
Ensure insurance requirements are met

Consider the most sustainable way of 
traveling

Need to travel is identified

University Travel Booking Process Map

1. Digital Communication
2. Walk or wheel
3. Cycle
4. Public / Shared Transport
5. Electric Vehicle / Car Share
6. Petrol / Diesel Car
7. Air Travel

Carry out a risk assessment(s) to cover the 
trip

Make reasonable enquiries with regard to 
the health and safety arrangements and 

welfare facilities at the location

Ask those who are travelling if they have a 
health condition which may affect their 

safety while travelling

Complete insurance details on the 
University Insurance page on Staffnet 

at least 1 week before travel

If travel involves an overnight stay or 
an internal flight

UK Travel International Travel

Foreign, Commonwealth and 
Development Office (FCDO) “travel 

advice” must be checked

If FCDO advises “against all travel” 
or “against all but essential travel” 
permission must be sought from the 

University Secretary and Chief 
Operating Officer before booking

If permission is granted to travel, it
must only be booked through the 

University Approved Travel Agency 
and the advice of the Travel

Agent, and the Airline, adhered to

If FCDO does not advise restrictions 
on travel, then bookings may be 
made. The University Approved 

Travel Agency must be contacted for 
a quote

If a cheaper flight is available, it may 
be booked if the Approved Travel 

Agency cannot match the price

For flights and / or accommodation bookings made through 
the Approved Travel Agency, records are kept detailing:

• Who made the bookings
• Their contact details

• The destinations

If this agency is not 
used the info must be 

recorded with the 
school office / admin 

Complete insurance details on Insurance page on StaffNet, at 
least a week ahead of travel.  Keep a record of the reference 

no. and 24-hour emergency telephone number

Note: It is strongly recommended that 
travellers with a smartphone download 
the SafeZone App and enable the 
“Emergency Notifications” to allow 
them to be contacted by the University 
in an emergency

It is strongly recommended that travellers also 
register for advice and guidance and other 
assistance services provided by the insurer

Link to health and safe ty resources page with sample risk assessmentsLink to health and safe ty resources page with sample risk assessments

Link to Insurance  page on StaffnetLink to Insurance  page on Staffnet

Link to Travel PolicyLink to Travel Policy

Link to Sustainable  Travel PageLink to Sustainable  Travel Page

Link to FCDO websiteLink to FCDO website

Link to SafeZoneLink to SafeZone
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be nefits/corporate-trave l.php
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Link to FCDO websiteLink to FCDO website

Link to Insurance  page on StaffnetLink to Insurance  page on Staffnet

registerregister

More information can be 
found in the Expenses Policy

https://www.abdn.ac.uk/staffnet/working-here/resources-5988.php#panel17900
https://www.abdn.ac.uk/staffnet/working-here/resources-5988.php#panel17900
https://www.abdn.ac.uk/staffnet/working-here/insurance-367.php
https://www.abdn.ac.uk/staffnet/working-here/insurance-367.php
https://www.abdn.ac.uk/staffnet/documents/HS-PO-015%20-%20Travel%20Policy%20-%20Rev%201.pdf
https://www.abdn.ac.uk/staffnet/documents/HS-PO-015%20-%20Travel%20Policy%20-%20Rev%201.pdf
https://www.abdn.ac.uk/about/sustainable/sustainable-business-travel-2484.php
https://www.abdn.ac.uk/about/sustainable/sustainable-business-travel-2484.php
https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/foreign-travel-advice
https://www.abdn.ac.uk/toolkit/services/safezone/
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https://www.abdn.ac.uk/staffnet/working-here/insurance-367.php
https://www.abdn.ac.uk/staffnet/working-here/insurance-367.php
https://travelassist.my.salesforce-sites.com/TravelAssistance/TGPreLoginHomePage?PL=AIG%20UK
https://travelassist.my.salesforce-sites.com/TravelAssistance/TGPreLoginHomePage?PL=AIG%20UK
https://www.abdn.ac.uk/staffnet/documents/finance-policies-and-procedures/Expenses_Benefits_Policy_Oct2022.pdf
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