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Foreword

[SO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out through
ISO technical committees. Each member body interested in a subject for which a technical committee
has been established has the right to be represented on that committee. International organizations,
governmental and non-governmental, in liaison with ISO, also take part in the work. ISO collaborates closely
with the International Electrotechnical Commission (IEC) on all matters of electrotechnical standardization.

The procedures used to develop this document and those intended for its further maintenance are described
in the ISO/IEC Directives, Part 1. In particular, the different approval criteria needed for the different types
of ISO document should be noted. This document was drafted in accordance with the editorial rules of the
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Introduction

This document is intended to assist those organizing trips for children and youths (also referred to as minors
and young adults).

Each year, millions of young people around the world take part in trips for a wide range of purposes,
including, for example, educational, training and development, religious, cultural and sporting. A wide
range of organizations provide such opportunities, including schools and other educational institutions,
commercial operators, youth organizations, charities, and cultural and religious groups.

Such trips can range widely, from a day trip to visit a local museum to an international expedition requiring
lengthy travel and 1nvolv1ng one or more nights away from home. The risk profile can also range widely: a

week-long
activity co

Trip organ

teachers or

safeguardi

One of the
children a
people. Sugq
resilience.

However, d
situations
unforeseer]

irse to learn sailing or mountaineering.

izers have a duty of care towards those involved in these trips. This duty applies to
instructors involved as well as the children and youths participating. Within this,
ng issues is a significant consideration in respect of children and youths and vulnerab

key objectives and benefits of such trips, whether they are domestic ghinternational, i
nd youths with the opportunity to experience new environmentssand cultures and
h trips are intended to support their growth, learning and development, as well as en

hildren and youths do not always have sufficient experience to deal intuitively with
hnd environments. Additionally, children and youths can behave unpredictably, which
situations.

There is thus a need to ensure that a balance is struck between protecting the health, safety and

of children|
document
that uncert

The concey
as those pe
yet reache
youth. For
based on a

Trip risk m
develop ris
and provid

at the same time as evaluating opportunitiesithat support their growth and develop
will assist trip organizers in achieving the broad range of trip objectives in a way tH
ainty and risk exposure are managed and controlled effectively.

t of youth varies by culture and jurisdiction. For the context of this document, “youths”
rsons - regardless of whether theyare part of an educational establishment or not - wi

purposes of the applicationfof this document, the organization should decide upon th¢
pplicable jurisdictional reguirements, and the purpose and structure of the organizati

anagement requires'that organizations anticipate and assess the potential for hazard
k treatments and\communicate anticipated risk exposures to those involved in trip
ing trip participants and leadership teams with adequate medical, emergency respons

venturous

the adults,
tention to
e adults.

to provide
meet new
hance their

unfamiliar
can create

well-being
ment. This
at ensures

hre treated
ho have not

1 their twenty-fifth birthday, This is in line with the United Nations (UN) definition df children/

b age range
bn itself.

bus events,
5. Advising
e guidance,

security and informatiensecurity precautions, including challenges to travel logistics, can significantly

mitigate the impactefdisruptive events.

The use of this document provides ameans for a trip organizer to demonstrate that decisions on pnd during
trips are b istance. Not
all trips wh provides a

wide-ranging set of risk treatment optlons that a trip orgamzer can consider, the elements of this document
should be scaled and tailored to the organization’s needs and trip-specific setting and proportionate to the
risk exposure. This helps the trip organizer, the leadership team delivering the trip, and the children and
youths involved to realize the opportunities and benefits for which the trip is designed.

Managing risks for trips abroad where the trip organizer has no local base requires more comprehensive
controls than for locations where risk profiles are well known and where risk treatments have already been
established. Timeliness and accuracy of information, analysis and advice, including travel warnings, and
dynamic risk assessments are particularly important. The trip organizer should also ensure that cultural
differences (both among participants and in regard to the destination) are observed.

© IS0 2024 - All rights reserved
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This document is based on the principles, framework and process of ISO 31000. These are set out at a
very high level. ISO 31030 provides further details of how organizations can apply these in the context of
managing travel risks.

This document can be used on a standalone basis or integrated within other risk management programmes.
This document is also aligned with the core occupational health and safety management system set
out in ISO 45001. As such, elements of this document can assist or inform organizations developing such
management systems, but it is not a management system standard.

One of the aims of this document is to promote a culture where the risk involved in organizing trips for
children and youths is taken seriously, resourced adequately and managed effectively, and where the benefits
to the organization and relevant stakeholders are recognized. These benefits are mutually reinforcing and
can include:

|ting considered trip management to encourage and support inclusivity and accessibili

— promo [y;

— increaping the likelihood of delivering the cultural, learning and developmental |objectives
underpinning trips;

— enhang¢ing an organization’s reputation and credibility - particularly withparents/guardians and
sponsqrs;

— improying confidence in health, safety and security arrangements with regard to travel among the staff
involved in delivery;

— contributing to organizational continuity, capability and resilience;

— contributing to meeting the UN Sustainable Development)Goals (SDGs) by ensuring indlusive and
equitaple quality education, promoting lifelong learning;,opportunities for all and strengthening the
social limension of sustainability:.

Some child and youth organizations or trip providers@lready have in place policies, risk management and

safeguarding protocols to manage risks associated with trips. For such organizations, the guiddnce in this

document can be used to review or benchmark what they already have in place and to, where|necessary,

build upon

Equally, th
exist, or fo

them or establish additional protocols for new activities or environments.

" trips where a group has come together for a one-off experience outside any regular o

e guidance can be used to create-policies, procedures and protocols where these do ot already

otherwise

structured organization.
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Managing risk for youth and school trips

1 Scope

This document gives guidance on managing risk for youth and school trips for both domestic and
international travel with specific attention to minors.

This docut
for childre

educat
childrg
reside
commy
faith-b
youth

youth

advent

comimyg
comimy

tourist

This docun
long trips t
adventurot

nent 1s applicable to any organization, institution or group that provides activities, Vi1
h and youth outside of their usual place of operation. These include, but are not limited

ional institutions (schools, colleges and universities);

n’s homes (including foster care provision);

htial tutorial centres (summer schools and language colleges);
inity-based youth groups (scouts, guides, cadet units and youth ¢lubs);
ased groups;

sports clubs;

hrts clubs (music, drama, painting and literature);

urous activity centres (day visits and residentialj;

brcial and non-commercial providers of wisits abroad (offshore sailing, cultural toy
inity projects, adventure activities and expeditions);

attractions, tour operators and other service providers.

ent is applicable to trips of any duration, from day trips visiting local points of interest
o other continents. These trips can be for purposes such as excursions, fieldwork, expe
Is or cultural activities undertaken for educational, research, training or recreational

This docuf
travelling f

This docu
activities

This docu

ent is applicable ahy) sort of travel under the auspices of an organization, be it
or an internship ordozens travelling for a sporting match.

ent is appligable to the physical movement between locations, as well as to the
ssociated with the objectives of the trip.

ent provides good practices to address typical risks arising from activities related

its or trips
to:

Ir's, sports,

to months-
ditions and
burposes.

ne person

bvents and

to trips. It

e guidance

This document does not apply to situations such as minors travelling with their families, as well as how to
organize such trips.

This document does not apply to virtual travel, although some parts of it can be relevant.

2 Normative references

There are no normative references in this document.

© IS0 2024 - All rights reserved
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s and definitions

For the purposes of this document, the following terms and definitions apply.

[SO and IEC maintain terminology databases for use in standardization at the following addresses:

3.1

[SO Online browsing platform: available at https://www.iso.org/obp

[EC Electropedia: available at https://www.electropedia.org/

duty of care
moral responsibility or legal requirement of an organization (3.8) to protect participants (3.9) and the

leadership

3.2
hazard
source of p

[SOURCE: |

3.3
incident

eam. (Q ':) from hazards (Q 7) and threats (Q 1 7), parﬁr‘n]arly thosethatcanresultin ind

otential harm

SO 31073:2022, 3.3.12, modified — Note 1 to entry deleted.]

situation ofr event, including an accident, that can lead to harm, disruption*or a significant char

loss, emerg

3.4
incident nj
group of in

Note 1 to e
(3.8), stakeH

Note 2 to en

Note 3 to en
and the seri|

3.5

ency or crisis

janagement team
lividuals functionally responsible for planning for the likelihood and management of an in

htry: Responsibilities of the incident management\team can include liaison with external o
olders (3.15) and families.

try: It is possible for the team to be one individual.

try: The composition of the incident management team can change based on the evolution of t
pusness of the incident or crisis.

leadership team

team that i
trip organi

Note 1 to e

ncludes the trip leader (3+21), any other leaders and trip activity specialists (3.20), appr
ver (3.22) to delivepthe trip (3.19)

htry: It is recognized that many trips can be run by the trip leader only, in which case the

a leadership team consisting of one person, with the trip leader fulfilling the requirements of both thd

leadership 4

Note 2 to e
organizing {

eam.

he ttip.

ry or harm

ge of plan,

cident (3.3)

rganizations

he situation

bved by the

re would be
leader and

htry: This*can include teachers, parents, chaperones or other volunteers, if they have responsibilities in

3.6
minor

person who has not yet attained the age of majority

Note 1 to entry: The age of majority can vary across countries or jurisdictions.

Note 2 to entry: For trip (3.19) into different jurisdictions, the status of individual participants (3.9) can change
depending on the locale.

© IS0 2024 - All rights reserved
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3.7
off-duty ti

ISO 31031:2024(en)

me

periods of time during a trip (3.19) when members of the leadership team (3.5) are not engaged in work
activities but remain under the responsibility of, and responsible to, the trip organizer (3.22)

Note 1 to entry: Members of the leadership team can retain supervisory responsibilities if required during such time.

[SOURCE: ISO 31030:2021, 3.7, modified — definition modified to be more specifically focused on the scope
of this document. Note 1 to entry replaced.]

3.8

organization
person or group of people that has its own functions with responsibilities, authorities and relationships to

achieve its

UbjeCtives

Note 1 to entry: The concept of organization includes, but is not limited to, sole-trader, company, Corpo

enterprise, |authority, partnership, association, charity or institution, or part or combination|there|
incorporated or not, public or private.

[SOURCE: IISO 31022:2020, 3.4, modified — “but is not limited to” and “association}-added to Note
3.9

participant

person takjiing part in a trip (3.19) who is not a member of the leadership team (3.5)

ration, firm,
of, whether

1 to entry.]

Note 1 to enitry: This can also include teachers, parents, chaperones or othervolunteers, if they are not members of the

leadership

3.10

personal |
period of t
other auth

3.11
risk
effect of ur

eam.

ave time
ime during a trip (3.19) when a member of the leadership team (3.5) takes leave of
brized time-off, and when their duties associated with the trip cease for a specified du

certainty on objectives

Note 1 to enftry: An effect is a deviation from the expected. It can be positive, negative or both, and can add

orresultin
Note 2 to en

Note 3 to e
likelihood.

