
Travel and Fieldwork Flowchart for students and staff Updated: 14.04.22

Useful links:

1. University Travel Risk Assessments and guidance

2. Fieldwork Risk Assessment and guidance

3. Travel policy - applicable to UK and overseas travel by staff and students

4. Global mobility - staff working overseas

5. Travel insurance

6. Selective Travel Management - Booking Process and Portal

The following approvals will be completed in the Travel Portal. 

You do not also need to contact these departments by email.

They may reach out to you with questions in order to approve your trip.

*You may also register day trips in the UK away from Glasgow which involve train or bus travel, and you may then have personal accident cover under the travel insurance policy.  Please refer to https://www.gla.ac.uk/myglasgow/insurance/ for guidance.

UK travel or 
Overseas travel 

or fieldwork

No FCDO warning FCDO advice against ALL 
BUT ESSENTIAL travel.

FCDO warning against 
ALL travel.

What is the FCDO guidance for the country? See www.gov.uk/foreign-travel-advice

Register trip on the Travel Risk, Insurance, Compliance Approval Portal (TRICAP)
Requires upload of signed approved risk assessment(s) for risks assessed as moderate or higher.

Staff: If trip is overseas and longer 
than 12 weeks?

Activity authorised by Head of School/Director of Institute/Director of Service (or their nominee)

YesNo

Trip auto approved in TRICAP (Low risk)
All: 

- Trip involves hazardous activities
- Travel against FCDO advice

Approvals required in TRICAP 
from:

- Security
- Insurance

Additional information fields to be 
completed in TRICAP

Approvals required in TRICAP from:
- HR

-Payroll
-Tax

-Insurance

Yes

Download Safezone App

Verbal or written 
agreement from line 
manager /academic 

supervisor or 
equivalent.

Book trip on the Selective Travel Management Portal

Complete Trip-specific Travel Risk Assessment and Fieldwork Risk 
Assessment to determine Overall Risk Rating

Risk assessment reviewed by line manager / academic supervisor / GoAbroad team (or via a suitable 
alternative departmental or College nominated individual(s). 

Download Safezone App

Are there thought to be any significant TRAVEL risks associated with the trip beyond those listed in the University Generic Travel Risk Assessment?

No

No Yes

Complete Trip-specific 
Travel Risk Assessment  

and Fieldwork Risk 
Assessment to 

determine overall risk 
level and safety 

Is the trip by plane or overnight?*

Activity authorised by line 
manager/ academic 

supervisor, or suitable 
equivalent departmental or

College nominee. (Higher 
level authorisations may be 

required depending on 
outcome of risk assessment.)

Book trip using Selective Travel Management Portal -
if appropriate

Review University Generic Travel Risk 
Assessment. Are there any other significant 

TRAVEL risks identified?

All: 
- Trip longer than 1 year
- Trip purpose is "Other"

Trip destination "Glasgow"

Approvals required in 
TRICAP from:

- Insurance

Activity authorised by Head of College/ Chief 
Operating Officer (or their nominee)

Where will the travel/fieldwork take
place?

Risk assessed as LOW Risk assessed as MODERATE Risk assessed as HIGH / VERY HIGH

Verbal or written agreement by line 
manager/ academic supervisor/ 

GoAbroad team or suitable equivalent 

Yes

Complete Fieldwork 
Risk Assessment,

including basic 
travel information.

What is the Overall Risk  Rating of the activity?

Low or very low Moderate or above

Complete Fieldwork Risk 
Assessment
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