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International Travel Emergency Response Plan 
This plan forms a physical record of the emergency response planning. Participants on the trip are advised to print and retain a completed copy along with their passports, communication devices and emergency funds accessible to quickly to grab and go.

Primary Participant Information
Provide all information requested below.

Name of primary participant:
Contact email of primary participant:
Contact phone number of primary participant:
Job role / position of primary participant:
School / department of primary participant:

Available support:

London Met contact in the UK (this is a London Met member of staff remaining in the UK who will be the emergency point of contact): 

Support in the hosting country/organisation (provide both name and contact information):

Nearest A&E to the place of the offsite work (List per region / country if multiple destinations to be visited):

Local emergency services numbers abroad (List per region / country if multiple destinations to be visited):

British Embassy number (List per region / country if multiple destinations to be visited):


University insurance details:

LifelinePlus Policy Number: 0010016147
See the link to the AIG Employee Travel Pack on the Staff Zone Offsite work and travel arrangements page for contact details. 
The employee travel pack should be made available to all travel participants along with this document.






Emergency Response Procedures
Fill in relevant information for sections containing “Write here” in red below.

Communication strategy:

Staying in touch with London Met Contact (UK)

· Ensure that each participant has a reliable mobile phone with international roaming enabled.
· Use a messaging app with end-to-end encryption for secure communication.
· Share contact details with the London Met contact and establish a primary mode of communication (e.g., WhatsApp, email). You must be able to reach each other outside of the normal work hours. Write here – your method of communication.
· Schedule regular check-ins (daily or as determined by risk assessments) to confirm safety and location. Write here – how often

If a check in time is missed by the Primary traveller, the London Met UK contact is to follow the “If communication fails” steps below.

Staying in touch with Other Participants (if applicable)

· Establish a group communication channel for all participants using a secure messaging app.
· Set up designated communication times for the group to share updates and confirm safety. Write here – how and how often

If a check in time is missed by a traveller or communication between travellers fails, Primary traveller is to follow the “If communication fails” steps below and informs the UK contact.

If communication fails:

1. Use all available methods of communication to try and reach them (eg phone number).

If unsuccessful:

2. Attempt to contact their host contact.

If unsuccessful:

3. Inform Relevant Dean / Director who can escalate it to the Crisis Management Team (See Crisis Management under section 10 of the Travel and Off-site Work Safety Policy).

Missing persons, abduction, kidnap, hostage-taking:

Make sure everyone is aware of Government Advice on kidnappings or hostages abroad.

In case of such emergency, follow the “If communication fails” steps in the communication strategy guidance above.

Medical emergencies and repatriation:

Response to illness or injury
· Participants should carry a basic first aid kit and any necessary personal medications.
· In the event of illness or injury, participants should:
· Self-administer basic first aid if possible.
· Contact the designated medical responder within the group for assistance or refer to a nearby pharmacy.

Assistance and Repatriation
· Establish contact with local medical facilities and emergency services.
· Designate a team member responsible for coordinating medical assistance and repatriation if needed.
· Ensure all participants are aware of local emergency contact numbers
· Ensure all participants are aware of insurance contact info in employee travel pack

Financial support:

AIG would meet all costs in first instance, provided they are contacted via the emergency helpline. (see info in employee travel pack).
Some items are not covered by the insurance: Sporting activities, Vehicle Break down, Accidental Damage in relation to hire vehicles in excess of £1,000; Civil or Criminal fines (parking tickets, speeding penalties) etc.

Write here - What other arrangements, funds and financial sources will be available for other emergencies not covered by insurance and how these funds would be accessed (e.g. business or personal credit cards, family/friends’ resources, etc?

Civil unrest, natural disasters, other incidents which may cause multiple casualties:

Monitor FCDO and AIG advice for your destinations. Avoid all protests, leave the unsafe area, ensure you have enough money, food and water to shelter. Stay informed and in contact. Follow British Gov and local authorities’ advice. 

Never photograph or film a demonstration or protest - it may be illegal or considered subversive activity. Respect any curfews or other rules put in place by the government during the unrest. Always carry identification document.

If you're ever arrested or detained by law enforcement, call your country's embassy or consulate, then call your London Met contact. If you're not allowed to make a call, ask a friend or bystander to call for you.

Other Emergencies Identified in the Risk Assessment:

Your risk assessment for the trip may have identified that additional emergency arrangements and actions are required to respond to specific hazards and situations. 

Write here – details of where applicable
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