[SOURCE: ]

3.12
risk asses
overall pro

[SOURCE: I
3.13

bpportunities and threats (342

htry: Risk is usually_expressed in terms of risk sources, potential events, their consequenc

S0 31000:2018, 3.1]

sment

try: Objectives can have different aspects and categories, and can be applied at different levelg.

hbsence, or
ration

ress, create

bs and their

cess of risk identification, risk analysis and risk evaluation

S0 31073:2022, 3.3.8]

risk treatment

process to

modify risk (3.11)

Note 1 to entry: Risk treatment can involve:

removi

avoiding the risk by deciding not to start or continue with the activity that gives rise to the risk;

managing risk to an acceptable level in order to pursue an opportunity;

ng the risk source;

© IS0 2024 - All rights reserved
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— changing the likelihood;

— changing the consequences;

— sharing the risk with another party or parties (including contracts and risk financing);
— retaining the risk by informed decision.

Note 2 to entry: Risk treatments that deal with negative consequences are sometimes referred to as “risk mitigation”,

» o«

“risk elimination”, “risk prevention” and “risk reduction”.
Note 3 to entry: Risk treatment can create new risks or modify existing risks.

[SOURCE: ISO 31073:2022, 3.3.32, modified — “managing risk to an acceptable level” replaced “taking or

. . . ”
increasing pisk—nNete-teo-entry}

3.14
safeguardiing
process to|ensure the safety, health, well-being and human rights of children and youths to prptect them
from abusg, physical and emotional harm, and neglect

Note 1 to entry: Safeguarding is also applicable for vulnerable adults (3.23).

3.15
stakeholdpr
person or |organization (3.8) that can affect, be affected by, or perceive themselves to be affected by a
decision o1l activity

Note 1 to entry: The term “interested party” can be used as an alternative to “stakeholder”.
[SOURCE: ISO 31000:2018, 3.3]

3.16
third-party provider
external organization (3.8) providing services orproducts, or both, on behalf of the trip organizer (3.22) in
accordance¢ with agreed specifications, terms and conditions

3.17
threat
potential spurce of danger, harm or gther undesirable outcome

[SOURCE: ISO 31073:2022, 3.3.13;miodified —Notes 1 and 2 to entry deleted.]

3.18
top management
person or group of people-who directs and controls an organization (3.8) at the highest level

3.19
trip
any off-sitd travel or activity, or both, undertaken by participants (3.9) under the direction and regponsibility

of the trip erganizer{3.22)

3.20

trip activity specialist

individual having expertise in a particular activity, taking part in the trip (3.19) and contributing, within
their competence regarding that designated activity, to decisions taken by the leadership team (3.5)

Note 1 to entry: The trip activity specialist can be employed by the trip organizer (3.22) or by a third-party provider (3.16).

3.21
trip leader
designated individual taking lead responsibility for the trip (3.19) under the direction of the trip organizer (3.22)

© IS0 2024 - All rights reserved
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3.22
trip organizer
organization (3.8) having overall accountability for all aspects of the trip (3.19), provided either on a
voluntary basis or in return for payment

3.23
vulnerable adult
individual who has reached the age of majority but does not have the capacity, or understanding, to make
fully informed decisions concerning their participation in and during trips (3.19), visits and adventurous
activities

ISO 31031:2024(en)

4 Understanding the organization and its context

4.1 Ope

The trip oy
manageme

The intern

The extern|

vision,
govert]
strateg
plans,

risk m
range

capabi
capabi
resour|

data, iJ

politici
politic
social

violent

rating context

ganizer should have a clear understanding of the factors that can affect or influence i
nt programme objectives, including the external and internal context in whieh it operg

h| context can include, but is not limited to, the trip organizer’s:

mission, values and culture;

ance, structure, roles, responsibilities and accountabilities;

'y, objectives and policies;

ctandards, guidelines, regulations and instructions;

hnagement strategy including risk criteria;

hnd type of trips and their intended experiefiée, learning and developmental opportun
ities, competence and profiles of leadexs;

ities and profiles of participants;

ces, techniques and tools needed to manage organizational trip risks;

(formation systems and-information flows.

al context can include,but is not limited to:

], socio-economic,cultural, legal, regulatory factors, whether international, national, regio
hl violence (including terrorism, insurgency, politically motivated unrest, instability aj
inrest¥(including sectarian, communal and ethnic violence);

and'petty crime;

ts trip risk
tes.

ities;

nal orlocal;

hd war);

the quality, availability and reliability of transport;

the quality, availability and reliability of telecommunications;

the effectiveness of public and private security and emergency services;

the responsibilities of other parties for the participants;

natural or geographic factors;

susceptibility to natural disasters;

potent

ial health threats;

© IS0 2024 - All rights reserved
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norms
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information/cyber security;
quality of accommodation;

terrain/road conditions;

and quality of local health infrastructure.

4.2 Stakeholders

When developing policies and programmes, trip organizers need to consult and engage with appropriate
stakeholders to make the trip risk management function useful to as wide a group as possible. The trip
organizer should determine the internal and external stakeholders that are relevant to trip risk management.

Internal st
associated

Annex A p1

4.3 Organizational objectives and risk criteria

Organizati
necessary

outcomes of the risk assessment process. Organizations should consider the level of risk they ar

to accept t
arrangeme
and the tri

[t is recom
risk manag

4.4 Risk

An organiZ
landscape

manageme
contex

naturg
opport

destin
— profile
A risk prof

The durati

akeholders are interests from within the organization 1tsell while external stakeq
parties such as third-party providers and parents or guardians of participants.

ovides examples of the range of potential internal and external stakeholders.

pns should balance the objectives and opportunities of their trip\programme with

meet their trip objectives and take advantage of any opportlnities, putting in place a
nts to manage the risk effectively. There can be occasions where the level of risk is un
b should not take place.

mended that an organization’s risk owners identifyrand record their trip risk criteria i
ement policy (see 5.2).

profile

ation should have a clear understanding of its risk profile and the dynamic trip risk m|
in which it operates or plans to.dperate. To do this, an organization should revie
nt objectives in relation to:

t and type of the organization;

of trips and available\activities; and their intended experience, learning and dev
unities;

htions;
s and objectives of participants and members of the leadership team.

le candneorporate different risks which can be interdependent.

olders are

the steps

fo manage and control the potential risks. Risk treatment options'should be proportignate to the

e prepared
ppropriate
acceptable

n their trip

Anagement
v trip risk

blopmental

bir;.location, number, frequency and nature of trips organized affect the risk profile. Folr example:

— short duration trips to a local museum are very different from an exploration or expedition abroad;

— commercial providers of activities and courses are unlikely to/do not have the same knowledge of
individual participants as a school;

supervision and safeguarding issues for a residential trip abroad for young teens are very different if the

purpose is a cultural language exchange and involves staying with host families there compared with a
residential centre providing adventure activities.

Behavioural characteristics of participants can also affect the risk profile.

A trip organizer should understand the relevant legislation, regulatory requirements and codes of practice,
etc. which are relevant in their country of origin and how they can differ in other countries in which their

© IS0 2024 - All rights reserved
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trips take place. They should also take account of their duty of care and safeguarding responsibilities,
business resilience policies and arrangements and sustainability objectives, as all can have a positive effect
on risk treatment considerations.

Trip organizers need to proactively monitor and review their identified, evolving and emerging risks. Their
impact on the trip organizer’s trip risk management should be considered and any changes documented and
acted upon.

4.5 Trip risk management and delivery

The key risks in the risk profile inevitably impact the extent to which the trip organizer, in consultation with
the leadership team, can manage the risk in-house or needs to rely on support from third-party organizations
to assist qr_deliver necessary functions This is an important factor to address when developing and
implementjing a trip risk management policy and plan.

5 Establishing the framework for managing risk for trips

5.1 Leadership and commitment

Top management should take and demonstrate ownership of the trip orgamizer’s trip risks apd provide
evidence of its commitment and support in their effective management by:

— ensuring that the trip risk management policy and objectives are éstablished and are compptible with
the strjategic direction of the trip organizer;

— takinglaccountability for the effectiveness of the trip risk mahagement process ensuring their Integration
into it§ wider operational processes and activities;

— ensuripg that the resources needed for its trip risk.management programme (hereafter referred to as
the “programme”) are available;

— commiinicating the importance of effective trip risk management and of conforming to the trip risk
management process and its legal responsibilities;

— ensuripg that the programme achieves'its intended outcome(s);
— directing and supporting personste contribute to the effectiveness of the programme;

— supporting other relevant nranagement roles to demonstrate their leadership as it applies to their areas
of responsibility;

— condugting, at plannédjintervals, management reviews of the programme;
— promoting impreveément.

Atrip orgapizershould provide instructions and adequate resources for the development and impl¢mentation
of a trip rigk pregramme.

5.2 Policy

The policy should be a high-level document that indicates the trip organizer’s strategic approach to managing
trip risks, which is part of its broader risk management strategy. This policy should be fully aligned with the
intentions and direction of the trip organizer, as formally expressed by its top management.

Top management should establish a trip risk management policy that:
— defines its overall purpose and objectives, and the principles, intention and direction to achieve them;
— is appropriate for the needs and resources of the trip organizer;

— becomes an integral part of the trip organizer’s management policy;

© IS0 2024 - All rights reserved
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sustainability policies;

refers to relevant legislation, standards, policies and codes of practice;

safeguarding;

any tr

takes into consideration (or establishes) the risk criteria of the trip organizer, see ISO 31000;

p (including consumption of alcohol, the use of recreational substances and other

is aligned with the trip organizer’s risk management, organizational resilience, travel procurement and

establishes principles for the risk assessment process including participant selection, supervision and

definesroles, responsibilities and accountabilities of all relevant stakeholdersincluding their competence;

sets out the trip organizer’s policy with respect to off-duty time and personal leave time associated with

edications

that c3
The policy

be def
trainin

be intg
manag

be per
The policy

organizatipnal needs. This should be designed to ensure that any requested exceptions to
nts are:

requireme

consid

manag

documn

For examp
members (¢
submita p

[t is impor;
recommen

If the trip

should:

be app(E
be madgle available to all appropriate stakeholders;

ered in line with the organization’s riskimanagement policy, priorities and other relevg

evaluated and approved by the relevantstakeholders;

n affect judgement or capabilities).

oved by top management;

ned and effectively communicated within the organization through information, eduy
g

grated with any broader risk management framework te“ensure a consistent appro|
ement within the organization;

odically reviewed for relevancy and consistent application.

should include an exception process to enable’an organization to be agile and reg

ed with compensating controls if necessary;
ented and reported.

e, the trip organizeriand the leadership team sometimes need to book trips for partig
f the leadership-team outside the policy for some reason. In these cases, it is crucig
plicy exceptionrequest.

tant that-theé policy exception request, approval or disapproval, and any associated
dationsis/acknowledged and documented.

exception
aclear and

cation and

ach to risk

ponsive to

the policy

nt criteria;

ipants and
| that they

rontrols or

the policy

organizer uses a travel management company to make bookings, then the policy,

tlmely manner.

5.3 Roles, responsibilities and accountability

ompany in

Ultimate accountability for risk resides with top management, even where responsibilities have been
delegated to others. If delegation of authority is in place, it should be documented in writing.

