	
	
	



[image: ]HEALTH AND SAFETY
Travel and off-campus requirements

1	Purpose
This requirement establishes how the University identifies, assesses and controls health and safety risks associated with University-related travel, fieldwork and other off-campus activities.
2	Scope
This requirement applies to staff, students, graduate researchers and other persons undertaking travel or off-campus activities under the management or control of the University of Melbourne.
It applies regardless of whether travel is booked, registered or approved through UniTravel, Study Away or another University process. The destination, activity and traveller risk profile determine the required health and safety assessment.
3	Definitions
DFAT advice level
The Department of Foreign Affairs and Trade assessment of travel risk: Level 1—exercise normal safety precautions; Level 2—exercise a high degree of caution; Level 3—reconsider your need to travel; Level 4—do not travel.
High-risk destination
A destination or region rated DFAT Level 3 or Level 4, or otherwise designated as high risk by the University or its travel security or insurance advisers.
Fieldwork
Practical work, research or experiential learning conducted in an external environment rather than a formal teaching, laboratory, workshop or performance space controlled by the University.
Off-campus activity
University-supervised or coordinated work, study, research, placement, excursion, travel or other activity undertaken away from a University-controlled workplace.
Travel risk assessment
A documented assessment of travel-related hazards and controls. It does not replace a fieldwork or other hazard-specific risk assessment required for the activity.
4	Requirements
4.1	Core risk considerations
Before travel or an off-campus activity is approved, the traveller and relevant supervisor or approver must consider:
· fitness, health, accessibility and wellbeing needs relevant to safe travel and participation;
· transport, accommodation, itinerary and fatigue risks;
· destination and regional risks, including current DFAT, University, insurer and travel-security advice;
· the hazards and supervision requirements of the work, study, research or other activity;
· communication, check-in, first aid, emergency and evacuation arrangements; and
· the effect of any personal travel on University approval, insurance and emergency support.
4.2	Select the correct assessment pathway
The booking or registration system does not determine which risk assessment is required. Select the assessment according to destination, activity and traveller risk.
	TRAVEL OR ACTIVITY PROFILE
	REQUIRED HEALTH AND SAFETY PATHWAY

	Routine, low-risk travel with no fieldwork, significant activity hazard or traveller-specific risk
	Complete the risk screening and approval captured in the applicable University travel or Study Away process. A separate form is not required unless requested by the approving area.

	Domestic travel or international travel to a DFAT Level 1 or 2 destination where a separate documented assessment is required
	Complete the Travel risk assessment form. Use ERMS where practicable and retain the assessment with the travel approval record.

	Travel to a DFAT Level 3 or 4 destination, or a destination designated high risk by the University
	Complete the Travel to high-risk destinations risk assessment form and obtain all approvals required by the applicable travel policy and insurer.

	Travel that includes fieldwork
	Follow the Fieldwork Guidelines and complete the Fieldwork Plan and Fieldwork Risk Assessment as applicable, in addition to the relevant travel assessment.

	Travel involving another significant hazard
	Complete the relevant hazard-specific risk assessment in addition to the applicable travel assessment.



4.3	Fitness, health and medical preparedness
· Travellers must consider their fitness to travel and participate safely in the planned activity.
· Where a health condition, disability, medication requirement, fatigue risk or wellbeing factor may affect safe participation, appropriate advice, adjustments and controls must be arranged before approval.
· Destination-specific medical, vaccination and infectious-disease advice must be obtained sufficiently in advance.
· Only information necessary to document controls, adjustments and emergency arrangements should be recorded. Detailed diagnoses must not be included in general approval records.
4.4	Transport, accommodation and itinerary
· Select safe and suitable transport and accommodation, considering fatigue, road conditions, local practices, accessibility and proximity to assistance.
· Provide a current itinerary and contact details to the relevant School, Department or Division through the approved process.
· Identify transit locations and clearly separate University-related travel from personal travel.
4.5	Destination and regional risk
· For international travel, review current DFAT advice for every destination and transit location, together with applicable University, insurer, Healix and host advice.
· DFAT Level 3 or 4 travel must not proceed without the high-risk destination assessment and required approvals.
· Travel must be reassessed if the DFAT level, regional risk profile or University advice changes before or during the trip.
4.6	Activity risk and fieldwork
Destination risk and activity risk are separate. A low-risk destination does not make a higher-risk activity low risk. Where travel includes fieldwork, the Fieldwork Guidelines govern fieldwork planning, supervision, communication, first aid, emergency and risk-assessment requirements.
4.7	Approval and records
· Supervisors and approvers must consider destination risk, activity risk and traveller-specific factors and confirm that residual risk is within their delegated authority.
· The completed assessment, itinerary, supporting evidence, insurance confirmation and approvals must be retained with the applicable travel or Study Away record.
· Approval must not be granted while mandatory controls, supporting assessments, insurer confirmation or senior approvals remain outstanding.
4.8	Review and change management
The traveller and supervisor must review the assessment when the destination, itinerary, accommodation, transport, activity, traveller circumstances or controls change; relevant advice changes; or an incident, near miss, illness or control failure occurs.
4.9	Personal travel
Personal travel must be clearly separated from University-related travel. University approval, insurance and emergency support may not apply to personal travel. The University will not approve or support personal travel to high-risk destinations.
4.10	Emergencies and incidents
· In an emergency, contact local emergency services first, then University Security on +61 3 8344 6666 and the current travel-assistance or insurer contact where relevant.
· High-consequence incidents must be reported immediately. Other incidents, injuries and illnesses must be reported within 24 hours of becoming aware of them.
· Incidents and hazards must be recorded in ERMS as soon as practicable.
5	Responsibilities
	ROLE
	RESPONSIBILITY

	Director, Health & Safety
	Maintain this requirement and the associated Health and Safety travel and fieldwork guidance and forms.

	Head of School, Department or Division
	Ensure local authorisation, risk management, recordkeeping and emergency arrangements are established and applied.

	Supervisor or approver
	Screen the travel; identify required assessments; review controls, itinerary, supervision and emergency arrangements; and approve only within delegated authority.

	Traveller
	Provide accurate information; participate in risk assessment; implement agreed controls; keep itinerary and contacts current; and report material changes, hazards and incidents.



6	References
· Staff Travel Policy (MPF1300)
· Student Travel and Transport Policy (MPF1209)
· Fieldwork Guidelines
· Risk Assessment Methodology and Risk Matrix and Definitions
· Vehicle Use Requirements
· Incident and hazard reporting requirements
· DFAT Smartraveller advice
7	Associated documents
· Travel risk assessment form
· Travel to high-risk destinations risk assessment form
· Fieldwork Plan and Fieldwork Risk Assessment
· Medical questionnaire for off-campus activities
· Incident and hazard reporting forms
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