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- the LEARN pre-departure training module, en registering your travel you will be required to: i i ; i ; ; i ; . iali : id ki i i ini o additional certificates of insurance are required when rentin
- the pre—depgrturel?travel C raloing e TR o i e U . ngrnlght trips with un.dergre}dua‘ge students. _ o . . . . injury. Guidance on developing SOPs is available « Confined Space Entry (S01023) Spe?alhzed fklrst aid kits ?re‘reqw_rﬁd ':or this level of _tramm_ﬁ T . o q t o 9
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rStep 5 - Submit Documents to Safety Abroad

To request approval to travel to a high-risk destination, the
following documents must be submitted to
safetyabroad@uwaterloo.ca:

1. An itinerary of the planned travel including: dates of travel,
locations that will be travelled to, activities undertaken while at
the locations, transportation methods taken, and
accommodations.

2. A written statement from the traveller that addresses:

« the importance/significance of the experience and/or the
benefits to the University of Waterloo that will accrue through
this travel (why it could not be achieved through other
means)
therationale for why travel to this particular location must be
made at this time, and not postponed until this particular
location has a Level 1 or Level 2 Government of Canada
advisory level
previous experience at this destination and/or any other
relevant travel experience.

3.For those in a faculty, a letter of support signed by both your
Department Head/School Director and Faculty Dean and for those
in an Academic Support Unit, a letter of support signed by both
your Department Head and representative Executive Council
Member, that addresses:

« the importance/significance of the experience and/or the
benefits to the University of Waterloo that will accrue through
this travel (why it could not be achieved through other
means)
the rationale for why travel to this particular location must be
made at this time, and not postponed until this particular
location has a Level 1 or Level 2 Government of Canada
advisory level
why the travel to this location is essential for the University of
‘Waterloo goals.

4. If applicable, a letter of invitation from the host institution,
partner organization, etc.

5. Fieldwork Risk Management Form

6. Job Hazard Analysis Form
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rStep 6: Consider Booking Travel Through
UW's Preferred Travel Agent

Although not mandatory, you may wish to book your travel
through the university’s preferred travel provider,FCM Travel
Solutions.

P> The University has launched the Concur Travel Online Booking
Tool powered by FCM a travel company. Concur Travel permits
travellers the ability to book their own airfare, hotels, and car
rentals online 24/7. To book through FCM Travel Solutions please
login to Concur.

For information on using FCM Travel Solutions from
| Procurement and Contract Services click here.

|
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Step 7: International Travel Safety & Security
Provider

The University of Waterloo subscribes to a third-party
provider,Anvil Group, to provide travel assistance and advice for
both University-related and personal travel. This resource is
available to students, faculty, and staff as they prepare for, and
execute, international travel.

Is Anvil Group an insurance provider?

No, Anvil Group is not an insurance provider. It is a resource
that provides worldwide medical, security, travel, and emergency
assistance. All University of Waterloo travellers must obtain their
own out-of-country travel insurance. There may be costs
associated with any assistance you receive from Anvil Group (i.e.
prescription medication, hospital stays, and emergency
evacuation). If costs are incurred they will not be covered by
Anvil Group; they may or may not be covered by your travel
insurance.

‘When can I use Anvil Group?

You have access to a wide variety of services, resources, and
timely information throughout the planning and duration of your
time abroad.

‘While you are travelling, you can use this resource to access the
24/7 dedicated travel safety assistance phone line or email for
help in any emergency medical, security and travel situation that
you may encounter.
In an emergency please contact the recourses outlined on the
Who to Contact in an Emergency Website.
To obtain the assistance phone line and/or email address your
travel must be registered with Waterloo International. If you
have not already registered your travel, please complete the
Pre-Departure Travel Form or contact
L safetyabroad@uwaterloo.ca. )
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Step 8: Government Registration

Government Registration

We strongly encourage Canadian participants traveling for
academic purposes or university business to register with the
Canadian Government: Canadians Abroad prior to your
departure. For those who are not travelling on a Canadian
passport, you are advised to register with the equivalent
Consulate/Embassy of the Country of the passport you are
travelling on, where possible.