Both organizations and individuals can have legal responsibilities (which can include criminal liabilities);
these can vary across jurisdictions.

The trip risk management function should be managed by a person or team with the necessary experience

and compe

tence.

© IS0 2024 - All rights reserved
8


https://standardsiso.com/api/?name=cd2390942bcac5aa1c054d344962ef97

ISO 31031:2024(en)

The trip risk management policy should set out the responsibilities of the various internal and external
stakeholders that have a role in delivery of both routine operations and non-routine situations, such as
during an incident.

Annex A provides a list of internal stakeholders that can have a role. The responsibilities of participants
and members of the leadership team to cooperate and act in conformity to the trip organizer’s trip risk
management policy and procedures should also be set out.

Trip risk management is a shared responsibility. Individuals have different responsibilities for different
aspects but, nevertheless, all participants have a responsibility for ownership and application of trip
risk management rather than a simple obligation to conform. The difference can be quite subtle, but
“responsibility” demands active engagement not just observance, and this extends to responsibility for
other people not just the individual concerned. Clearly, the level of responsibility varies depending on age,
ability, understanding, etc.

It is important that parents/guardians are given the opportunity to engage actively wWith trip risk

managem
issues suc
it serves t(
understan
parents to

The respor

This sectig
responsibi
organizer.

5.4 Obije

The overri
in an envir
respond to
objective i

5.5 Plan
In developi
a)
b)

Ensuré

Ensursg
approfj

Ensur
in rele

9

d) Outlin

t, at least during the planning and preparation stage. In a practical sense,it has a

as medical declarations and pre-visit disclosures, etc. In terms of inforthed parent

engage the parent with their responsibilities and those of their child and to demon
ling. Trip risk management is strongly connected to sharing information with partig
enable informed consent and informed parental consent.

sibilities outlined in the policy can be developed in more detailin the programme.

n covers the responsibilities during the planning stage, daring the trip and after the
ities can be combined and can vary depending on the\type of trip and the nature

pctives

ding objective of the policy should be to edsure that participants can fully experien
onment which is as safe and secure as is reasonably possible, and to have procedures
an emergency. The policy should establish the programme and set the boundaries in
to be delivered.

ning/establishing the programme

ng the programme, the trip’organizer should do the following:

t a development process that includes engagement with, and input from, internal {
riate, external'stakeholders as set out in Annex A.

e the triprisk management function develops a long-term professional understanding
ant areas to facilitate future, ongoing dialogue.

e key processes and their interactions.

 there is demonstrable full support from top management with appropriate resources,

bearing on
al consent,
strate that
ipants and

trip. These
of the trip

Ce the trip,
in place to
which this

ind, where

with staff

f)

programme.

g)

Establish whether the trip risk management function is standalone or part of an existing structure.

Establish the roles and responsibilities for all duties and roles concerned with the implementation of the

Ensure that health, safety, security and safeguarding risks for the trip, activities/assignments are

identified and budgeted for as early as possible. For example, there should be proactive dialogue for
identifying key risks and budgeting for risk treatment costs.

h)

are not limited to:

Establish the actions needed to ascertain the level of risk for the trip. These actions should include, but

1) determining the trip organizer’s overall risk profile in relation to trip destinations and purposes;
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of the leadership team, for example:

listing the categories of risk that can affect the trip organizer, including participants and members

risk of injury and sickness (including work-related), assault, detention, kidnap, theft, robbery,

death, mental health incidents or trauma;

legal risk (criminal prosecution or civil legal consequences, or both);

system and infrastructure issues);

risk to reputation (poor incident response or trip risk management failure leading to
reputational damage);

organizational resilience risk (failure to overcome an incident or resume normal activities, or

significant

=Y
vi]
vii

3) ag

whether the proposed trip itinerary (and range of activities) and risk treatment are appr

5.6 Imp

The trip o
should int4
includes th|

a) Destin

1) Rd
SO
fr

CI\

financial risk (failed activities/assignments, trip disruption, taxation, visa/work per
civil claims, insurance costs, evacuation costs, medical repatriation);

risk to data, intellectual property and information assets (breach of data, conf
network or system, or loss of assets);

) risk to productivity/trip effectiveness (trip failure, delays, event failure);

reeing criteria for decision-making if there are differences of opinion regarding the rig

lementation

ganizer should create an implementation plan. Thistshould be approved by top manag
porate the trip risk management function within¢the trip organizer’s operations. It
e following:

ations and time frames:

view and classification of destinationis-based on an up-to-date risk assessment. D

m one place to another, even within the same country. Typically, information includes
ril unrest, crime problems, terror risk, extreme weather risk, etc. Government and d

mit status,

identiality,

k level and
opriate.

ement and
commonly

pstinations

metimes need to be considered at city/province/region level, as conditions can vary significantly

details on
ommercial

sojirces are available to assistawith this process.

2) Identification of dates and time frames for events that can have an influence on the heplth, safety
an‘|d security of the participants and members of the leadership team, and can have an impact on the
trip organizer’s objectives.

b) People-related issues:

1) THhe specificyisk profile of the participants and members of the leadership team. Minor$ travelling
without their legal guardians are a category that requires particular attention.

2) Clarification of how risks arising during off-duty time or personal leave time are to be managed/
CG Crcd if Clt G}l b_y thC tl ;P Ul sclll;L-Cl ’D tl ;}J I iol\ lJl ULLTOSSTCS.

3) Assessment and provision of relevant training of participants and members of the leadership team
as appropriate.

c¢) Processes:

1) Establishment of workable and efficient protocols, including an adequate system for the preparation
and recording of all appropriate documents to record, and provide evidence of, work done and
decisions taken (prior to, during and after the trip).

2) Provision of security awareness, training or other resources for all persons involved in programme

de

livery, as well as participants.
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3) Procedures for pre-travel authorization, booking of travel and accommodation for the trip.

4) Lines, methods and procedures for normal and emergency communications with internal and
external stakeholders.

5) Budget ownership and management arrangements.

6) Ensuring the collection and analysis of relevant information (intelligence). This can be done by in-
house resources, third-party providers, or government guidance or advisories which specialize in this.

7) Ildentification and allocation of responsibilities between in-house staff and consultants/third-party
providers.

8) Consideration of the implications for travel during a global disruption.

d) Incident management:

1) Ensuring that the trip organizer has an incident and crisis management team, or|capability,
comprising competent staff with the necessary communication skills, technical tools, instructions
and authorization to act when, and as, appropriate.

2) Ensuring, in advance, that appropriate assistance is available, wheh heeded, to resglve health,
safety, security and safeguarding issues that can occur. This includessecurity assistance/during the
tl;flp, notification of relevant events, emergency safety, security and-medical assistance, ¢vacuation,
and assistance and support after the trip.

3) Prpvision for emergency management and communications. Communications should irjclude both
operational requirements, accounting for staff in the aftermath of incidents, as well aJ managing
activities with authorities and public relations.

4) It]s important to include the timely provision of information to a nominated emergency|contact, or
neixt of kin, if appropriate.

6 Risk assessment

6.1 General

Risk assespment is the overall process that includes risk identification, risk analysis and risk pvaluation.
This is based on an understanding of the context of the organization (see Clause 4) and the particular trip
arrangements under consideration (including the profile of the participants). All trips should be fonsidered
in a risk aspessment processinérder to identify appropriate risk treatments.

IEC 31010 provides usefulguidance and tools on risk assessment processes.

The elements, methods and techniques of a risk assessment will vary. The overall context, the ¢stablished
principles set outsintrelevant policies of the trip organizer, and the particular characteristics of the planned
trips all coptribute to how complex the risk assessment should be. Every trip is unique and risk agsessments
should corsider the combination of the aims, destination, environment, activities, compositipn, special

needs and requirements of each group.

The scope of the assessment should be defined specifying the dates, locations and modes of transport and
activities to be undertaken on the trip to which the assessment applies, and any assumptions made. This
helps ensure trips are not undertaken outside the scope of a relevant risk assessment.

Trip organizers with a low number of trips can rely on a customized approach for each trip. Trip organizers
with a high number of trips can use relevant technology to automate risk assessments for low-risk trips
and trigger individual detailed risk assessments for elevated-risk trips. Such a process can also be used to
generate pre-trip advisories that are then provided to the participant.
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Risk assessment is primarily used to:

identify the risk and review those previously identified;

identify the likelihood of an event occurring, and the range of positive or negative consequences if it does;

understand the significance of the risk to the participant and the trip organizer;

prioritize risks that require action;

inform the participants whether or not to proceed with the planned trip;

enable the trip organizer to make an informed decision about whether to permit the planned trip, in
line with the trip organizer’s agreed risk criteria and the type of risk treatment that is appropriate and

adequ

hte ahead of and during the trip;

change the nature of the trips and/or the designated participants.

Categories

health
condit

safety,

of hazards can include, but are not limited to:

ons, medical support, first aid;

(such gs security, fire, carbon monoxide, electricity, balconies), equipment, venue, terrorism,

environmental, e.g. natural disasters, disasters caused by humian’beings, altitude, water b
and falina;

cultur

1, e.g. behaviours, dress, laws and customs, religion/beliefs, protected characteristics

compeftency of participants, leadership team and thigd-party providers.

Threats are a particular type of risk source. For example, if a specific threat is present, then
otherwise

Security threats during trips can include:

crime

terror

[ranging from opportunistic petty crime to organized kidnapping for ransom);

sSm;

cyberdrime;

public

protest, political’or civil unrest, activism (e.g. political, religious, ideological);

state gppression /re€pression;

social

Pngineering;

e.g. illness, disease (such as insect-, food-, water- and blood-borne disease), hygiene, pre-existing

e.g. transport, activities (such as adventurous, sports or leisure activities), water, accommodation

crime;

bdies, flora

trips to an

ow-risk destination need to be consideted high-risk travel, and measures need to be gut in place.

aggregsive ‘or negative behaviour based on the personal profile of the participants and members of the

leadershi

Btasm-ortha neafila ALrha Fein anganisage (can A4 40

11{1.1 cCatir OT T prorncor o \-A A}J OT Bulllu\.l |CA e v y O

Both security threats and safety and health hazards have the potential for impact on the physical and
psychological well-being of the participant and the trip objectives.

[tis also important to note that participants and the leadership team can become a hazard because they can
be a vector to spread diseases to other individuals when coming from or going to places where an endemic
or epidemic disease exists.

It is recommended that risk assessments are completed in an inclusive and collaborative way involving the
participants and the leadership team and relevant internal stakeholders. For elevated-risk trips, including
trips to high-risk destinations, high-profile visits or trips involving high-risk activities, trip organizers can
use external specialist providers.
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The results of risk assessment should be documented to inform decisions regarding risk treatment options.

Where trip organizers use technology to authorize low-risk trips, this can be achieved by the participant’s
or the member of the leadership team’s acknowledgement of receiving and reading their pre-trip advisory.

The trip organizer should ensure that the leadership team in the field is competent and able to:

a) conduct dynamic risk assessments of all aspects of the trip, including of transportation and
accommodation;
NOTE Dynamic refers to a proactive approach to changing situations.

b) communicate the required actions arising from the dynamic risk assessment to the leadership team,
participants and relevant stakeholders:

c) priortp using the services of any third-party provider, complete an appraisal of its services)in accordance
with 7]10 and confirm its duties and responsibilities;

d) implement plans for contingencies as part of the risk management system.

