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OHS017 
 

OHS Risk Assessment and Control 
Form 

 
  
  
  

  

 

Faculty/Division: COFA 
 
 

School/Unit: All units at COFA 

Document number 
RA_COFA_05 
 

Initial Issue date 
7/5/2008 

Current version 
1.0 

Current Version 
Issue date 7/5/2008 
 

Next review date 
7/5/2010 

 
Risk Assessment title:  Overseas Travel 

 
For additional information refer to the OHS Risk Assessment and Control Procedure, the OHS Risk Rating Procedure and the Hierarchy of Risk Controls. 

 

Step 1: Identify the activity  

Faculty/School/Unit:  COFA 
 

Describe the activity:- Overseas travel:- 
-Preparing for the journey 
-During the journey 
-Arriving 
-Eating out 

- 
 
 
 
 
 
 

 

Describe the location: Overseas locations 

 
Step 2: Identify who may be at risk by the activity  
 

Staff 

Steps 3 to 7: Identify the hazards, risks, and rate the risks  
 
1. An activity may be divided into tasks. For each task identify the hazards and associated risks. 
2. List existing risk controls and determine a risk rating using the UNSW Risk Rating Procedure. 
3. Additional risk controls may be required to achieve an acceptable level of risk. Re-rate the risk if additional risk controls used. 

Risk assessment completed by: Melinda Chylinski 
Staff/student number: s3001219 
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Risk rating with 
existing controls * 

(Step 5) 

Risk Rating with 
additional controls * 

(Step 7) Tasks 
Hazards 

(Step 3) 

Associated risks 

(Step 4) 
Existing risk controls 

C L R 

Additional risk 
controls required 

(Step 6) 
 

(Apply the hierarchy 
of risk controls) 

C L R 

Preparing for the 
journey 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

International 
terrorism  - 
Travelling to some 
countries may pose 
safety and security 
concerns. 

Risk to our personal 
safety 

¥ Consult DFAT 
travel advice,  

¥ Check  UNSW 
insurance policy 

¥ Subscribe to 
DFATÕs website for 
automatic email 
alert  

¥ Follow HINTS for 
Australian 
Travellers provided 
by DFAT 

¥ Have written 
University 
approval for  trip 

¥ Update  personal 
HR records 
including details 
of next of kin 

¥ DonÕt leave 
baggage 
unattended 

 

4 E M Faculty/School/Area 
maintain a list of  
passport numbers 
and details such as 
next of kin for all 
travelling members, 
flight details, 
accommodation 

4 E M 
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Preparing for the 
journey 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(2) Travelling and 
Visa Issues 
 

Stress, possibility of 
being left stranded 

¥ Register with the 
appropriate 
Australian Embassy 
online: 

¥ Monitor regional 
developments that 
may affect 
personal safety and 
security,  

¥ Check on concerns 
for dual 
citizenships  

¥ Confirm all travel 
arrangements; 
ensure passport is 
valid for 6 months 
and hold necessary 
visas and 
inoculations 

¥ Always pack your 
own bags and 
secure them when 
travelling so that 
nothing can be 
removed or added 

 

2 D L ¥ Carry the 
emergency 24/7 
contact number 

¥ The travellers 
should also have a 
mobile phone for 
24/7 contact 
where possible 

 

2 D L 

Preparing for the 
journey 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(3) Natural disasters 
or civil disturbance 
 

Risk to our personal 
safety 

¥ Consult DFAT 
website on a 
regular basis 

¥ Keep in touch with 
world/local news 

 

2 D L ¥ Carry the 
telephone number 
of the Australian 
Embassy in that 
country with you 

 

2 D L 
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Preparing for the 
journey 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Medical and Health 
concerns 
 

Suffer ill health 
whilst overseas 

¥ Identify the health 
risks associated 
with the 
destination Ð
consult family 
doctor, consult 
UNSW Health 
Services 

¥ Ensure all 
necessary 
immunisations -   

¥ UNSW staff are 
covered by 
Accident and 
Health 
International 
Assistance (AHI) 

 

2 D L ¥ Consider pre-
assignment 
screenings Ð to 
make sure the 
staff, and any 
family members 
accompanying the 
staff, have no 
health issues 

¥ Post-assignment 
medical 
screenings 

¥ Consult ÒTravel 
WellÓ on the 
DFAT website 

¥ Carry AHI 
Emergency 
Number 

 

