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OVERSEAS TRAVEL AUTHORISATION FORM

If you intend to use a PHW Corporate Laptop abroad, you are also required to complete the following form- PHW Overseas Application .docx

	CONTACT DETAILS

	Name:
	

	Division / Directorate:
	

	Work Number:
	

	Mobile Number:
	



	VISIT DETAILS

	Country(ies) and Region of Destination:

	

	Dates of visit:
	From:
	

	
	To:
	



	DETAIL AND RATIONALE FOR TRAVEL

	Purpose of Trip

	Please give details of trip, including name of conference etc.








	Aims and Objectives (linking to Trust strategic objectives)

	






	Specific outcomes of the trip and how these benefit the Trust

	








	PROPOSED ITINERARY

	Date
	Location
	Activity
	Contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	FINANCE INFORMATION

	Travel Costs:
	

	Hotel Costs:
	

	Meals:
	

	Registration Fees:
	

	Travel Insurance:
	

	Other Costs:
	

	Staff Time cost:
	

	Estimated Total Cost:
	




Statement of Traveller:

I can confirm that: 

· A suitable and sufficient risk and potential hazard assessment covers the proposed travel and in-country work. 

· The visit does not entail any high risk activities or activities which can be reasonably foreseen to present significant hazards 

· I have completed the Overseas Travel Authorisation form

· I understand that I am responsible for arranging appropriate travel insurance and will provide proof to my line manager

· I have consulted my GP and am taking all obligatory and advisory preventative medication 

· I am aware of current Foreign Office advice on the country I propose to visit, which is as follows: 

	





· I have left a copy of my passport, detailed itinerary and next of kin details with my Line Manager 

· I am aware of all current Customs/Entry requirements for the country I propose to visit.


	APPROVAL 

	Signature of individual requesting overseas travel authorisation:


	

	Date:
	

	Signature of Line Manager:



	

	Date:
	

	Signature of Divisional Director/ Head of Service:



	

	Date
	

	Signature of SIRO
	

	Date:
	

	Signature of Executive Director:




	

	Date:
	

	Signature of Chief Executive:



	

	Date:
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Appendix A.2
Working Overseas Hazard Consideration
Please complete prior to trip and submit to manager
	Hazard
	Associated problems pertinent 
to overseas working
	Tick if
relevant to travel
	Comments / Actions taken to mitigate potential problems

	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)
	
	

	Contact with animals (wild or domestic)
	allergies, asthma (bites and other physical contact, dermatitis, rabies, stings)
	
	

	Contact with insects
	bites / stings (Lyme’s disease, malaria, yellow
fever, other)
	
	

	Contact with reptiles 
	antidotes / medical back-up (poisoning, snakes, scorpions etc remoteness 
	
	

	Contaminated food
	allergies (food poisoning, Hepatitis A)
	
	

	Contaminated water
	diarrhoea, legionella, leptospirosis
	
	

	Contaminated 
(drinking) water
	cholera, polio, typhoid, other
	
	

	Electricity
	compatibility of equipment and supply, safety
standards (higher / lower / different)

	
	

	Hazard
	Associated problems pertinent 
to overseas working
	Tick if
relevant to travel
	Comments / Actions taken to mitigate potential problems

	Emergencies
(including fire)

	arrangements and procedures (first aid provision, “Help” numbers / contacts, response expected)
	
	

	Environment (local)
	culture (customs, dress, religion)
	
	

	Hazardous substances/
chemicals
	antidote availability (CHIP, spillage arrangements, transport requirements)
	
	

	Legal differences
	local codes / guidance (local standards, local statute - staff informed and trained)
	
	

	Natural phenomenon
	avalanche, earthquake, volcano, other
	
	

	Needles
(contaminated) 
sexual contact
	HIV, Hepatitis B
	
	

	Stress
	accommodation problems, civil unrest, crime,
vandalism and violence, extremes of heat / cold,
fatigue, language / communication problems, lack of support (especially family / peers), loads / expectations excessive, loneliness / remoteness, sickness, unfriendly environment
	
	

	Transportation
	competent driver(s), hazardous terrain, properly
maintained vehicles, suitable transport
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(Example letter which may be helpful at border controls – to be printed on official letterhead paper) 


To whom it may concern,


I, [NAME AND POSITION] of Public Health Wales NHS Trust, confirm that the bearer of this letter, [NAME], [POSITION], is travelling with a laptop which has been encrypted with standard commercial encryption software by the Trust as it contains personal or commercial information relating to the Trust.

Yours faithfully



[NAME]

[POSITION]
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