Further information on risk assessment can be found in Annex B or in ISO 31000:2018, 6.4.

6.2 RisKidentification

The purpoge of risk identification is to find, recognize and describe risks that can impact a trip prganizer’s

ability to successfully complete the trip. Relevant, appropriate andyup-to-date information is important in

identifying risks.

There are yarious sources of information available for the identification of travel-related risk. These include

open sourde and proprietary information.

Internationally and locally sourced information, such7as open-source government statistics, c

objective d

Members
should be (

National g
advice. In
on health,
human rig
trip for ins
travel safe

Risks can
leadership
trip organ]
those in 5.}
factors spe

ata relating to crime statistics, geopolitics-and risk ratings for the location(s) being ass

f leadership teams, but also participants with previous experience, with relevant
onsulted.

pvernment foreign affairs ministries and embassies can be useful sources of infori
addition, local government agencies can provide more location-specific crucial i
safety and security magters, including legislation (e.g. age limits for drinking, gende
hts and drug laws). Additionally, trip organizers can refer to subject-matter experts
ight on the risks ifivolved in specific activities. Trip organizers can decide to contra
y experts/consultants to conduct parts of the risk identification.

team, or'with other trip objectives. If there is a potential conflict between these obije
zer sheuld give priority to the participants and the leadership team. Categories of r
b h)2)(can be useful. However, they should not limit thinking, not least because there ¢
cific to the context of the trip that need to be considered.

hn provide
essed.

knowledge

nation and
hformation
r diversity,
during the
ct external

be associated with objectives for the safety, security and health of the participants and the

bctives, the
sk such as
hn be other

The trip organizer should consider emerging or evolving risks that can contribute to operating risk or risk
to participants and the leadership team. These have high levels of uncertainty with one or more further
characteristics (e.g. volatile, complex, ambiguous, chaotic, interconnected, interdependent, medium-/long-
term, uncontrollable, wide-reaching). Examples of emerging or evolving risks include cyber risk, increased
frequency or intensity of adverse weather, socio-political instability, and regional or pandemic infectious

disease.

6.3 Risk analysis

The purpose of risk analysis is to comprehend the nature of the risks identified (see 7.2) and their
characteristics. Analysis techniques can be qualitative, quantitative or a combination of the two depending
on the circumstances and the decisions which need to be made. Risk analysis involves a consideration of
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uncertainties, sources, causes and drivers of risk, consequences, likelihood, events, scenarios, controls and
their effectiveness.

Sources of intelligence that inform risk analysis include historical information, expert advice and statistics.

Risk analysis should consider factors such as:

the likelihood of events together with the nature and severity of consequences;
complexity and connectivity;
time-related factors and volatility;

the effectiveness of existing controls;

sensiti

6.4 RiskK

The purpo
(see 6.3) W]
(more info

Decisions (
means of e

destinations.

Assuming

wheth
wheth
1

al

vity and confidence ranges.

evaluation

be of risk evaluation is to support decisions. It involves comparing the results of the ri
ith the established organizational risk criteria to determine the value of'taking additi
'mation on risk criteria can be found in IEC 31010:2019).

an involve evaluating whether the trip should proceed, be cancelled or be replaced by
hgagement or communication. Alternatively, they can involve’identifying alternative a

he trip is to take place, further evaluation needs to establish:

br new controls can better treat the risk, forgxample:

er the itinerary to limit risk exposure;

a

re

which

benefi
wheth

Decisions {

— the contextand purpose of the trip;

the wi

j[ust the number/profile of people trayvelling to limit risk exposure;

adjust the mode of transport (e.g: flying rather than overland);

Huce the duration of the trip;

of several options fgtytravel arrangements should be selected on the basis of risks
s;

b1 the residualirisk is acceptable or the decision to proceed with the trip should be rev

hould take'account of:

sk analysis
bnal action

alternative
ctivities or

b1 existing generic controls are appropriate to theparticular circumstances and identified risks;

costs and

sited.

Hercontext and the actual and perceived consequences to external and internal stakeh

olders;

the costs and benefits involved;

— the profile of participants and the leadership team;

— the nature and severity of the risks involved.

Decisions can be made based on experience, organizational policy and rules or using fairly simple
expressions of risk criteria. Where the situation is novel or there is high uncertainty (as can be the case with
high-consequence risks), risk evaluation should involve a more deliberative and consultative process taking
account of detailed information from risk analysis.
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It can be necessary to seek further information and undertake further analysis in order to make a good

decision.

7 Risk treatment

7.1 General

Based on the risk assessment, the trip organizer should ensure that controls address risks prior to, during
and after the trip. Such measures should be tailored to the destination and the individuals taking partin the
trip, their activities and the information they bring with them.

One or several treatment options can be required to modify risk to an acceptable level. The same treatment

option carf
considerat
isolation. A

Top manag

with trips|

members ¢
responsibi

Decisions
(tangible 4
occur, and
objectives.

Ariskcanh
Treatment

any ch
treatn]

risk tr
organi

risk tr

7.2 RiskK
One risk tr

withdraw
activity ca

7.3 Shai

also affect multiple trip-related risks. Treatment options should therefore be
on of the range of risks affecting the specific proposed trip, rather than considering g
range of treatment options, relevant to trip risk, are set out in this section.

ement is accountable for ensuring that arrangements are in place for managing risk

Multiple individuals, including management, contracted providers,~and particj
f the leadership team themselves, are responsible for management, ef these risks. Th
ity for ensuring that treatments are implemented that modify riskto-an acceptable ley

hbout the selection of treatment options involve judgements balancing the overall

nd intangible) and disadvantages (disproportionate costs‘and other adverse effect
how these can affect the objectives for the proposed trip.as well as the overall org
However, selection is broader than a solely economic matter when it affects risks to p¢

ave more than one risk treatment option, and a risk treatment option can apply to more th
5 need to be monitored and reviewed continually'in order to ensure that:

ange in context or the nature of risk is reflected in considering the need to further y
ents;

batment strategies continue to meet-the agreed objectives for those treatments;
zational capacity is sufficient to.continue implementing risk treatments and deliver on

batments are not adversely affecting other controls or changing the nature of other ris

avoidance

eatment optioh i5'to avoid a risk. An informed decision can be made not to be involv
from, an activity to prevent exposure to a particular risk. A change of trip destinati
h also aveid(a risk.

ring liability risk

$elected in

ach risk in

associated
pants and
is includes
rel.

hdvantages
5) that can
hnizational
rople.

an one risk.

nodify risk

objectives;

ks.

ed in, or to
on, date or

7.3.1 Ge

neral

Those involved in the organizing of trips should ensure that appropriate and adequate insurance cover
has been obtained for all relevant activities and persons, considering varying national and international
requirements. Professional advice on this matter should be sought and engaged as early as is possible and
reasonable, in the pre-planning phase of activities. This professional advice can take the form of insurance
expertise, legal counsel or any other relevant subject-matter expertise.

Sharing liability risk is one of the ways of managing the risks associated with the trip. Sharing liability risk
is complex but can be done through contracts or sourcing out appropriate insurance. In this context of trip
risk management, risk sharing can involve a distribution of risk and allocation of the associated liabilities
in the clauses of a contract among the parties entering the contract. If a contract with a third party is used,
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the agreement should clearly outline how any liability allocation is done, e.g. through contractual transfer or

financial ri

7.3.2 Ge

sk transfer (including indemnification or commercial insurance).

neral insurance

Commercial insurance is the most-used risk-financing mechanism, especially where the trip organizer does
not have a high liquidity to finance the identified risks.

Insurance, including commercial insurance, should be provided to explicitly cover a range of potential issues

such as:

cancelled/delayed flights and lost luggage;

injury,
terror

evacud

The trip o

medical emergencies and deati;
sm, cybercrime and theft;
tion and repatriation.

ganizer should be aware of any relevant conditions or exclusions in the,pelicy covera

to access the insurer’s assistance when required.

The trip or

a)
b) adequ;

license

The trip or

ganizer should also verify whether any service providers are:
d in the countries where the trip organizer is based and/or €onducting its trip activiti
htely and appropriately insured.

canizer’s insurance providers should be made aware of any third-party service provid

not have appropriate or adequate insurance coverage.

re_and how

bS;

ers that do

7.3.3 Spgcial risk insurance

The trip organizer should use risk assessments to-identify high risk activities during the trip, and should
arrange for appropriate insurance cover.

7.3.4 TTrd-party liability insurance

The trip organizer should always_have appropriate and sufficient third-party liability insurdnce for all
aspects of the trip and ensure thatitis in place for all participants, the leadership team and the support team.
7.3.5 Third-party providerinsurance

Where the(trip organizet-Uses a third-party provider, the trip organizer should ensure that the third-party
service is qovered by-appropriate and sufficient commercial insurance. This information should He provided
to participants (and stakeholders when requested).

7.4 Handling the specific requirements of children and youth (also referred to as minors
and young adults)

7.4.1 General

The trip organizer should aim for flexibility and inclusivity thus allowing for exceptions based on particular
circumstances. One of the considerations the trip organizers should keep in mind is that in the case of
minors, the parents/guardians can have the authority and obligation to make legal decisions for them.
Similar considerations apply in respect of vulnerable adults. It is the responsibility of the parent, guardian
or support agency (such as a governmental agency, a faith-based organization or a charity offering social
services support) referring a vulnerable adult for a trip to inform the trip organizer of the individual’s

vulnerable

status.
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A trip can include individuals with a range of duty of care and safeguarding needs. The trip organizer
should ensure that the leadership team consults closely with individuals or departments to develop a full
understanding of the different types of participants. Those to be consulted can include, among others, the

following:

teache

paren

group leaders;

I's;

accompanying chaperones, carers or other volunteers with the group;

participants themselves;

s or guardians;

Service

The patter
going on sk

The trip ox
such as ag
identity, se
risks assoq
emotional

In some c
delivered d
safeguardi

7.4.2 1dg

The trip of
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risk manag
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The secong
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ability, age

In both ca
every trip

e providers.

n of travel and types of activities should also be considered (e.g. distinguishing bety
ort-term or long-term trips).

gcanizer should consider the participants’ profile in relation to destinations. This inclu
e, ethnicity, cultural competencies (including maturity and experiénce), nationalit
xual orientation, gender identity, religion, disability and medicalhistory, which can al
iated with the trip. The risks are not limited to safety and security, but can also inclu
hnd other needs.

rcumstances, the trip organizer can engage minors ‘to provide elements of the
n its behalf. In such circumstances, the trip organizertemains responsible for arrangi
ng and duty of care protocols for those minors.

entification and selection of potential participants

ganizer should establish the criteria to beapplied for inclusion of participants in rel3
emands and anticipated level of difficulty of the trip.

hing these criteria, there are twe different approaches which can be seen as the first
ement process.

nd the objectives of the {rip. In this instance, the make-up of the participant group detg
d the risk management)process is structured to facilitate their safe participation.

| approach is to fixst decide upon the trip objectives and its particular challenges, frq
rement process determines the selection criteria for participants (e.g. levels of fitneg
and experielice).

ses, a flexible approach is required to determine the overall objectives of the trip b
s totally inclusive and limitations need to be set when determining objectives and cha

The trip orga

anizarchanld caommuynicata o ctalbahaldarc tha critaria for inclhiicinnyn Af p'\vflnn‘\r\hfc

wveen those

des factors
y, cultural
| affect the
le medical,

trip to be
Ing suitable

tion to the

step in the

to design a trip that is inclusive and suited to the needs of the participants, both in terms of levels

rmines the

m which a
s, physical

ecause not
lenges.
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An appeals mechanism should be established to allow any potential participant assessed as unsuitable for
inclusion in the trip to challenge that decision.

