
Domestic Travel 

Travelling for Business

International Travel

Question 

Is the duration of travel 

longer than 90 days 

outside the UK?

Complete a Global 

Mobility Initiation 

Form* Yes

Are there any FCDO 

restrictions?

Request/Approval

Seek approval by 

COVID-19 Gold Group
Yes

Are you travelling to a 

Sanctioned Country?

No

Yes

Not Approved

Provide detail of 

planned travel to 

Insurance

Personal 

Insurance sought 

and approved

No

Approved

Document 

Task

Revaluate travel plans

Proceed with travel plans

Other Business 
Travel 

Cornwall/Devon 
Travel

Complete Travel Risk Assessment 

(UK)

Approved

Not Approved

Revaluate travel plans 

and resubmit for 

approval

Decision 

Complete Travel Risk Assessment 

(Abridged)

No

Yes

Approved

Seek Approval by Line Manager

Approved

Seek Approval by Line Manager

Approved

Re-evaulate travel plans

Not Approved

Not Approved

*Working overseas has implications in terms of 

immigration, labour law, tax, social security and payroll. 

Your manager will need to complete a global mobility 

initiation form and send it to the DCO or Director of Service 

for approval (including HRBP). If the project is approved in 

principle, the Global Mobility team will check the feasibility, 

costs and risks involved and deliver an advice to the DCO 

or Director of Service. Only if the DCO or Director of Service 

gives their final approval for implementation can the 

project be implemented. No work shall commence outside 

the UK until HR has given confirmation that the 

appropriate employment structure is in place

You need to consider:

The essential principles for travel

The University Travel Policy 

Whether you have recently updated 

your health questionnaire?

No

Complete Travel Risk Assessment 

(International)

Not

Approved

**The Insurance Office will forward all international risk 

assessments to the Health and Safety Team to review and 

comment.

Providing: 

 Completed Risk Assessment/Checklist

 Documented Approval 

 Confirmation of Insurance (intl only)**

Your Manager will need to 

complete a Global Mobility 

Initiation Form and send it to the 

DCO, including the College’s HR 

Business Partner. 

If approved the HRBP will liaise 

with the HR Global Mobility Advisor 

and support its implementation.

 Accommodation and transport to be booked via 

Click or Key Travel

 Mileage and expenses to be claimed upon return

https://www.exeter.ac.uk/media/level1/academicserviceswebsite/governanceandcomplianceoffice/International_Travel_Policy.pdf
https://www.exeter.ac.uk/media/universityofexeter/humanresources/documents/internationaloutposting/GM_0_Staff_Global_Mobility_Initiation_Form.xlsx
https://www.exeter.ac.uk/media/universityofexeter/healthandsafety/Travel_Risk_Assessment_Template_(In_Country)_4_October_2021.docx
https://www.exeter.ac.uk/media/universityofexeter/healthandsafety/Travel_Risk_Assessment_Template_(Abridged)_4_October_2021.docx
https://www.exeter.ac.uk/media/universityofexeter/healthandsafety/Travel_Risk_Assessment_Template_(International)_November__2021.docx
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