
Send all completed forms, copies of 
licenses and certificates to the 

Department Administrative Manager.

Departments must keep copies of 
forms on record for 3 years.

Copies of Risk Management forms 
must now also be sent to the Safety 

Office for their records

Employee 
Safety 

Orientation

WHMIS
2015

Workplace 
Violence 

Awareness

Has researcher completed required training? Screenshots should be 
included with applications for all students and non-faculty researchers. 

Mandatory 
Training

Is fieldwork lower 
or higher risk?
See *1 and *2 for 

definitions

International Fieldwork Approval Process

* 1 - Lower r isk f ieldwork (fieldwork risk 
management form not required)

An activi ty is deemed to be of low  r isk i f  i t presents 
hazards which are no greater  than those encountered by 
par ticipants in their  ever yday l ives, and that can be 
minimized through planning, tr aining and standard 
operating procedures. Examples of Low  Risk Field Work 
activi ties:
- Super vised Field Work which includes low  r isk 

activi ties (e.g. walking, obser vation) and is located in 
an urban region.

* 2 - Signif icant  r isk f ieldwork

An activi ty w i l l  be deemed of signi f icant r isk i f  i t has the potential to expose par ticipants to hazards that are greater  
than those l ikely to be encountered in their  ever yday l ives. Examples include, but are not l imited to:

- Field Work at industr ial si tes - factor ies, mining operations and constr uction si tes.
- Activi ties that r equir e special ized safety tr aining and/or  cer ti f ication.
- Travel to areas where signi f icant health or  safety precautions are r equir ed.
- Dr iving for  extensive per iods, use of heavy vehicles or  tr ai ler s, or  hazardous ter r ain.
- Field Work at si tes w ith hazardous substances.
- Field Work which by nature entai ls r isk (e.g. work over  ice or  water , rock cl imbing, high alti tudes, diving, hazardous 

f lora or  fauna, equipment hazards, weather  extr emes).
- Any f ield work in r emote r egions where access to communications, emergency ser vices or  assistance may be 

l imited.
- Any Field Work, where undergraduate students are not accompanied by a faculty/staff  super visor  (e.g. student team 

competi tions).
- Overnight tr ips w ith undergraduate students.
- All  international tr avel involving field work, and/orhigh-r isk international tr avel (note high r isk tr avel r equir es 

approval from the Provost)

*3 Wor k ing Alone is defined as w orking by oneself  such that 
assistance is not r eadi ly avai lable should some injur y, i l lness or  
emergency ar ise. Alone is interpreted as being out of visual or  
verbal contact, and when contact cannot be expected from another  
per son for  more than an hour. I t includes working in physical 
isolation, e.g. as the sole occupant of a laborator y or  at a f ieldwork 
si te, where no other  per son is in the vicini ty (i .e. w i thin l imited 
r ange or  ear shot).

Low-risk - Not applicable - Fieldwork involving working alone will 
always fall in to the medium-risk or above categories. 
Medium-risk work -  Use a check-in interval of 60mins via the 
WatSafe App or 90min check-in via email with Supervisor.  
High-risk work - Working alone prohibited

* 7 - Hazar d Speci f i c Tr ain ing

Depending on the nature of the f ieldwork, you may be 
r equir ed to take any number  of courses, offered by the 
Safety Off ice. In  som e cases, ther e m ay al so be 
special i zed t r ain ing such as: w i l der ness f i r st  aid, 
cr evasse r escue t r ain ing, r espi r ator  f i t -test i ng, or  
f i r e ar m s t r ain ing. Commonly r equir ed courses 
include:

- Confined Space Entr y (SO1023)
- Fall  Protection (SO1026)
- Heat Str ess Awareness (SO2031)
- Ladder  Safety (SO1050)
- MOL Working at Heights (SO2020)
- Biosafety (SO1069)

Complete Risk 
Management 

Form

Does fieldwork involve 
working alone? 

See *3 for definition of 
working alone?

Complete 
Working 

Alone Plan

YES

Is any equipment being 
used that has the potential 

to cause injury if used 
incorrectly?

NO

Create Safe 
Operating 

Procedure and 
review with all 
researchers 
named on 
application

See *4

YES

*5 - A Safe Operating Procedure (SOP) is often 
required as an administrative risk control for 
hazards following assessment and implementation 
of higher-order controls, for example machine 
guarding. SOPs are required where the risk level 
remains above a ?Low? level on the Hazard 
Register or other risk assessment tool, and where 
following a specific set of steps will reduce risk of 
injury. Guidance on developing SOPs is available 
from the Safety Office and examples of completed 
SOPs are available in the SOP Repository

NO

*9 First Aid Training

Emergency First Aid
Field work/trips to urban centers (such as museums, 
galleries, architectural designs, etc) are required to ensure 
that a person with a valid emergency first aid certificate is 
present. First aid kits are not required to be taken on these 
types of field trips. Field work/trips to rural areas (such as 
conservation areas, farms, small bodies of water, etc) 
where emergency medical services have response times of 
20 minutes or less are required to ensure that a person with 
a valid emergency first aid certificate is present. As a 
minimum, a vehicle first aid kit must be taken on these 
types of field work/trips, a risk assessment will determine if 
a kit with additional supplies should be used.

Standard First Aid
Field work/trips to remote locations are also required to 
ensure that a person with valid Standard first aid certificate 
is present at the remote location. As a minimum, a vehicle 
first aid kit must be taken on these types of field work/trips, 
a risk assessment will determine if a kit with additional 
supplies should be used. 

Standard first aid training is arranged on an individual basis 
and employees are generally sent to off-campus facilities 
hosted by the training provider.

