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[bookmark: _4n9r3gnvijud]TRAVEL OPERATIONS MANUAL
[INSERT TRIP NAME] - [INSERT COUNTRY/IES]
This document should be customised for the unique circumstances of the portfolio, group/team and the trip. The completed sections are meant to serve as a guide for expected information and details.
This manual is provided by [FACULTY-Department] and is to be completed by all groups participating in activities (e.g. fieldwork, competitions) involving domestic or international travel. Activities involving travel, particularly international, require clear planning, risk management, defined roles and responsibilities and incident response plans for successful participation. 
Planning should be done in compliance with Monash University travel and risk management policies and procedures. If you have any questions relating to this document or travel planning, please contact the Associate Director, Travel Risk and Safety (travelrisk@monash.edu) and [Faculty Contact]. 

	DATE OF COMPLETION:
	

	NAME OF INDIVIDUAL COMPLETING: 
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1. [bookmark: _a0m0acgmro50]Overview
	GROUP / SCHOOL / FACULTY NAME:
	

	TRIP / EVENT NAME:
	

	PRIMARY LOCATION (COUNTRY / CITY):
	

	TRAVEL DATES:
	


2. [bookmark: _wr932metb2kz]Roles and Responsibilities
Well-defined roles and responsibilities enhances communication, minimizes risks, and provides a dependable support system during travel. The following table outlines essential responsibilities, ensuring a coordinated and secure travel experience.
[bookmark: _j9xe81ajlxtn]Trip Approval
Ultimately, the head of the unit (e.g. Dean) is responsible for approving trips and programs. Elements of this approval may be delegated to a deputy dean or head of school such as risk assessment approval in SARAH or traveller approval by Monash Abroad. However, a risk-based approach for approval will be required. Meaning, high risk locations or activities will require additional assessment by subject matter experts (e.g. Travel Risk and Safety) and escalated approval by the Dean or ultimate travel approver, the Chief Operating Officer. 
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	ROLE
	RESPONSIBILITY (Resource: Travel Incident Response Playbook for contacts)

	
	Student participant / Staff traveller
	· Completes all required pre-departure training and risk management processes.
· Adheres to Monash University's travel policies, procedures, and conduct guidelines.
· Monitors news and maintains regular communication with designated supervisors or leaders.
· Identifies and mitigates risks associated with travel, ensuring personal safety and well-being.
· Complies with local laws, cultural norms, and ethical travel practices.

	
	Staff co-leader / Student leader 
	· Overseas trip logistics, ensuring adherence to schedules and risk management protocols.
· Provides guidance, support, and leadership to student participants.
· Acts as a liaison between students, faculty, and local contacts during travel.
· Facilitates problem-solving and emergency response coordination.
· Encourages responsible behavior and ensures compliance with institutional policies.

	
	Academic leader / Chief Examiner 
OR
Supervisors / Head of School
	· Supports travellers in preparing for travel, including strategic goals and resourcing.
· Reviews itineraries to align travel and educational objectives.
· Ensures compliance with policy and develops risk management plans.
· Implements incident management procedures, including reporting and response coordination. 
· Guides travellers in adapting to different cultural environments and keeping them safe.

	
	Program manager
	· Develops and implements local guidelines.
· Oversees a suite of travel programs for a portfolio / faculty.
· Monitors program-level compliance with local guidelines and University policy. 
· Identifies and/or delivers program level training to leaders and sets training requirements for students.

	
	Faculty/Portfolio Leadership (Dean or delegate)
OR
VCG Member
	· Approves travel programs, finance and resourcing and risk management plans.
· Serves as the ultimate authority in critical decision-making scenarios.
· Escalates major incidents to Operational Resilience to coordinate institutional resources and emergency response strategies.
· Upholds Monash’s duty of care and ensures responsible travel conduct.



[bookmark: _q3sr74xl2sr7]Engagement of contractors / partners / service providers
Service providers and providers can be engaged to provide services and expertise not readily available via Monash University. These services may include logistical coordination (e.g. event manager, travel guide), educational expertise or local contacts (e.g. local university, local academic) or skills and equipment (e.g. dive company, archaeological site management). 

Any contractors engaged by Monash for the delivery of group travel programs should be engaged in compliance with Monash’s finance and procurement policies. In addition, their services and staff should be included in the roles and responsibilities matrix and as well as risk management documentation which includes confirming insurance, staff training and skills, equipment quality, vetted transportation company and professional drivers and that policies and procedures are aligned with Monash’s requirements.  

