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Documentation
1.
All travellers should receive a copy of the Summary of Cover and their attention should be drawn to the claims' conditions.   They may be unable to make a claim if they do not obtain the necessary supporting documentation at the time.

2.
CIGNA rescue cards are being discontinued - the emergency telephone number and the Policy Number are on the Summary of Cover.  There is also a separate sheet clearly restating the emergency contact information for quick reference.

3.
Existing cards can remain in circulation providing they show the up-to-date telephone number.

4.
Your Department/Unit will be responsible for costs if anyone uses the Emergency Medical service in circumstances where they are not entitled to do so.   It is therefore wise to ensure that users are aware of this and that costs following unauthorised use will be passed on to them.

Pre Travel Guidance 
A comprehensive pre-travel advice service is available to all travellers.  This is accessed via the Internet, and is free. To locate the service, you should go to www.umal.co.uk/links.html, then click on the link to Control Risk website.  This must be from the University as the service is set up to allow automatic access by recognising our web IP address.  The simplest path through the site is to click onto the required country in the Country Index and then select the Business Traveller option.  This gives essential information but you have full access to the rest of the site and can print any section as required. 

Additional information is also available from the Foreign Office site at www.fco.gov.uk/travel.  

It is essential that travellers check these sites before commencing any journey to a hazardous area.

E 111 and E128Forms
Anyone travelling to other EC member countries should be advised to obtain an E111 form from the Post Office – the University branch in the Gower Building provide this service as do other larger branches.   This allows the reciprocal agreements on medical treatment to come into force and insurers will waive the policy excess on Medical Treatment claims where the E111 form is used. For longer periods abroad an E128 is more appropriate see http://www.doh.gov.uk/traveladvice/treatment2.htm 

Health and Safety

Staff and students whilst travelling overseas may encounter not only risks arising out of the work they will be undertaking, but may also be exposed to risks such as health problems, stress, natural disasters and civil unrest.  Risk assessments must be carried out for ALL overseas visits, with special attention being given to field trips.

Organisers and line managers should ensure that staff and students travelling overseas are aware of the guidance given in the Universities and Colleges Employers Association publication ‘Health and Safety Guidance when Working Overseas’. Copies of this document are available from the Safety Office.

Before leaving on overseas visits staff and students should:

· Ensure a risk assessment has been undertaken

· Obtain from Occupational Health Service advice on any medical requirements for travel to areas to be visited

· Where possible arrange to be met by your host on arrival

· Lodge itinerary, travel details and contact telephone numbers with the nominated person in the department

· Ensure next of kin are aware of itinerary, contact person and telephone number at the University.

Staff and students undertaking flights of over 6 hours should, where practicable, ensure that a rest day is taken on arrival.  This also applies on return to the UK.  After journeys of this length, staff and students should not drive motor vehicles on arrival: taxis, public transport or other travel means should be used. 

Whilst overseas, staff and students should contact the departmental person nominated in the risk assessment at regular intervals to advise on their well being and any changes to their itinerary.

Claims
Claim forms are available for:



Cancellation/Curtailment, Medical Expenses, Personal Effects and Money, Delay/Missed Departure.

These forms can be down loaded from the web at www.umal.co.uk – scroll down the left hand side of the screen to TRAVEL and click onto the Claim Forms option, select the form required – you need to click into the text before requesting a print. The appropriate form should be issued to the traveller when needed and they should deal with UMAL direct as per the instructions on the last page of the form.   Please contact the Insurance Administrator, Ruth McFadyen, if problems are experienced with the handling of the claim.

For Personal Accident, Legal Expenses or Hijack claims, please contact the Insurance Administrator, Ruth McFadyen : Extension 22417.
Cover Restrictions
1.
The Policy automatically covers periods of travel up to 12 months.   If a longer period is required, please contact the Insurance Administrator, Ruth McFadyen : Extension 22417.

2.
Travel when pregnant is included providing the travel is not within one month of the expected delivery date.

3.
Emergency treatment for pre-existing medical conditions is not excluded providing the travel is not undertaken against the advice of a Qualified Medical Practitioner.

4. Travellers over 75 years of age are not covered.

5.
The only specifically excluded activity is persons engaging in flying as a pilot or crew member of a plane, helicopter etc. – activities such as diving, winter sports, and climbing are automatically included.

Cover Extensions
The policy cover includes up to 4 days of personal leisure time on journeys of up to 31 days.  If additional personal time is required, or cover is needed for members of the employees' family, the Additional Travel Insurance Proposal Form can be used to extend the cover as necessary.

Journeys of over 31 days automatically include up to 7 consecutive days of personal leisure time.