2 D L 

During the journey Deep Venous 
Thrombosis, 
especially for long-
distance travel 
 

Painful swelling of 
legs Ð severe cases 
can be fatal 

¥ To minimise the 
risk: avoid 
dehydration,  
wear loose, non-
restrictive 
clothing, avoid 
using sleeping 
tablets or other 
sedation in flight, 
do some leg 
stretching and 
walk around 
periodically 

2 D L ¥ Consider other 
measure such as 
elastic support 
stockings, aspirin 
or other 
medication, if 
advised by your 
Doctor (GP) 

¥ Avail of the 
opportunity of 
short duration 
refuelling 
stopovers for 
walking and 
stretching 
exercises 

 

2 D L 
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When you arrive Law and Local 
Customs 
 
 

Attract unwelcome 
attention or personal 
threat 

¥ Obey Local laws. 
When overseas, 
Australians are 
subject to local 
laws Ð a violation 
of local laws may 
result in a goal 
sentence, served in 
a local prison 

 

   ¥ Observe local 
customs Ð learn 
from guide books 
or on the internet 

¥ Learn about dress 
standards for 
women and wear 
appropriate 
clothing 

 

   

When you arrive Robbery and 
Violence and Petty 
Crimes 
 

Injury, being left 
with no money 

¥ Find out whether 
bag and jewellery 
snatching is a 
problem at your 
destinations 

¥ Find out what are 
the common 
crimes at your 
destinations 

¥ Avoid displaying 
jewellery, portable 
electronic 
equipment or other 
signs of wealth (eg. 
use cheap bags, 
hide jewellery!) 

¥ Have a 
contingency plan 
in case you are 
robbed e.g. 
Western Money 
Credit Transfer etc 

 

2 D L ¥ If a theft or 
incident occurs, fill 
out  a local police 
report  

¥ Carry travellerÕs 
cheques instead of 
large quantities of 
cash. 

¥ DonÕt rely on just 
one source of 
money  

 

2 D L 
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When you arrive Modes of transport Injury ¥ Use the safest 
possible method of 
local travel even if 
riskier options are 
chosen by the 
locals 

2 D L  2 D L 

The activity 
ie attending the 
conference 

Attending the venue 
as a participant 

None envisaged  1 E L     

Accommodation Staying in 3 star 
hotel 

None anticipated  1 E L     

Eating out Possible food 
poisoning 

Sickness ¥ Check to seen if 
local water is 
safe to drink 
otherwise Boil 
water before 
drinking or drink 
bottled water 

¥ Take advice on 
what foods are 
safe to eat 

¥ Avoid salads 
¥ Be cautious 

about accepting 
food and drink 
from strangers. 

¥ Limit alcohol 
consupmtion 

2 D L     

 
Step 8 Documentation and initial approval  
Completed by: Melinda Chylinski   (signature)   Authorised by: OHS coordinator    Date: 7/5/2008 

 



__________________________________________________________________________________________________________________________________________________________________________ 
Page 7 of 7 

Risk Assessment and Control Form   Date Effective: 01/01/2007 
Uncontrolled document when printed   Current Version: 2.2, 09/08/2007 

Step 9: Implement the additional risk controls identified  
Indicate briefly what additional risk controls from Step 6 above were implemented, when and by whom. 

Risk control:           Date:   Implemented by: 

Risk control:           Date:   Implemented by: 

Risk control:           Date:   Implemented by: 

Risk control:           Date:   Implemented by: 

Risk control:           Date:   Implemented by: 

 
Step 10: Monitor and review the risk controls  
 

It is important to monitor risk controls and review risk assessments regularly. Review is required when there is a change in the process, relevant legal changes, and where a cause for concern has arisen. 
Reviews could be scheduled on an annual basis. If the risk assessment has substantially changed a new risk assessment is warranted. 

Review date:     Reviewed by:     Authorised by: 

Review date:     Reviewed by:     Authorised by: 

Review date:     Reviewed by:     Authorised by: 

Review date:     Reviewed by:     Authorised by: 

Review date:     Reviewed by:     Authorised by: 

 
Documentation  
 

It is a requirement that legal and advisory documentation that supports this risk assessment be listed. Such documentation includes Acts, Regulations, Australian Standards and Codes of Practice, where 
applicable. 

NSW OHS Act 2000 

NSW OHS Regulation 2001 

WorkCover Publication: Safety in the Office 

  

 

 