Your registration allows you to contact your government officials
if you require assistance in the event of an emergency (natural
disasters, civil unrest, personal injury, etc.). Conversely, officials
can notify you if there are any changes or updates to travel
advice or advisories in your specific geographical region.

In addition to signing up for the service, we strongly recommend
that you do the following before you leave so that you can be
contacted in case of an emergency:

« Leave a detailed travel itinerary and contact details with
family, friends, and/or supervisor or program coordinator in
Canada
Know emergency contact information for the Canadian
government offices (or for the country's passport you are
traveling on) in the countries you plan to visit. You can find
the consulate/embassy addresses under the 'Assistance’ tab of
your travel destination.

Review Government of Canada travel advice

Scan your personal documents (passport, visa — if you have
one, other government issued documents) and email them to
yourself so you can access this information if they are lost or
stolen

Visas and Passports
A visa is an official document, usually stamped or glued inside a
passport, giving permission from a foreign authority for you to
enter a country. Requirements, fees and processing times vary,
depending on the country and type of visa you need. The most
common categories are business, work, student and tourist visas.
Travelers can contact foreign government offices in Canada to
inquire about visa processes.
A valid passport is required for international travel and every
country has their own entry/exit requirements. It is your
responsibility to ensure that your passport is valid for the
entire duration of your time abroad and will not expire until
at least six months after your return. You may be required to
register your arrival with the local authorities upon your
entry to certain countries. To avoid potential complications
while traveling, be sure that you investigate the entryj/exit
requirements of the country or countries that you are visiting
and find out more about Canadian passport information.

I
v

rStep 9: Emergency Contact Information

It is the responsibility of all Waterloo faculty and staff members
to ensure your Workday' Personal Information' is up to date. This
includes your accurate emergency contact(s) information.

In the event of an emergency, the University may contact the
individual(s) you designate as your 'Emergency Contact' in
‘Workday.

Waterloo International recommends that you inform your
| emergency contact(s) of your travel plans.

!

It is your responsibility to ensure you have appropriate health
insurance for international travel.Prior to travel, you should
confirm with your insurance provider that you have insurance
coverage for both the destination you are travelling to and the
activities you are engaging in. The university's Extended Health
Care Plan includes international travel health coverage. When
travelling on authorized University of Waterloo business,
Waterloo staff are also covered by the university workers'
compensation policy if injured.

As of January 1, 2020 the Ontario government has changed the
coverage of emergency out-of-country medical costs provided
under OHIP. Individuals should review the ‘OHIP Out of Country
Services’ program to learn what medical services are covered by
OHIP outside of Ontario.

rStep 10: Insurance

« Review your eligibility for benefits
« Review your benefits before travelling

If you are unsure of what plan you have, contact Human
Resources.

I
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rStep 11: Health & Vaccinations

No one wants to be sick far from home, and dealing with
unexpected health challenges can be stressful. One of the best
ways you can mitigate certain health-related risks is to be
prepared for potential exposure.

Please remember it is your responsibility to investigate the health
status in your destination country. Appropriate preparation for
travel may include, for instance, vaccinations, medications, and
related supplies.

There are many places where you can find health and
vaccination resources. Some are listed below:
« University of Waterloo Health Services offers a Travel Clinic
* Your family doctor or primary care physician
« Centre for Disease Control and Prevention (CDC

** Recognize that there can be significant lead-times associated
with vaccinations and medications. Please do your research at
L least two months in advance. **

rStep 12: Additional Resources for Travel

Pre-departure Orientation Course

The Pre-departure Orientation course is an online module
designed for students who are traveling abroad. The module
offers advice on safety, security, appropriate behavior, and
intercultural awareness. If you would like to take the module,
please contact the Safety Abroad Team _to be enrolled.

Please note:If you are leading a field course or student group
travel for academic, research, field work, sports, clubs, or any
other University activity, please submit an International Travel
Registration Form to initiate the safety abroad process.

Arrival Form
‘We strongly encourage you to complete and submit the
Arrival Notice Form within 7 days upon your arrival in the
host country. Information collected in the form allows us to
| contact youin the event of an emergency.
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