NOTE

Criteria for consideration can include fitness, attitude, team working ability, mobility, behaviour,

psychological needs, pre-existing medical conditions, dietary requirements and cultural or religious requirements.

7.4.3

Information about potential participants

For each potential participant, the trip organizer should obtain their:

a) name;
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b) date of birth;

c) gender;

d) nationality.

e) emergency contact details.

For each potential participant, the trip organizer should request information in relation to the nature of the
trip with regard to:

— capability to partake in the trip activities based on the anticipated level of difficulty;

— previous trip experience (if any);

— disabilities, behavioural, health, medical or other needs.

The trip ofganizer should warn participants that failure to declare this information, calr jeog
individual’s ability to participate, and possibly the viability of the trip itself.

The trip orjganizer should ensure that this information is respected and treated asionfidential.
7.4.4 Proptection of participants who are minors and vulnerable adults

The trip ofganizer should ensure that members of the leadership team who have unsupervis
with parti¢ipants have been checked for their suitability to work with participants who are 1
vulnerableladults.

NOTE Juitability can be determined by:

a) intervigw;

b) checki:[g references;

c¢) checking employment records;

d) self-de¢laration;

e) certifidation from a qualified organization.

7.5 Rolgs and responsibilities during the trip

7.5.1 Gepneral

The succegsful delivery-ofrip objectives relies heavily on the selection and competence of the
members ¢f the leadérship team and support personnel (if any). They should all be selected s
possess pefrsonal qualities, experience and communication skills relevant to the profile of the p
and the trip.

ardize the

ed contact
ninors and

trip leader,
b that they
articipants

This should eonsider both non-technical and any technical elements of the trip.

The trip organizer should have a written statement that details the minimum competencies required of the

trip leader

and the leadership team for:

a) the activities for which the leadership team is responsible;

b) the environmentin which the trip takes place;

)

the needs and abilities of the participants;

d) the supervision and management of individuals and groups.

The trip organizer should gather and document evidence that the trip leader and the leadership team are

competent

in accordance with this statement.
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Evidence of competence can, for example, be identified through one or a combination of the following:

752 Tr

experience of trips of a similar nature;
in-house training and assessment;
arelevant and current national or international qualification or award;

national or international benchmarking.

ip leader

There should be one trip leader per trip in charge of the leadership team and who has overall responsibility

for the tri
trip leader

The trip organizer should have a procedure for ensuring the trip leader is informed‘ ¢of the

experiencd of the leadership team and the composition, known needs and experienceef each pa

accordance with 7.4.3.

7.5.3 Leadership team

Clear and finambiguous roles and responsibilities for members of the leadership team should |

agreed and acknowledged. The trip organizer should also:

a) identifly a substitute trip leader who is available to take full control in the event that the tr
unabldq to fulfil their function; or

b) inforn] participants (and stakeholders when requested).that, in the event that the trip leade
to fulfil their function, the trip should be restructuredor curtailed; or

c) establish a combination of both a) and b).

For mixed|gender trips, the trip organizer shotld consider as part of the written risk asse

inclusion o

For trips ¥

leadership

The trip o1
comply wif
code of con

The trip or
This shoul

insurance.

Personal l¢

terms of e

pleoyment. Such periods should be recorded and communicated accordingly. The trij
should ma%fh_l_d_]T_ﬁb—FdT‘—l—‘b‘lT_d_‘—He ¢ feadership team member aware of thell personal responsibiiities during suc

£ cafaty Heing ara can aceacian

il ding comangicion o l ocpnacte
cCt

a zd tha Th ha
S-OT-Saretry-trurg ettt ‘P e re-CahBe-6€casToth

delegates or shares tasks and relative responsibilities with others.

a2l
et g StpervIstohaht STaS

f both males and females in the leadership team.

vhere participants are minors, or are vulnerable adults, the trip organizer should
team in accordance with 7.4.%:

ganizer should obtain Wwritten confirmation that the members of the leadership tea
h the trip organizer’s policies on safety and health, inclusion and accessibility, safegul
duct (see 7.7).

canizer shouldhprovide the leadership team with details of the trip organizer’s insuran
d include details of any employer’s liability insurance, public liability insurance aj

avetime within the duration of a trip should be agreed in accordance with the trip

s when the

skills and
rticipant in

be decided,

p leader is

r is unable

tsment the

select the

Im agree to
arding and

ce policies.
1d medical

brganizer’s
organizer

periods of

leave (e.g. transport arrangements, accommodation, travel and medical insurance, the need to be financially
independent). The trip organizer should also make clear the limit of their obligations to the member of the

leadership

team during periods of leave.

7.5.4 Trip activity specialists

The competence of the trip activity specialist(s) should be verified through one or a combination of the

following:

a)

experience of trips of a similar nature, endorsed by a statement of competence from a subject-matter

expert who has the experience and qualifications equivalent to assessors of a relevant, and current,
national or international qualification or award;
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in-house training and assessment by such a subject-matter expert;

ant and current national or international qualification or award.

A statement of individual competence should be in the form of a written statement giving:

the name of the person to whom it applies;
the scope of the statement;
the name, experience and qualifications of the person making the statement;

the criteria used to determine competence;

the da

7.5.5

An individy
supported
NOTE I

trip leader 4
understand

7.5.6 Su

The trip o
incident or

The trip or

Indlividual placements and lone workers

€ and COMtent of dIly aSSesSIent.

hal placement or lone worker acting as both a participant and trip leader, as-aiminimunj
via remote supervision as in 7.6.4.

articipants taking an individual placement assume additional responsibilities as they take o

nd participant in combination. Individual placements and their trip organizer need to establ
ng of what this arrangement entails.

pport personnel

emergency.

ganizer should ensure that the home representative is competent in areas relating to:

a) their
b)

The trip or
advice and

7.5.7 Rodles and responsibilities of participants during the trip

Of
incident and emergency response.

-call role;

panizer should ensure that subject;matter experts are accessible to the leadership teamn]
support within their specific competencies.

ganizer should make the participants aware of the following, and the requirement to

reasonable care of themselves and others, including actions required of them arisin
ment;

ng instructions from the leadership team;

, should be

n the role of
sh a mutual

ganizer should engage the services of an in-countryaépresentative to support the response to an

to provide

be actively

b from risk

ttention of

pg-concerns about their own safety, health and well-being, and those of others, to the 4

The trip o
engaged in:
a) taking

assess
b) follow
c) bringil

the lea
d)

dership team or supervisors;

complying with the code of conduct (if any).

7.6 Supervision and staffing ratios

7.6.1 Ge

neral

Clear and unambiguous roles and responsibilities regarding supervision should be agreed and acknowledged
by all accompanying adult supervisors.
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Supervision should be:

— active;

preventive;

continuous.

The scope and type of supervision should be based on the age and maturity of the participants.

Participants should be aware of, and have access to, supervision throughout the entire trip.

Particular attention should be paid to:

— night-

supery
fromt

Any off-du
should be
incidents d

The trip o
when no sf
for partici

Respol
define

Care s
throug
unsup
“down
guardi

NOTE 1
around

Expecf
the iss

The type o
assessmen

direct

indire

remots

fime” should be carefully considered, and the meanings explained to the participantg

[1e SUpPEervision expectdtions;

ision during unstructured time, while at the same time recognizing that participants
me spent informally with their peers and exploring their environment.

Ly time during a trip should be clearly identified and a system for handingover resp
established and agreed. Expectations regarding availability and the-capacity to
uring off-duty time should also be established and agreed.

ganizer should consider the following with regards to unstructured time (i.e. perig
ructured activities are scheduled but where appropriate optional activities should b
ants):

nsibilities for supervision during unstructured time, and\periods of off-duty time, shoul
. For example, a duty list can be published and comfhivnicated accordingly.

hould be taken when determining and describing periods of structured and unstruc
hout the duration of a trip. It is important to d@void giving the impression that particip
ervised or that responsibility for supervision-s reduced. The use of terms such as “freq

an and accompanying adult supervisors:

Many incidents and accidents gccur during unstructured time, particularly involving act
water.

ations regarding availability during off-duty time should be agreed and acknowledg
Lie of alcohol consumption).

[ supervision required and implemented by the trip organizer is an important element
L. Supervision canbe:

(see 7.6.2);
't (see Z6.3);
 (see 7.6.4).

can benefit

pnsibilities
'espond to

ds of time
e available

1 be clearly

tured time
hnts can be
-time” and
, parent or

ivity in and

bd (such as

of the risk

NOTE 2

The decision as to whether supervision is direct, indirect or remote depends on the maturity, experience

and competence of the participants, and their knowledge of the locations and ability to undertake the trip activities.

Where indirect or remote supervision is to be provided, the trip organizer should establish arrangements
for its management, including disciplinary action in the event that those arrangements are not met. Details
of the arrangements and sanctions should be communicated to the participants and the leadership team
(and stakeholders on request) before the trip.

The factors to be considered when deciding on the composition of the leadership team and the ratio of the

number of

a)

leaders to participants should include:

the nature of the trip, and its activities and location;
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the experience of the group involved and the needs of the individuals within the group;
the environment and conditions in which the trip takes place;
the experience of the leadership team;

the requirements of external agencies affecting the trip.

national governing bodies or national requirements of the host country relating to guiding qualifications.

The trip organizer should inform the trip leader that it is the trip leader’s responsibility to:

— allocate specific supervisory duties;

— allocatle a competent leader to each sub-group, where groups are subdivided, during the trip.

The trip o
responsibi

7.6.2 Di

When the
ensure tha

NOTE
educational

The trip or

a)

b) know
c) complj
d) monitq
e)

7.6.3
Where ind
that the pa

Full detail
(and other
adult, this

|

ensure
be madle of them by the leadership team;

stop am activity for an individualexthe team if it is deemed to be too hazardous.

Inglirect supervision

Requirements of external agencies can include, for example, those of local authorities in the case of schools,

rganizer should inform the trip leader and the leader of any sub-groups that fit'is t
ity to know the number and identities of the participants they are responsible‘for sup

rect supervision

heed for direct supervision has been identified in the risk assessuient, the trip organ
L a nominated member of the leadership team is present at all times.

irect supervision is usually appropriate for less experiencéd)groups, group members V
or behavioural needs, or when undertaking particularly hazdrdous activities.

ganizer should instruct the nominated member of theleadership team, as a minimum,

participants are aware of their individual and ¢ollective responsibilities, and the expd

where all participants are at all times;
y with the risk management measurges;

r and respond to behavioural changes in the group/individuals;

rect supervision-has been identified in the risk assessment, the trip organizer should 1
Irticipants have.the necessary competence for the trip to be supervised indirectly.

