
Low risk trips Medium or high risk High risk

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 Overseas

No FCO 
warning

FCO advice against 
"all but essential 
travel"

FCO warning 
against travel

Where are you travelling?

What is the FCO guidance for the country?

Register trip on travel portal
- Upload risk assessment

Staff: If trip is overseas and 
longer than 16 weeks?

Risk assessment sign off by Head of School/Director of Institute or above

YesNo

Trip auto approved
All: 

- Trip involves hazardous activities
- Trip to Amber/Red Alert Country

Approvals required in the 
travel portal from:

- Security
- Insurance

Additional information fields to be 
completed (per Travel Portal tab)

Approvals required in the travel portal from:
- HR

-Payroll
-Tax

-Insurance

Yes

Download Safezone App (recommended)

Verbal or written 
approval from line 

manager / supervisor.

Book trip using the travel provider - Selective

Complete risk assessment - Part 
A

Complete risk assessment - Part A
(ALL overseas travel)

Complete risk assessment - Part B

Risk assessment sign off by line manager / supervisor

Download Safezone App (recommended)

Are there any other risk factors 
associated with the trip (beyond those 

listed in Appendix 1 of the RA)?

No

No Yes

Complete risk assessment 
- Part A & B

Is the trip by plane or overnight?*

Line manager / supervisor 
written sign off

Book trip using the travel provider - Selective - if 
appropriate

Review Appendix 1 of the RA. Are 
there any other risks identified?

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

Trip destination "Glasgow"

Approvals required in the 
travel portal from:

- Insurance


