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Introduction 

As we continue to globalise and move into different emerging markets, threats to our staff 

increase due to business travel. This document has been developed to provide advice and 

guidance on staying safe when travelling on Featurespace business.  

Background 

Under current health and safety legislation, as an employer Featurespace is required to 

comply with obligations associated with business travel. To minimise the risks and exposure 

for both the company and individuals, we also need to demonstrate we have taken all 

practicable steps to ensure our employees’ health, safety and wellbeing, whether the 

business travel is in the UK or overseas. 

Please note that country of destination refers not only to the country of stay, but also any 

other countries where stops and connections occur. 

Travel Risk Assessment 

As part of our Duty of Care for our employees we need to ensure that a suitable and 

sufficient risk assessment is completed for business travel, prior to commencing the trip and 

ideally completed by the employee. This risk assessment should be used to identify the risks 

arising from or in connection with the business travel. 

Completing the Risk Assessment 

When completing the risk assessment, it is necessary to consider any potential issues with 

the destination that you are travelling to, including the following:  

• Has the country of destination recently experienced any civil unrest? 

• What is the current FCO advice regarding travel to the destination? 

• Are there any diseases, such as dengue, diphtheria, malaria, poliomyelitis, 
tuberculosis, typhoid or yellow fever associated with the area to be visited? 

• Are there any problems with drinking water or food hygiene? 

• Is the area to be visited noted for its high crime statistics? 

Should you need any help with conducting this risk assessment, please contact the Director 

of Risk 

Tips on travelling safely 

Airport safety and safe air travel 

• Keep your eye on your bags—especially if carrying a laptop computer or other 
valuable assets. 

• Make sure your luggage is secure so that you know if it has been tampered with. 

https://www.gov.uk/government/organisations/foreign-commonwealth-office


POL-48 Business Travel Security Policy Version 3.0 
 

 

 
P a g e  | 4 

• Keep bags with zips close and carried close to your body, zip facing forward. Carry 
any wallet in an inside front pocket or use a concealed money pouch. 

• Don’t draw attention to yourself with visible jewellery, cameras or other expensive 
items. 

• Arrive at the airport on time and go straight through security to departures. 

• Never leave your luggage unattended. 

• Don't accept any baggage, packages, letters or objects from third parties or 
strangers who ask you to take them through security or on the flight 

• Align with public rules on forbidden luggage items while packing your bags and hand 
luggage. 

Road safety 

• Stick to main routes. Do some basic, common-sense research before you visit a new 
country to ensure you avoid any known danger hotspots. 

• Make sure all car rentals are pre-booked from a reputable company. 

• Keep all your personal bags out of sight in the boot. 

• Keep car doors locked when driving. 

• Leave your car in a well-lit area and if possible, in a busy populated zone. 

• If your vehicle is struck from the rear, be cautious above getting out of the vehicle 
especially in isolated areas, or if you are in known trouble hotspots. 

Hotel safety 

• Don’t leave your luggage unattended. 

• If possible, take your own luggage to your room. If you cannot, make sure your 
luggage is secure so that you know if it has been tampered with. 

• Use deadbolt locks on the doors if available. 

• In case of emergency, know where exits, lifts and public phones are located. 

• Leave valuables at home or keep them in the hotel safe. 

• Perform a check when you enter your room for the first time, including rooms, 
cupboards, and other hiding places in your hotel room. This is reliable way to 
immediately exclude any risks at the beginning of the stay. 

• Leave the light and the TV turned on when you leave your hotel room as it gives the 
impression that the room is occupied. Get a second room key if necessary for the 
power to work. 
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• Unless you want room service, always hang the "Do not Disturb" sign on the outside 
of the hotel room door. 

• Don't open the door to your room to strangers.  

Traveling on foot 

• Always carry bags on the side opposite to the road. In this way you will avoid having 
your bag snatched by criminals passing by on bicycles, moped or motorcycles. 

• Always carefully observe your immediate and general surroundings. Avoid dark and 
deserted alleyways and streets. 

• Always be sceptical towards strangers, especially if they want to speak with you or 
touch you. 

• Always carry valuables in front of you and on your body and never in a back pocket, 
a backpack or a hand or shoulder bag. 

Other general precautions 

• Behave as inconspicuously as possible. 

• Research your destination in advance. 

• Adapt your behaviour and your clothes to local conditions as well as possible in order 
not to stand out. 

• Avoid wearing clothes or other things that show your company name in public. 

• Avoid excessive alcohol consumption and keep away from drugs. Be in control of 

your senses and the situation at all times. 

• Avoid thick bundles of money or money clips. Use small notes where possible. 