5 of responsibilities and how indirect supervision functions should be provided to p
stakeholders on request) before the trip starts. Where a participant is a minor or a
nfotmation should also be provided to the participant’s parent or guardian.

he leaders’
brvising.

|zer should

vith special

to:

ctations to

be satisfied

articipants
vulnerable

ot s RS I 3 L. 1 £l ot
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including safe conduct and emergency procedures;

clear and understandable boundaries are set for all participants;

the leadership team;

When sup
a)
b)
9]
d) amem
e) therei

ber of the leadership team monitors the progress of each of the participants;

s arecognized point at which the activity is completed;
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f) when the activity cannot be completed safely, there are clear arrangements to adjust the level of
supervision or adjust or terminate the activity.

The trip organizer should ensure that the trip leader has the competence and resources to intervene in a
manner determined by the trip risk management plan in accordance with 6.1 and 7.5.7.

7.6.4 Remote supervision

Where remote supervision has been identified in accordance with the risk assessment, the trip organizer
should be satisfied that the participants have the necessary competence for the trip to be supervised
remotely. Remote supervision is rarely suitable for minors or for vulnerable adults.

Remote supervision is the minimum level of supervision for individual placements/lone workers. This may

be suppleniented by direct and/or indirect supervision arranged by the trip organizer with third

Full detaild
(and other
adult, this
participan
When sups
a) particl

the pl3
b) clear 3

respor|
c) therei

remots
d) therer
e) thereli

outsid
f)  when

supery
The trip o

intervene i
NOTE ]
the sta

clear gq

any red

I a manner determined by the safety management system in accordance with 6.1 and

of responsibilities and how the remote supervision functions should be provided t6 p
stakeholders on request) before the trip starts. Where a participant is a minor or a
information on how the remote supervision will function should alsd ‘be provi
’s parent or guardian.

rvision is remote, the trip organizer should ensure that:

pants are sufficiently trained and assessed as competent for theé.anticipated level of ¢
nned activity, including safe conduct and emergency procedures;

nd understandable boundaries are set, including the participant understanding the
sibilities placed upon them;

s a clear line of communication, including escalati@n processes, between the particip{
P SUpervisor;

note supervisor monitors the participant’s,progress;

5 a recognized point at which the actiyity is paused or suspended while the participan
e the jurisdiction of the trip organizetrand when it is completed/terminated;

the activity cannot be completed safely, there are clear arrangements to adjust t
ision or adjust or terminate.the activity.

rganizer should ensuré€ that the remote supervisor has the competence and the r¢g

lanagement of indirect or remote supervision is likely to include instructions relating to:
"t and finish times and locations;
ographichoundaries;

uiréd 'or prohibited activities;

parties.

articipants
vulnerable
led to the
ifficulty of

additional

int and the

L is on time

he level of

sources to
7.5.7.

an expl

and/or
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where and how a member of the leadership team can be contacted;
whether a member of the leadership team actively monitors the participants or not;

any arrangements to pause remote supervision if this becomes necessary;

report out and report back.
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7.7 Safeguarding

7.7.1 General

Safeguarding relates to measures to protect the safety, health, well-being and human rights of individuals,
which allows people - especially children, youths and vulnerable adults - to live free from abuse, harm and
neglect.

There is the potential for any child (or vulnerable person) to be hurt, abused or put at risk of harm, regardless
of age, ethnicity, gender, language spoken, religion or other traits, recognizing their possible combination
and interactions. It is a moral and legal obligation of adults to protect children from maltreatment, prevent

the impairment of children’s health or development, ensure children grow up in circumstances consistent
with the provision of safe and effective care and enahle children and ymlfhc to have the best outcomes.

7.7.2 Sa

The trip o
should dev
involving q1

The policy
a) policy
b)
1) to
2) led
3) th
¢) buildiry
comfo]
d)
The procec

feguarding policy and procedures

elop or adapt a safeguarding policy and associated procedures. Considegation should
articipants in safeguarding decision-making where appropriate.

should cover the following areas:

statement and general approach;

roles and responsibilities;

b management;
jJdership team;

rd-party provider staff;

4) palrticipants and parents/guardians;

1g a safeguarding culture where all Stakeholders know how they are expected to behd
‘table about sharing concerns;

evaluation and continuous improvement.

recruif
codes
leader

safegu

ures should cover the following areas:

ing and training switable people to volunteer or work with children and youth;
bf conduct for.leadership team and participants;

Ship teamrt@ participants ratios for supervising effectively;

arding-requirements for third parties;

rganizer, as part of a robust risk treatment plan (and in accordance withits speciffic context)

be given to

ve and feel

accom

modation, transportation and activities during the trip;

procedures for reporting concerns about a child at risk;

preventing and responding to bullying;

whistleblowing and complaints;

responding to, and case handling of, safeguarding allegations against all individuals, including members
of the leadership team, others in a position of responsibility, authority or involvement, and other
participants;

keeping participants safe online;

taking, storing and sharing photographsand images including video media of children and vulnerable adults;
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— storing child protection records.

For more information, see Annex C on safeguarding considerations.

7.8 Med

ical considerations

7.8.1 General

The trip organizer should obtain detailed medical information from all participants and the leadership team,
including physical and psychological health issues, together with any medication being taken or that can
be required. This information should be kept up to date. This should include authorization for the release
of medical information to a nominated individual or organization if necessary. The trip organizer should

ensure tha

The trip oy
with the m
health risKk
medical pr

The trip of
team and i

recom
psychd
they al

certain specified activities); or

encoul
condit

The trip o

to determi
medicy

the m¢q

The availal
other stakg
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of the planned trip, plus reserve quantities in case of trip disruption. This should include both

they take 11
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medicatior]
across cou
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principal components and dosage for a
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ganizer should consider such information against the expectations of the trip and in

edical screening process. Where there are concerns over the potential for increased
s, advice about participation or requirements for extra safeguards should be obtail
hctitioner or relevant specialist.

ganizer, to strike a balance between the privacy of participants and~members of the
s duty of care towards them, should either:

mend that participants and the leadership team discugss (their pre-existing ph
logical conditions with their primary care medical practitioner, ahead of time, to d
e fit to travel (at which time the physician can either clegr'them for the entirety of thg

age the participants and the leadership team to shape any pre-existing physical and ps
ons with the medical assistance providers.

ganizer should direct participants and theléadership team towards professional med
he if:

ition or vaccinations are recommended for their trip;
dications prescribed or supplied-are considered illegal in a layover or destination loca

bility of this service should\be outlined to the leadership team and then to the partici
tholders on request) before’the participants’ contract becomes effective.

egularly and other medication to be taken in response to occasional health episodes.

licensing.arrangements can vary significantly between countries, both in terms o
over the'counter and prescription-only medication. Trade names of the same drug ca
htries/Given both these issues, consideration should be given to:

hccordance
medical or
hed from a

leadership

ysical and
btermine if
trip or for

ychological

ical advice

tion.

pants (and

s and the leadership-team should ensure they have sufficient personal medication for the duration

medication

f access to
h also vary

to bring is allowed in the places to be visited;

be visited if the intention is to rely on sourcing it there.

| regarding

participants and the leadership team should verify that the type and quantity of medication they propose

obtaining assurance in advance that the medication is available (and under what name) in the country to

The trip organizer should ensure that arrangements are in place for the duration of the trip to control the
storing, dispensing and administering of medication required by participants who are minors or vulnerable
adults. The arrangements should be agreed to by all appropriate stakeholders (e.g. leadership team,
participants, parents/guardians).
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All minors and vulnerable adults who travel in a group should have a process whereby a member of the
leadership team becomes their de facto guardian for the duration of the trip, as agreed upon in writing by
the parents or legal guardians. As such, that de facto guardian can dispense medications or appoint another
appropriate individual to do so.

The trip organizer should ensure that the first aid qualifications of the leadership team (or their designated
party) are commensurate with the needs of the participants and the leadership team.

The trip organizer should ensure that members of the leadership team designated to assist with the
administration of medicines and medical treatments are appropriately trained and competent to do so.

The trip organizer should ensure that the leadership team (or their designated party) has knowledge of the
risks, prevention, recognition and treatment of environment-related illnesses (e.g. dehydration, heat-related

illness, alti

The trip o

and recogt
be taken if

leadership
any local e

Many risk
evacuate a
appropriat
the locale §

fudesickmess)as identified imthe outcome of the riskassessment—————————
rganizer should ensure that participants and the leadership team are aware of“the
ition of the signs and symptoms of environment-related illnesses, together, with the
such conditions are observed or suspected. The trip organizer should prowide a met

team to communicate during the trip with a medical professional who hasexpertise
hvironmental health hazards.

factors can be exacerbated by the remoteness of a destination~and the ability to
participant or member of the leadership team. To mitigate these risks, it is good prac

nd situation, as well as ensuring the leadership team has sufficient training.

Prior to the completion of the trip, the participants and the leadership team should be advise

back to thg
Examples i
anxieties. ]
typically ¢

7.8.2

The trip or
should con
experience
of the lead
the requirg

7.8.3 Mg

Where the|
should be
insurance

a)

Emerg
air am

b)
9

Emerg

trip organizer if they have physical or psychological’'symptoms that can be related
Include symptoms of malaria, dengue fever, gastro<ifitestinal illness, or post-trip mood
Participants and the leadership team should be informed that their medical assistancg
hn provide guidance to them, even after the ggnclusion of their trip.

Individuals with special needs

ganizer, in consultation with participants, their parents and guardians, and the leade
sider whether particular requirements or a personalized medical response plan (iy
health problems during the'trip) are necessary for individuals, either participants o
ership team. For example( it should ensure that airlines and accommodations are able
d access and support assistance, paying particular attention to wheelchairs, service a

dical, evacuation‘and repatriation insurance

trip organizer*provides the medical insurance for the leadership team or participa
brovided tothose covered including relevant stakeholders (if applicable/required). T
should include the following:

ency.assistance and repatriation for ill, injured or deceased individuals, including, whe

prevention

actions to
hod for the
relevant to

medically
tice, where

e, to provide the participant or member of the leadership team with a medical kit appjropriate to

1 to report
to the trip.
changes or
b providers

'ship team,
case they

r members

to provide
himals, etc.

hts, details
he medical

e possible,

bulance and air transport costs (the amount of coverage should be clearly documented

specified).

ency health and/or dental treatment.

Travel and accommodation expenses. This should include provision for an additional person where a

participant, or member of the leadership team, is incapacitated, hospitalized, or requires support or
assistance.

d)

should facilitate travel and accommodation for a parent to be with their child.

f)

Mental health coverage.

Any specific limitations to coverage.
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Where a participant has their own medical, rescue or repatriation insurance in place, the details should be
shared with the trip organizer. In such cases, the cover should meet, or exceed, the minimum cover deemed
necessary by the trip organizer. Otherwise, participation may be denied.

