overseas 
 
 Any practical work-type activity or procedure carried out by staff or 

students of the University for the purpose of teaching, research or other 
University activity, in places which are not under the direct control of the 
University and which are beyond the territorial waters of the United 
Kingdom. 

 
 
 3.0         Responsibilities 
 
3.1           Heads of School / Departments will ensure: 

 
- Competent staffs are appointed as Work Organiser and Travel 

Organiser to carry out the arrangements listed below.  In some 
cases one person may be able to fulfil both roles. 
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- Contingency Emergency plans are in place an emergency occur.  
 
The work organiser could be the appropriate head of department or a 
person nominated by the head of department. Were a person other then 
the head of department fulfils this role they will be required to assure the 
head of adequate control   

 
 
3.3 Travel Organiser   
 
     Travel Organisers duties will involve the following  
 

 The Travel Organiser will liaise with the Work Organiser and the Overseas 
Team Leader to ensure that adequate up-to-date information is available 
so that correct decisions on travel and work preparation can be made. 

   
 The Travel Organiser is responsible for ensuring the travel arrangements 

are suitable and sufficient.  In order to carry out the functions expected of 
a Travel Organiser, he/she must firstly be fully briefed by the Work 
Organiser.  Based on that information the Travel Organiser is responsible 
for addressing a number of issues. 

         Supply the information required by the Universityôs Insurance officer to 
obtain the necessary authorisation.  

 Obtain advice to determine necessary vaccinations, immunisations, first 
aid requirements, etc. 

 Information should be obtained on climatic extremes, and cultural and 
local information, as appropriate. 

 Obtain the tickets, visas and any other necessary documentation for 
travel.  

  Check that all participants have a valid passport which complies with the 
necessary entry criteria. 
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Further advice on training is available from the Universityôs S S & S 
Manager. 

 
4.2      Supervision of Students 
 
           Levels of supervision required for studentsô activities will be dependent 

on the level risk.  Were the student is undertaken a work placement 
abroad levels of supervision must be determined with the placement    

 
4.3 Health Matters 
 

Personal health is a major consideration particularly when travelling to 
areas where hygiene standards are lower than those to which individuals 
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Additional Information ï UMAL http://www.umal.co.uk/umal/travellers_tips.html 

 

 

Tips for Travellers  
The vast majority of all journeys are completed without incident but 
occasionally, regardless of how careful you are, things can go wrong. To help 
you make sure that you won't need a claim form when you get home, here are 
a few tips to raise your awareness and help you manage if the unexpected 
does happen to you.  
 
Before you Travel  
You may find the following check list useful to help ensure you are fully 
prepared for your journey.  
 
Travellers Check List (Copy below included in this policy ï Appendix 1)  
Check with your doctor to see if you need any vaccinations, anti-malarial 
treatment etc. If you have to take any medication for any ongoing medical 
condition ensure that you have an ample supply for the entire duration of your 
trip. This should be split up between your hand luggage and checked-in 
luggage in case one of your bags is lost. If you are travelling within the EU get 
a European Health Insurance Card (EHIC). This will entitle you to free or low-
cost treatment for medical problems. Details of how to apply for this can be 
found here: https://www.gov.uk/foreign-travel-advice 
  
Be aware of local issues - visit the Travel Security Online section of the UMAL 
web site for information about the country and a
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First aid materials provided (if necessary). 
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Specific Hazard Checklist.   

Hazard (and associated problems pertinent to 
overseas working) 

indicate Comment 

Climatic extremes - dry/desert (high humidity, 
hypothermia, monsoon/storms, oxygen 
deficiency/rarefied air, sunburn/skin cancer, tidal (and 
other water) considerations, unusual winds (e.g. 
tornado, hurricane)) 
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Health Information (Jet Lag) Appendix 3 

 

The symptoms of jet lag decline after a few days as the body clock synchronises with 
the new time clock.  The recommended ways of speeding this up are: 

 Adopt the new local hours for sleeping, for being awake and for being active. 

 Rest in a quiet darkened room when it is bed time, even if you do not feel tired. 

 Start the new day with gentle exercise even if you feel sleepy. 

 Avoid taking naps - they will mislead the body and delay the adaptation process. 

 Control carefully exposure to natural daylight immediately after the journey (see 
the table below). 

 Eat the right meal at the right local time. 

 Beware of some drugs that are given for jet lag - they are usually linked to 
promoting sleep, but can prolong synchronisation if their effects are carried over 
into the next day. 

 Avoid driving cars or using dangerous machinery, if at all possible, whilst 
suffering from jet lag. 

 

Combating Jet Lag 

Good and bad local times for exposure to natural light in the first 2-3 days after a time 
zone transition are outlined in the table below:  

 

 Bad Local Times Good Local Times 

Time zones to the 
west 

  

4 hours 01:00 - 07:00 17:00 - 23:00 
8 hours 21:00 - 03:00 13:00 - 19:00 
12 hours 17:00 - 23:00 09:00 - 15:00 
Time zones to the east   
4 hours 01:00 - 07:00 09:00 - 15:00 
8 hours 05:00 - 08:00 13:00 - 19:00 
12 hours 17:00 - 23:00 09:00 - 15:00 
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�†  Plan your route in advance 

�†  Tell people at your destination what time you expect to arrive. 




