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First Name  (Your First Name)

TRAVEL RISK ASSESSMENT (FULL) MY REQUESTS YOUR DETAILS TRAVEL DATES X COUNTRY DETAILS
Approx Travel Dates e thia sechion for sach

All staff and students planning to travel overseas Algeria on 03/08/2022

on University business must complete a Travel 8/3/2022 - 8/17/2022 Surname  (Your Surname) Pleass comple W CouNry yex
Risk Assessment before booking any travel or Approved > Staff/Student no  4000%=+= From are inteeding 1o fravel to

accomrlnodétlon. Service  (school/Department) 16/05/2022 o Ploase reter %0 the Gardawartd took and envier the
The University has a duty of care to ensure that NVl VG B spcroptiste CoNgOry feng

you have fully considered any risks and have put Andorra on 27/07/2022 APProver  (Dept Head/School Dean)

appropriate precautions in place. 7/27/2022 - 7/31/2022
Please ensure you complete the assessment well
In Progress

Approver: Hood, John

Register o 109 0 10 Gadaadrtd usknd your

Ednburgh Kapier Universty emad address

N

These details are auto-populated from University
systems. 23/05/2022

in advance of your planned trip and provide a
new TRA if any risks increase ahead of travel.

If any details are incorrect please contact

Saint Martin on 07/07/2022 records@napier.ac.uk before continuing.

T/7/2022 - 7/8/2022
Rejected

N

Please confirm you have read and
understood our Privacy Impact

Assessment (PIA)

1. Read through 2. Hereis a 3. Check your 4. Enter your travel 5. Select the

Continue IR ASUNICtre

and click on ‘My summary of details are correct dates. Date of country you are
Requests’. previously and that your departure until date travelling to and
submitted TRA approver is your of return to UK. open the Garda
forms and their Dean or Head of Click continue and World link.
status. Dept. Read the PIA then on Add
Click on 'Start a and check the box Country.

New TRA'. and click
on continue.


https://travelsecurity.garda.com/welcome
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e 1o GARDAVORLD Travel Securty

Email ASdress

6. Log in to Garda World (GW)
with your University email
address.
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7. Click on the Country Briefings Tile.
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8. Search for your country of travel and
click on the place name to open more
information.


https://travelsecurity.garda.com/welcome
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= Country Briefings

United States
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9. The country briefing will provide you with the information you need to complete your TRA form. Make
sure that you select the corresponding number in the risk rating section of the TRA form.
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Une or more of the Gardanorkd cabtegones for
this country has 3 nng of 3 ormore

You rest now com w following sechon to
minimise the haghlighted risks. Reder to ™

Gardancnid webste for detall

10. If an element is
a 3 or higher you
will need to provide
further information
to continue.

DESTINATION RISKS

One or more of the Gardamontd categones for

ik COUNtry Nt & raling of 3 O mon

You must now Comple! e foliowing section 1o
e e highlight 15ks. Reder 10 the

iry
Gardanorid welrsite for detals

e humcans sesson genacally fits

M0 June hrough Novernber, wih n s
Ktwity peakng by September

Back to Countries

11. Use the Garda
World briefing page
to complete the
extra information
required for each
element.

COUNTRIES
o wach country yo

Phagss compilets this section K
Pledse refer 1 the Gicdpaucdd 1008 and enter the
epgropeiate category ratieg

Register or dog m to Cacdamord weing your

[liotrangh Napier Usivorsty dmal address,

USA
Overall Risk Raning: 2

Add Country

Continue

Back to Travel Dates

12. Once the extra
information is
complete (if
required) the
continue button will
become available
to click on.

PERSONAL AND HEALTH RISKS

Please refer to the Gardaworld website and
specific 'On the Street’ guidance for each country
you are intending to visit.

Please also refer to the University's Travel
Insurance Policy.

Do you need to travel with medication that may
be prohibited in an overseas destination?

O ves @ o

Are there any additional risks related to the
culture, customs and laws of the countries you
are travelling to?

() ves (@) No

Continue

Back to Countries

13. Read through
the personal and
health risk
guestions, select
Yes/No as applies
to you. Then click
continue.
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PERSONAL AND HEALTH RISKS

Pleasa tefer %0 the Garndanscid weliste and
specific 'On the Street’ guidance for cach coumtry
you e intendag o vt

Please also refer to the Unaversty's Tnage
Iodsaande PRl

Pleoss ansure you tick aX of these i order 1o

continue
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travel
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Back to Personal Risks

14. Read through
the policy
guestions and
check that each is
complete. Once all
boxes have been
checked, click
continue.
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ADDITIONAL INFORMATION

Addmiona! Informaton

Back 1o Checklist

15. Add any additional
information you feel is
relevant to your Travel
Risk Assessment.

TRAVEL RISK ASSESSMENT SUMMARY

Pleate 1oviow the iIntormation Dedta and ens

15 COmect Betine submtiing your S0

Countries

USA
Overa¥l Hisk fating 2

7
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: 3
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O yOu havve an enisting mesdda '
Submit for Approval

Back to Additional Information

16. Read through the
summary of your
information and if you
are happy with it,
click Submit for
Approval.

N

MY REQUESTS

Bulgaria on 310372022

MIVR022 - 477002

3/30/2022 < 331 /2022

USA on ¥/0572022

SAN62022 « 5/23/2022
In Mogress
Approver, Smner, Man

Start New TRA

Back to Home

17. Once submitted, you
will be taken back to
see all your requests
and their status.
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Microsoft Teams

el Approvals
"'.!: Send rece
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19. You will receive an email approving or
rejecting your TRA. If it is rejected, you will
have notes on what the issues are for you
to correct. Once approved, please ensure
you register your trip on Garda World for
insurance & safety purposes.

18. You can view your
approved/rejected TRAs in the
MS Teams Approvals App.



Register your Trip on Garda World g aper W

#  Available on the
¢ App Store

’ GETITON

----- ® Google Play

[+]

[~
20. Log in to Garda World and 21. Select New Trip from the top right, 22. Download the Garda World
select the Trip Registration complete the form and Send. Please (Crisis 24) App to receive travel
Tile. include your Travel Risk number in the alerts about your trip and quick

additional info section. You can find this in access in case of emergency.

the approval email.

NOTE: Make sure you submit a new TRA and update your trip in Garda World if anything
changes to ensure you are covered by insurance.


https://travelsecurity.garda.com/welcome
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If you need further
assistance completing
this form, or your details
are incorrect please
contact:

health&safetyoffice@napier.ac.uk
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