7.9 Medical and security support services

The trip organizer should, after a risk evaluation, consider its needs and capacity regarding continuous
medical and security support services. Third-party service providers and sub-providers can be used to
assist, where required, with medical and security advice and support prior to, during and after-the trip.
Such support can include the assessment, provision and dissemination of information, advice and updates

and, where appropriate, this should include practical and logistical support.

There are nn]c/zppq whprphy the nearest medical practitioners hncpif;\k and other medical pr viders can
be found and located.
The trip organizer should make arrangements to ensure that any necessary medical and sécurity|assistance
can be secyired and funded.
Security agsistance can include:
— on-sitqg briefing;
— liaison with public security agencies.
The trip organizer should ensure appropriate coordination with such/providers locally.
The trip organizer is responsible for critically reviewing the ad¥ice being disseminated and the services
offered by|third-party service providers to confirm they are*adequate and objective. The trig organizer
should be gware that it is accountable for decisions made by third-party providers acting on its bghalf.
7.10 Thind-party provider
If third-party providers are involved in a trip, théy should be competent and have the capacity to deliver
the trip eldments to be provided. Their selectiof-should be based on an assessment undertaken [by the trip
organizer ¢r by a competent person on its behalf.
The trip organizer should review any third-party provision against the specific requirements ppf the trip,
taking accpunt of the known or anticipated participant profile, and the nature and needs of the trip. This
should include:
a) riskto|the trip of financialirSolvency of a third-party provider;

NOTE 1 Financial protection can be delivered through bonding and insurance arrangements.
b) public[liability insgrance in accordance with 7.3.2 and third-party insurance in accordance with 7.3.4;
¢) risk assessment and management system;
d) incideptand emergency planning arrangements in accordance with 7.14;

e) medical, safety and security support in accordance with 7.9.

The trip organizer should direct the leadership team on specific aspects of the third-party provider’s service
requiring appraisal by the leadership team before and during use, with a concurrent contingency plan (see 7.14).

Prior to confirmation of selection, the trip organizer should agree with the prospective third-party
provider any additional requirements to be met, such as protective equipment or assistance that can help
individual participants with special needs to conduct the trip safely and in a way that meets the predefined
expectations.
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A list of third-party providers should be made available when requested by participants, their parents or

guardians,

NOTE 2

or the leadership team.

respectively.

7.11 Travel and transportation

ganizer should:

that the travel elements of the trip itinerary are:

Additional requirements for the provision of transport and accommodation are specified in 7.11 and 7.13,

1) able to meet the needs of the trip, particularly in respect of timing, availability and budget;

itable for the participants as identified in accordance with 7.4.3;
k assessed in accordance with Clause 6;

third-party providers of transport services in accordance with 7.10 and brieftranspor
r duties and responsibilities;

participants (and stakeholders when requested) of the transport-arrangements a
nal guidance if the transport is expected to be outside the participants’ experience
or accessibility issues that can reasonably be expected to affectthe participants;

procedure for assessment by a member of the leadership team at embarkation to ¢
ort provided is not unsafe;

The trip or
a) verify
2) su
3) ris
b) select
on the
¢) advise
additid
safety
d) have a
transp
e) provi
parti
f) havea
The trip ot
taking par
unplanned|
options bu
public tax
security ri
provision,
NOTE ]
conditions,

ensuring dr

7.12 Trip

The trip ris
accordancg

cdf)ants, the leadership team or a stakeholder;

an explanation of the methods used to select the transport modes/providers if re

contingency plan in place for the trip in accerdance with 7.14.

ganizer should assess all the appropriate modes of transportation to be used by all
t in the trip, including any ad hoc atrangements that can be available to meet the 1

F allow, within the trip risk management protocols, for the use of public transportation,
s and app-based ride-shareyprovision. Particular attention should be paid to the
sks, the local incidences, types and rates of crime together with local standards o

'he risks associated with travel and transport can be considerably reduced by avoiding dange}
and taking precatitions such as travelling during daylight hours, wearing appropriate se
ivers are not fatigued or under the influence of alcohol or drugs.

activities

Fegulation and, where they exist, compliance with, and enforcement of, such regulations.

L providers

hd provide
and of any

nsure that

Huested by

ndividuals
eeds of an

or dynamic situation. The trip organizer should stress the preference for pre-arranged transport

authorized
prevailing
[ transport

ous driving
htbelts, and

k asseéssment should include a section on trip activities and associated management
with Clause 4.

n|1easures in

The trip organizer should identify the principal sources of technical advice used to define the competencies
of the leadership team and participants and risk management procedures used for trip activities.

Training requirements related to activities to be undertaken on the trip should be identified and
communicated to the leadership team and participants.
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7.13 Accommodation

The trip organizer should:

a) verify that the accommodation used meets the needs and objectives of the trip and is consistent with
the needs of the participants, giving thought to the need for:

1) separate accommodation for males and females (dormitories/rooms), with consideration for gender
diversity;

2) separate toilets and washrooms for males and females, with consideration for gender diversity;

3) dormitories/rooms for teachers/leaders close to the students’ dormitories/room;

4) enlclosed outdoor area, if possible;

5) separate seminar rooms or classrooms for inclement weather activities or extracurriculpr learning
activities;

6) separate dining accommodations room or set-aside area for the group, allewing for networking
opjportunities;

b) consider the following safety and security elements:

1) fine and evacuation protocols;
2) geperal emergency;
3) structural integrity and suitability;

c) select third-party providers of accommodation in conformity with applicable relevant standards;

d) implement a procedure for checking the safety.and suitability of all accommodation and make the
criterip for this assessment available on requestte participants and stakeholders;

e) advise| participants (and stakeholders when requested) of the accommodation arrangements and
provide additional guidance if the accommodation is expected to be outside the participants’ ¢xperience,
there gre any safety or accessibility issues that affect the participants, and/or any training i$ needed in
the safle construction and/or safe uSe of temporary accommodation;

f) have a|contingency plan for acCofmmodation in place.

Persons mpking checks should-be competent to do so. Suitable safety and security checks depend on the

accommodation type, but can‘include:

— fire safety (means of-being made aware of a fire, means of escape and means of fighting fire);

— stoves|and openfires used for cooking and heating;

— persorjal Security and/or protection;

— hygiene, Including that relating to food and drink;

— general safety of the structure and facilities of the accommodation (e.g. electrics, gas heaters, balconies,
pools, lifts or elevators);

— environment around the accommodation;

— availability of third-party liability insurance;

— management and staff competence and reputation.

Accommodations should be subject to a risk assessment. More information can be found in Annex B.
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7.14 Contingency, incident and emergency planning

7.14.1 Contingency planning

The trip organizer should prepare a contingency plan that indicates what actions are to be taken if, for
whatever reason, the proposed trip itinerary or plans need to be altered during the trip.

Risks identified in the risk assessment process should be used to determine the level of contingency planning.

The contingency planning should include provision for when any participant or member of the leadership
team does not reach, or maintain, the required level of capability.

NOTE
a) illness
b) change|
c) change
d) change
e) extrem|
f) transp
g) theftoj
h) damag
Any contin
7.14.2 In(
Contingeng
24 h provig
a) the diy
b) the pr
resolu
c) emerg
d) financ
e) respor

Contingency plans are likely to include responses to:

1) optionsformedical services and support available at all stages of the trip;

2) co

igency plan should be issued to the leadership teany

br injury to a participant or a member of the leadership team, or their next of kin;
to the participant to leadership team ratio;

of route or activities;

in social or political stability;

e natural events (including deteriorating weather);

rt delay, breakdown or transport identified as unacceptable by safetyassessment;
loss of money/need for additional funds;

b to or loss of critical equipment or clothing.

'fident and emergency response

y planning should include a documented incident and emergency response plan th
ions for:

ision of responsibilities between.the trip organizer and the trip leader;

ocedures which are to belimplemented in response to an incident or emergency
fion by those on the trip-and/or using external agencies;

bncy communications-in accordance with 8.2;
al provision forwresponding to incidents and emergency;

se to medical'incidents/emergencies, including:

ntact details for medical services and support at all stages of the trip;

at includes

including

3) actions for specific medical needs of any member of the trip;

repatr

iation or evacuation procedures;

response to civil unrest and natural disasters;

missing person procedures;

the support which is to be provided to stakeholders and how that is to be provided;

media

management;

participants’ passport details.
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The trip organizer and the trip leader should have access to information to implement an incident or
emergency response.

The trip organizer should instruct the leadership team and in-country representative of the trip organizer
(where applicable) of their roles, responsibilities and actions with regard to the implementation of the
incident and emergency response plan.

The leadership team, on behalf of the trip organizer, should indicate in pre-contractual information that all
participants, and other stakeholders on request, should be provided prior to departure with a summary of
the incident and emergency response plan. Where the participant is under 18 years of age or a vulnerable
adult, this information should also be provided to the participant’s parent or guardian.

The trip organizer should ensure that the stakeholders are briefed about their roles and responsibilities, if

any, withir

The trip o1
change bas
in-house o1

The trip ol
plans with

When usinig the services of a travel risk management service provider, the trip organizer shoul

and agree
by simply |

7.14.3 Es

The trip o1
a trip due
the depart
increment;
assessmen|

8 Comr

8.1 Programme/strategic comimunications

The trip o
its implem

The agreec
potential 1
with any 1

involved and how the trip organizer controls and manages them.

There sho

the IcideTt and emergerncy TESPOISE PIalT-

ganizer should establish an incident management team and recognize that its Comp
ed on the evolution and seriousness of the incident. This can involve bringing onboard
" outsourced expertise and resources, as needed, to deal with the evolving situation.

'ganizer should, to the extent possible, exercise contingency, emergemney and inciden
trip incident management team prior to commencement of trip.

bn a clear escalation protocol for engaging their services when'required. This can be ¢
y having access to a 24/7 help line of the service provider,

calating risk and responses

ganizer should be aware that risk to participants“and the leadership team can esca

ure of the trip. The leadership team should;be aware that risk escalation is often
1| increases rather than a single event, and that these can be identified by ongoing dy
S,

nunication and consultation

ganizer should ensufethat the development of trip risk management policy and proce
bntation, engages with relevant internal and external stakeholders as set out in Annex

| policy and proecedures should be effectively communicated throughout the organizat
articipantsy(and their parents/guardians in the case of minors or vulnerable adults
elevant.members of the leadership team, understand them and all parties are awa

ildHbe an established procedure for effective communication among the individy

psition can
additional

t response

d establish
bstablished

ate during

to unforeseen circumstances, and therefore should have an escalation policy in place prior to

a series of
namic risk

dures, and
A.

ion so that
), together
re of risks

als/groups

responsible Tor risk management.

Adequate information for planning and implementing, and, where necessary, changing or confirming a risk
management process, or terminating a trip or part of a trip, should be available and communicated.