• Avoid displaying religious symbols as jewellery or printed on your clothing. 

• Be aware that in other cultures, certain gestures and hand signals also have other, 
sometimes offensive meanings. 

• Avoid wearing revealing clothing. Always keep arms and legs covered and avoid 
flashy colours. 

• Avoid holding hands or being intimate in public. 

• In a taxi or other vehicle, women should never sit in the front seat. In some cultures, 
this is considered to give the wrong idea. 

• Avoid talking about politics or religion. 

• Respect local celebrations such as Ramadan. 

• Store useful numbers on your phone such as the local police and the nearest British 
embassy or consulate. 

https://www.gov.uk/government/world/embassies
https://www.gov.uk/government/world/embassies
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Kidnap risk reduction 

Kidnap for ransom is a very real threat in many parts of the world. The risk of kidnapping is 

not always motivated by ideologies. In high-risk countries, such as Mexico or Colombia, 

kidnapping represents a relatively easy and quick way to obtain large amounts of money. 

Companies therefore have a duty of care to their travelling and expatriate staff. 

An organisation dealing with an incident could experience potential losses from ransom 

payments, business interruption, litigation, adverse publicity and long-term damage to 

reputation. 

The following tips have been compiled to assist employees to avoid a kidnap situation. 

• In the city, get used to travelling on different routes and at different times when 
possible. Avoid travelling in desolate or solitary places. 

• Keep a trusted person and your company informed of your daily itinerary and stay in 
frequent communication with them. 

• Always keep a means of communication with you. 

• After an accident or collision during travel, be sure to understand the situation before 
getting out of the vehicle. 

• Identify places along the route that you can use for medical issues, mechanical 

failures or if you ever suspect that you are being followed. 

• Before travelling between cities, check out the security circumstances in the area you 
are visiting and travel during daylight hours. Call the consular or embassy for up-to-
date information. 

• Always be suspicious of uniformed officers that travel in unmarked cars. 

• Do not pick up passengers. 

• Do not take shortcuts or drive on unknown roads; observe signs on the way, listen to 
warning and informational messages on the local radio station or television. 

• Be more alert at traffic lights and in places where you stop or lower your speed; be 
careful about premeditated distractions. Always use your air-conditioning and keep 
the windows of your vehicle closed and doors locked. 

Before departure 

Below is advice from the Foreign and Commonwealth Office (FCO) to help you prepare for 

foreign travel and stay abroad. 

• Check travel advice for the country you are visiting. Sign up for email alerts to get 
the latest updates. 

• Find out where your nearest British embassy or consulate will be in case you need to 
contact them in an emergency. 

https://www.gov.uk/government/organisations/foreign-commonwealth-office
https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/government/world/embassies
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• Tell family and friends where you’re going and leave them your contact details, 
insurance policy details and itinerary. Store them securely online. 

• Ensure you have access to funds to cover emergencies and unexpected delays. Take 
more than one means of payment with you (cash, debit card, credit card). 

• Invest in a good travel guide to help you plan your trip and consider using online 
travel forums for more detail about your destination. 

• If you’re going to be driving abroad, make sure your licence is up-to-date and valid 
and be aware of the driving laws in the country you are visiting. 

Entry requirements, visas and passports 

• Check the entry requirements of the country you’re travelling to.  

• Make sure you’ve got correct visas for the country you’re visiting and that your 
passport is valid. 

• For some countries your passport must be valid for 6 months after the date you 
travel. Check the requirements for passport validity. 

• Make a note of your passport number and take a photocopy with you or store it 

securely online. 

• Fill in the emergency contact details in your passport. This will help government 
officials to contact next of kin if you have an accident. 

Health            

• Consider contacting your GP or travel health professional at least 4 to 6 weeks 
before your trip to check what vaccinations you need. 

• Take enough medical supplies for the duration of your visit and any unexpected 
delays. Medical supplies may be subject to supply constraints in some countries. 

• If required, check the National Travel Health Network and Centre and NHS Choices 
advice about travelling with medicines and contact the embassy, high commission or 
consulate of the country you’re travelling to. 

 

https://featurespace.sharepoint.com/:b:/s/riskandcompliance/ES6o3j90sh5Htd6SQS4zUHABnJw1LE6yVm9SOdaZy87xaw
https://www.gov.uk/driving-abroad
https://www.gov.uk/foreign-travel-advice
http://travelhealthpro.org.uk/factsheet/43/medicines-abroad
http://www.nhs.uk/chq/Pages/1074.aspx?CategoryID=70&SubCategoryID=175
https://www.gov.uk/government/publications/foreign-embassies-in-the-uk
https://www.gov.uk/government/publications/foreign-embassies-in-the-uk