	NAME OF PARTNER / SERVICE PROVIDER:
	

	DESCRIPTION OF SERVICES:
	


[bookmark: _guhaj3zf1b1q]Student-led activities
Student-led travel programs must be supported and approved by a Monash faculty/portfolio and/or student association in compliance with travel and risk management policies and procedures. The student leaders and portfolio leadership must identify roles and responsibilities and how participant health and safety will be managed. There are limits to the responsibilities of a student leader for example:
· Duty of care rests with Monash University, though it is a shared responsibility between leaders, participants and the university;
· Student participant private information (e.g. medical history, passports) should not be shared with student leaders unless justified in extreme circumstances;
· Student leaders are not responsible for investigating conduct issues or imposing penalties; etc.
[bookmark: _9i0b6xqeztfi]
[bookmark: _c2nd3rd9sb1v]
[bookmark: _xdvg3mom41z1]
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3. [bookmark: _hiup84gdic7d]Travel and Logistics
All travel arrangements, including flights, accommodation and ground transportation must be documented and distributed to travellers and faculty/portfolio leadership. (Resource: Itinerary and Journey Management Plan)

For this trip, all travel arrangements will be made via Monash’s approved travel management company, [Reho Study Tours / FCM Travel]. Student participants will be emailed a link to register and pay the program fee of [$xxxx].
[bookmark: _ri1u989yho91]Flights
[bookmark: _fcsgm0fyuaht]Preferred or Group Flight Details
	Departure
	Return

	Airline and Flight Number
	[QF##] - Qantas
	Airline and Flight Number
	

	Departure Date and Time
	dd/mm/yyyy 00:00
	Departure Date and Time
	

	Flight Route 
	MEL > DXB > LON
	Flight Route 
	


[bookmark: _tqgw30563wjz]Accommodation
The accommodation arrangements for this trip include the following types of accommodation (highlight all that apply):
· Hotel (shared room or single room option);
· Camping (shared tent provided by Monash) OR (individually supplied tent and sleeping bag/mats);
· Hostel (dorm-style rooms);
· Short-term rental accommodation (e.g. Airbnb). 

Roommates
· All rooms will be gender-aligned (e.g. single gender or by request)
· All accommodation is in single rooms
· Roommate preferences can be given to the Activity Leader who will place students in rooms
· Property may involve shared living spaces with other genders 

	ACCOMMODATION 1 NAME AND ADDRESS
	

	ACCOMMODATION 2 NAME AND ADDRESS
	Add lines for additional locations


[bookmark: _dumchopgz6mm]Transportation
The transportation arrangements for this trip include the following modes of transportation (highlight all that apply):
· Rental cars / trucks
· Privately owned vehicles/cars (self driven)
· Public transportation (buses, metro, tram)
· Trains 
· Coach
· Ferry, boat or ship
· Ride-share (e.g. Uber, Grab, Didi) or taxi
· Private chauffeur-driven vehicle
For trips that include self driving, a journey management plan should be created and the centrally managed risk assessment should be reviewed. Key considerations are number of licensed drivers, vehicle maintenance, maximum length of travel per day, identifying alternative routes, and hazards (including driving at night, wild life, flooding etc.). 
[bookmark: _qrus8im2a3h]Visas and Immigration
Passports - All participants must have valid passports with at least 6 months validity from the date of return or as otherwise stipulated by host country/ies.

Visas - Obtaining correct visas in time for departure is the responsibility of each individual traveller, however for Australian citizens:
· For [Country] and [Competition] a [visa waiver / visa arrival / tourist visa] is available (see DFAT Smartraveller). 
· Supporting documentation will be collated and provided to you by the Student Leader / Academic Leader and will include - Letter of Invitation from host; Letter of Enrolment from Monash; Itinerary (including return flights and accommodation); copy of permits etc.
· You must supply evidence of sufficient funds (bank statement);
· Your return flight details;
· Copy of passport. 

Permits and Carnet - The Academic Leader must adhere to customs laws including obtaining necessary permits (e.g. satellite technology) and carnets to import items legally. Workarounds for these requirements are not permitted.
· [Insert how to apply for carnet/permit]  

[bookmark: _q2i2axu84t5g]

4. [bookmark: _ga5ih3lq66aw]Health, Safety and Wellbeing
	SARAH RISK ASSESSMENT / ERMP NUMBER:
	

	PRE-DEPARTURE BRIEFING DATE:
	


[bookmark: _vdtl4fml31nc]Requirement Checklist
	STATUS
	TASK

	
	Complete risk assessments and receive faculty approval


	
	View evidence that all leaders have completed mandatory training (available via myDevelopment)
· Provide First Aid or Provide Remote First Aid;
· Mental health first aid (or equivalent);
· Responding to disclosures of sexual harm;
· Monash Abroad Managing Risk and Safety;
· Incident response training for event leaders


	
	Deliver mandatory pre-departure briefing for all travellers

	
	Obtain field safety equipment (e.g. first aid kit, satellite phone, camping gear)

	
	Emergency response and evacuation plans of hotel / partner / event have been obtained and reviewed

	
	Schedule daily risk briefings

	
	Respond to and report incidents to Faculty Leadership / Supervisor and in SARAH 


[bookmark: _a9grrruo5y5s]
[bookmark: _aej4sym8sfoz]
[bookmark: _8cwvakcbymua]
[bookmark: _wc84s72cb3fr]
[bookmark: _4yjzybtac6ww]

[bookmark: _b69inffi9tmp]

Summaries of key risks by Location and Activity
The below tables are snapshots of your risk assessment from SARAH and will summarise what you will highlight in your pre-departure briefing for participants. They are the risks that have moderate to high risk ratings (likelihood and impact) and should be discussed in detail with your risk approver. (reference: OHS Risk Management Procedure, page 5). 