[ssues to consider include the following:

a) The trip programme and organizational policy should be communicated, in an appropriate format and
language, to, and acknowledged by, all participants and members of the leadership team (and/or their
parents/guardians in the case of minors or vulnerable adults before entering into a contract).

b) Where appropriate, participants and other relevant stakeholders should be engaged in the risk

assessment process, and in the identification and selection of risk treatments.
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Participants, parents or guardians and the leadership team need to be aware of:

d how they can be identified;

Participants, parents or guardians and the leadership team should be made aware of:

the beneficial outcome and importance of following policy and procedure;

the actual or potential impact of identified risks on their trip objectives, safety, security and health;

the risks the participants and members of the leadership team can be exposed to during the trip

how individuals can contribute to effective management of trip safety, health and security.

the potential consequences, and increased risk, created by not following policy and procedure;

b individual responsibility to observe a duty of care towards others by participantsyan
the leadership team, and to protect each other from foreseeable harm, by followi
banizer’s policies and procedures.

thannel communication should be considered. Group emails or social media c4
riate, recognizing that communication tools evolve rapidly, and communication
be continually assessed and updated as necessary.

itine communications, formats such as emails, team meetings.and noticeboards can
information and updates.

hs for two-way personal communications should be provided.

I-party providers are used by the trip organizer, thé<content and timing of communic
hould be documented.

rganizers should establish a participant database detailing all the information n¢
inicate effectively with them and their emergency contacts or next of kin. The datal

Personal information should be treated in strict confidence and accessible only to
specific need to do so. Relevant infdarmation contained in the database should be acces
riate format, throughout the trip and available to the accompanying leadership team.

- information in respect oftaccompanying leadership team members should be availg
D.

fravelling abroad, outside the home country, trip organizers should, where possible, re
with their home-nation diplomatic mission in the country to be visited.

rational /téchnical communications

and robust operational communications framework should be in place to deliver the
sfullyin accordance with the established policy and procedures.

1 members
hg the trip

n also be
techniques

be used to

itions with

cessary to
ase should

clude relevant issues such as individual medical conditions, medicines, allergies and dietary

those who
sible, in an

Ible during

bister their

trip safely

bnsider include the fnllnwing'

An auditable record should be created and retained for each trip, to include: literature/brochures/

information sheets, briefing notes, audio/visual presentations, training provided, individual and group
communications (e.g. emails, online conference calls, telephone calls).

Pocket sized aide-memoire cards, in a hard-copy, laminated format, describing emergency procedures

and incident response should be provided (including travel insurance information and contact
information for a travel risk management service), and carried at all times by all participants and
members of the leadership team.

)

1)

2)
an

3)

d)

1)

2)
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of
or

e) Multi-
approf
should

f) Forro
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have a
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8.2 Ope

A detailed

and succes

Issuesto c

a)

b)

)

Timely updates concerning, for example, natural disasters, civil unrest and travel disruption are

very important in respect of safety and the objectives of the trip. Trip organizers should establish a
communications protocol to ensure that all appropriate stakeholders (including accompanying
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leadership teams and participants) are advised of any issues related to safety, security and health as
soon as possible. Accompanying leadership teams should also be aware of the need to communicate
locally sourced information of a similar nature to the trip organizer and appropriate stakeholders.

d)

In the case of an incident or emergency, it is important that the established protocol of communication

and escalation (to incident/crisis management teams or similar), through the home point of contact
(or travel risk management service provider), is carried out as soon as is practicable (the process of
communication with the home point of contact should not interfere with, or delay, any immediate
emergency response or treatment that is required). A protocol should be established to determine when
and how information received by the home point of contactis communicated to appropriate stakeholders.
In all cases, it is essential that information is confirmed and verified before it is communicated (however,
it is reasonable to release basic known and confirmed factual information in respect of an emerging

situation — such information should be moderated in accordance with established protocols).

Trip orga

directly wi
should be
appropriat

Trip organ
any given 4
for simple

In remote
all cases, d
to update,
accordingl
national ax

9 Progi

9.1 Gen

The trip o1
relevant ir
improvemg
how efficid
This shoul
competend
programm,

The extent]
and reviey
annually, W
review, thd

izers and leadership teams should be aware of the potential for participants t6)co

given as to how to manage such communication, recognizing it can vary in a
eness, and have significant impact.

zers should consider the most reliable and practical means of communication availab
ituation. In a domestic situation, close to home, for example, a cell- phone can be appj
matters such as a delayed return, a text or group text message canprovide an effectivg

hnd extreme situations, a satellite phone or very high frequéncy (VHF) radio can be r
rganizers should be aware that services, equipment and‘\communication platforms
revision and withdrawal, often at short notice; strategies and procedures should b
. Where satellite phones or radios are considered, organizers should be aware of the 4
d local legislation and restrictions which can prohibit their use.

ramme evaluation and continuous-improvement

bral

ganizer should evaluate the efféctiveness of its trip risk management programme if
ternal stakeholders to identify strengths and weaknesses to guide further develo
ent. The trip organizer shoiild put into place evaluation, monitoring and review proce
nt and effective it is at carrying out travel safety, health and security policies and arr:
d take place at all stages of the trip risk management process by people with the

e monitoring and review.

frequency and’trigger (periodic, event-based or other change in circumstances) for
v depends,'onh requirements and context. At a minimum, a full review should be
rith a faocus on improvement and incorporating lessons learned. In addition to a schedy

re are~various circumstances that should trigger a review to allow for the new situ

Circumstalllces can include, but are not limited to, changes in:

mmunicate

h, for example, parents, friends and the media, without any moderation or control? Copsideration

ccuracy or

le to use in
opriate, or
solution.

equired. In
hre subject
b reviewed
ppropriate

volving all
pment and
sses to see
ingements.
necessary

e. If third-party providers are engaged, trip organizers should consider how they can help with

monitoring
conducted
led annual
htion. Such

the organizational profile or the demographics of travelling staff (e.g. new participants and members

of the leadership team with certain nationalities, citizenships, ethnicities or religions can have ad hoc

erations in some locations);

legal or regulatory requirements;

best practice for trip risk management, or the trip organizer’s policy in same;

a)

consid
b)
c) global
d)

or both;
e)

the development of a new trip (involving a new destination and/or activities);
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or practice with respect to outsourcing elements of trip risk management.

As reviews are completed and the trip risk management programme is updated, it is crucial to ensure that
all relevant stakeholders are informed. Where relevant, trip risk management documentation should be
updated with appropriate details including date, version number, updater and approver.

As well, record-keeping and reporting of risk management results assist in:

satisfying legal and regulatory requirements;
decision-making;

improving programme activities;

improy

enabli

ring cross-functional interaction;

g the auditing of the programme.

Records should be maintained in accordance with the trip organizer’s record managemernt practikce.

evaluation
sanizer should ensure that, for the trip:

ticipants, the leadership team and stakeholders have an oppertunity to provide feed}
jes, services and facilities provided;

the cojnplaints and compliments are reviewed;

a written internal reporting and review system for operdtional incidents, accidents and “nea

in place, and lessons learned and corrective actions aretecorded and implemented;

uation of all trips is conducted, paying particular attention as to whether the origina
chieved.

agement system reviews

rganizer should complete an ‘annual review of management systems, including
nt system. Where weaknesses or failings are found, these systems should be revised.
locumented with signed endorsement by top management.

f specific aspects ofaianagement systems should also be initiated by:

cant incidents; h€ar misses, complaints or observations during the trip and revie
uent to it;

of complaints, feedback or observations following the trip;

Changes within the trip organizer or changes that can impact on future trips;

ack on the

" misses” is

objectives

the safety
[he review

wed on or

9.2 Trip
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NOTE

impact of changing legislation or other significant changes/events affecting the sector;

findings and actions from completed audits, investigations and reviews.

piecemeal changes over a period of time.
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9.4 Documentation

Readily available and securely stored documentation should include:

a)
b)

)

d)

f)

g)

D

9.5 Recordingand reporting

[t is crucig
duty of car

copies

copies

of consent forms for participants including minors and vulnerable adults;

of passports, visas and essential documents;

profile information including a recent photo, vaccination record, emergency contacts, next of kin and
relevant pre-existing medical conditions of participants and members of the leadership team;

a participant aide-memoire of crucial contact details, in case their standard contacts database (e.g.
smart phone) is not accessible;

escalation procedures:
1) atfthe top management level;
2) for the leadership team;

3) aidle-memoires for the participant;

incide

1) atfthe top management level;
2) for the leadership team;

3) aidle-memoires for the participant;

evacus
1) at
2) fol

3) aidle-memoires for the participant;

a mecH
proced
confid

insura

an insyirance sumrhary describing insured aspects of the trip.

t management plans:

tion plans:
the top management level;

" the leadership team;

anism to ensure documentation is reviewed and updated regularly (ideally annually);
ures for documentation access in emergencies;
ential data and privacyyconcerns (the latest policy direction from a top management le

hce contacts to tlixn to for support;

1¢that all relevant data are appropriately recorded and reported as part of a trip

vel);

brganizer’s

€ and compliance. Frrom a good practice and business continuity perspective, risk m

anagement

typically results in a large number of processes/procedures and also data/metrics, which should all be
stored appropriately.

A primary source of data is the risk management plan documentation (see 9.4) and metrics.

Irrespective of the size or complexity of the organization, some primary considerations for recording and
reporting of data should be:

a)

a detailed repository of information for all trips;

b) participants and members of the leadership reporting of their own experience on the risk and threat
after the trip, as necessary;
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¢) detailed recording of any incidents to provide a basis for learning lessons and evidence of the

organi
d)
1)
2)
3)

zation’s response;

detailed recording of risk assessments and controls used, including:
the name of the risk (short name);

a description of the risk that clearly and unambiguously explains the risk;

the data used and assumptions made (e.g. additional information about the risk, its source and

other potential causes such as industry, the organizational profile, participants and leadership team
profile, location of operation and type of operation);

4) w

o was involved in the risk assessment process:

5)
6)

th

ag

record
the pr
securi

with the ability to either accept or decline these risks.

There are
categorize
details of t

Depending]
provide an|
— identif

assign

adjust

The detail
activities. ]
sophisticat

It is impo
communic

provide advice to the project at a seniorlevel.

b conclusions of the risk assessment;
reed risk treatment options;

s of informed consent (permission granted in full knowledge of the possible conse
pcess by which participants and members of the leadership team are informed of the
y risks to which they can be exposed during the course of their activities and they ar

each assignment/journey as a “trip” (or similar), with_the“data being recorded ba
hat “trip”.

on the volume of travel, recording the data using™an information technology (IT) 3
efficient mechanism for generating reports to:

y strengths and weaknesses;
resources;

procedures based on trend analysis;

hnd sophistication of reporting is informed by the nature and volume of organizationa
t can range from being infernally generated from a small ad hoc database to a more d
ed mechanism developed by a competent outsourced provider.

Ftant to have ab~effective two-way reporting mechanism with top leadership fo
htions. It is cruEial to have a robust and immediate mechanism for use in the event of an

ing and regording of lessons from incidents and near-misses is a vital part of any risk m
i. The exact method by which these data are recorded and reported depends upon th

quences) -
safety and
e provided

many options for collecting and recording these data. A recommended methodglogy is to

sed on the

ystem can

travel and
btailed and

- standard
bmergency.

anagement
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