	Location-specific risks (see DFAT Smartraveller) - Level 3 “Reconsider your need to travel” or Level 4 “Do not travel” are high risk, contact travelrisk@monash.edu

	RISK
	MITIGATION STRATEGY

	E.g.  Immigration and visas
	· All travellers must travel on appropriate visa 
· Early planning to enable adequate time to apply for visas
· Provide letters of support
· Print out all documents and supply them to travellers to facilitate quick border crossing

	
	

	
	

	
	



	Activity-specific risks (as per SARAH)

	RISK
	MITIGATION STRATEGY

	E.g. Remote location 
	· Satellite phone
· Evacuation routes identified
· 2x Remote First Aid trained leaders

	E.g. Student conduct-related issues (bullying, breaching local laws re. Drugs and alcohol)
	· Student Code of Conduct and Misconduct Procedure included in briefing
· Communicating expectations in pre-departure briefing (e.g. no underage drinking)
· Immediately reporting any behavioural issues to Academic Leader / Faculty Leadership

	
	

	
	







5. [bookmark: _lt8hfewt7f82]Incident Response and Communication Protocol
The Travel Communications and Incidents Playbook must be completed and will provide a clear framework for managing incidents. Below is a summary of important contacts and basic principles.
Documentation and reporting are a critical component of incident management. If the incident is moderate or major, this should be escalated immediately to Global24 and your faculty/supervisor. 
[bookmark: _f8gdsmmsr0kf]Contact List
	Agency
	Phone Number
	Incident Level 

	Local emergency services
	Police: 
Fire: 
Ambulance:
	Major, Moderate
Immediate assistance for emergencies

	Australian Embassy or Consulate
	
	

	Global 24 Assistance* (international)
	+61 2 9312 5191
assistance@global24.com.au
	Major, Moderate, Minor (Insurable)
Escalate moderate or major incidents to Operational Resilience.

	Academic Leader
	Activate global roaming
[insert number]
	All 

	Local Contact
	[Name] [Number]
	[Details of availability]

	Travel Management Company
	[Number]
	Travel disruptions or changes


[bookmark: _birj29cxdlpq]Incident Response Protocol
	Common incident types
	· Medical emergency (illness or injury), mental health issue
· Behaviour and student conduct (bullying, harassment, alcohol abuse)
· Sexual harm 
· Travel disruptions (delays, lost baggage)
· Lost or stolen item (passport, laptop)
· Political unrest or natural disaster

	Evacuation Triggers
Must  call Global24 for assistance and advice (+61 2) 9312 5191.
	· Security Threats: Terrorist attacks, violent protests, or significant political unrest in or near location
· Health Emergencies: Severe illness, injury, or outbreak of contagious diseases.
· Natural Disasters: Earthquakes, floods, or other natural disasters.
· Local/Global warning: Declaration of a state of emergency or DFAT level increases to 3 or 4. 
· Major compliance breach: Any major breach of staff or students that affects the safety of remaining travellers and/or exposes Monash to unacceptable risks.

	Escalation Pathways
	MINOR INCIDENT

	Academic leader can manage with existing resources
Call Global 24 (if assistance required) > Notify Supervisor/Designate 

	
	MODERATE INCIDENT
	Additional university resources or expertise are required
Call Global 24 > Notify Supervisor/Designate > Notify Travel Risk and Safety

	
	MAJOR INCIDENT
	 Uncontained and extend beyond the resources of the university
Call Global 24 > Operational Resilience form Incident Response Team


6. [bookmark: _wuqr8z872dsk]Document Reviewers
The following individuals confirm they have reviewed the documentation associated with the proposed trip and accept the risk management and incident response plans. This trip has your endorsement to proceed as planned.
 
· Travel Operations Manual
· SARAH ERMP
· Itinerary and Journey Management Plan
· Travel Comms and Incident Response Playbook

	Reviewed by Supervisor / Department head:
	

	Date reviewed:
	



	Approved by Activity Owner (GM, Deputy Dean etc:
	

	Date approved::
	



If high risk activities are identified or if the group plans to enter a DFAT Level 3 or 4 destinations, the following additional reviewers will apply:

	Reviewed by Travel Risk and Safety, Operational Resilience: 
	

	Date reviewed:
	



	Reviewed and approved by the Dean / Portfolio Head:
	

	Date approved:
	




[bookmark: _8k2qpf8n3ids]

7. [bookmark: _ky34d6i8itf0]Appendices / Resources
· [TEMPLATE] Itinerary and Journey Management (Sheets)
· [TEMPLATE] Travel Incident Response Playbook
· Safety and Risk Analysis Hub (SARAH)
· [TEMPLATE] Pre-Departure Slides
· [TEMPLATE] Packing list
· Copy of Carnet and Permits
· Security Plan for travel close to or into DFAT Level 3

	Global24 Assist: (+61 2) 9312 5191
assistance@global24.com.au
	Monash Security (24/7): (+61 3) 9905 3333
Version update: Aug 2025, travelrisk@monash.edu
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