Advanced & Wilderness First Aid 
Higher level first aid training that approaches first responder 
training may be necessary for work in extreme remote 
locations where emergency medical services are difficult to 
access due to the nature of the location or weather 
conditions. The cost of this training will be borne by the 
department or group travelling to these locations. 
Specialized first aid kits are required for this level of training 
and fieldwork and consultation with the training provider will 
be needed to determine appropriate contents and 
equipment as kits of this type are beyond the scope of the 
UW First Aid Program.

Does research 
involve working 
with non-human 

vertebrate 
animals?

Ethics 
Approval 
Required

See 
*10

YES NO

* 10 - Research wit h animals
Research and teaching projects conducted on or  off-campus by 
students, staff , or  faculty involving l ive, non-human ver tebrate 
animals must be r eviewed and receive ethics clearance.
Animals are only used in r esearch projects deemed to have 
scienti f ic mer i t and in teaching and testing when there are no 
alternatives.
Animal-based research must conform w ith:

- Canadian Counci l  on Animal Care (CCAC) standards and 
guidel ines

- Animals for  Research Act
- Univer si ty of Water loo statement on animal use in r esearch 

and teaching (PDF)

More information on ethics approval can be found here

Does fieldwork or travel involve 
use of motor vehicles, firearms, 
or other equipment requiring a 

license which will be operated by 
UW researchers or students?

Include copies of 
relevant licenses with 

the application. 

YES

Does fieldwork take place on, 
or require transit through 

private lands or property, or 
involve work in national/ 

provincial parks?

NO

A letter of support 
from the  land 

owner should be 
included with the 

application

YES

Complete 
Hazard 
Specific 
Training

Complete 
First Aid 
Training

Complete 
Research 

& Lab 
Training  
See *8 

*8 - Resear ch &  Labor ator y Tr ain ing

Depending on your  lab or  r esearch, you 
may need to take any of the fol low ing 
tr aining courses:

- Biosafety (SO1069)
- Cr yogenic and Compressed Gas Safety 

(SO1030)
- Hazardous Waste Segregation 

(SO2035)
- Laborator y Safety (SO1010)
- Laser  Safety (SO1066)
- Laborator y Suppor t Worker  (SO1057)
- Safe Chemical Handling (SO2016)
- Working In Cleanrooms (SO9999)
- Working With Radiation (SO2030)
- X-ray Safety (SO1011)

Supervisor s are r esponsible for  
determining what tr aining is r equir ed 
depending on the level of super vision. For  
example - super vised undergraduate 
students may not r equir e the above 
courses when a tr ained super visor  is 
present. 

Complete 
Supervisor 

Training 
See *6

*6 - Super v i sor  Tr ain ing

All super visor s must complete:
- Super visor  Or ientation Online (SO1100)

Super visor s working in higher  r isk areas (e.g., 
laborator ies, technical and maintenance shops, 
areas where hazardous mater ials are used, 
commercial ki tchens, custodial) must also 
complete the fol low ing tr aining:
- Risk Assessment (SO2500)
- Incident Investigation (SO1012)*
- Inspecting the Workplace (SO1007)*

Super visor s of higher  r isk areas are also strongly 
encouraged to complete:
- Risk Assessment Application (SO2501)*

Please note TAs are only required to complete 
Supervisor Orientation Online (SO1100). 

*Supervisors must complete Risk Assessment (SO2500) 
before enrolling in SO1007, SO1012 or SO2501.

Are you 
responsible 
for students 
in the field?

YES

Mandatory 
for all 
Lab 

Users

Will 
research 

involve lab 
work?

Does research 
require hazard 

specific 
training?
See *7

YES YES

Has a member 
of the team 

completed the 
required first 
aid training

See *9

NONONO

Text

NO YES

Complete Job 
Hazard 

Analysis 
See *4

*4 - Job Hazard Analysis

Job safety analysis (JSA), or  job hazard analysis (JHA) is 
a workplace assessment method used to identi fy and 
pr ior i tize unacceptable r isks r elating to the 
per formance of job tasks w ith the ultimate goal of 
developing controls that r educe the r isk to acceptable 
levels pr ior  to work being per formed.
Who should t ake t his course?
- Managers
- Super visor s
- Joint Health and Safety Committee members
- Helath and Safety Coordinator s

Training content
- Understand the tools to effectively measure and 

mitigate r isk w ithin the academic setting.
- Become famil iar  w i th the duties of the workplace 

par ties around r isk management.
- Learn how  to r ecognize var ious hazards w ithin their  

work areas.
- Learn to identi fy and quanti fy r isk associated w ith 

hazards.
Understand r isk mitigation through hazard control.

SIGNIFICANT
RISK

Have students 
traveling 

completed a 
pre-departure 
orientation?

NOYES

Students 
must 

complete 
pre-departure 

orientation

Complete Travel 
Approval Process

LOWER 
RISK

Step 1: Approval (Students Only)

The Approving Author i ty w i l l  depend on whether  you 
are a grad or  undergrad and type of tr avel.  Check the 
appropr iate Approving Author i ty and process 

All  students must complete a International Travel 
Approval form 

Step 2: Determine Travel Advisory Level

Visit the Government of Canada Travel Advisory site to 
determine the risk level of your destination.

Level 1 countries -  Exercise normal security 
precautions
Level 2 countries -  Exercise a high degree of caution
Level 3 countries -  Avoid all non-essential travel
Level 4 countries -  Avoid all travel

Step 3: Register Your Travel

- International tr avel to Level 1 and Level 2 destinations no longer  r equir es COVID-19 approval. Travel must sti l l  be r egistered w ith Safety 
Abroad. 

- International tr avel to Level 3 and Level 4 destinations continues to be permitted under  the existing approval process

The Government of Canada?s warning levels for  international tr avel destinations can change for  a var iety of r easons and on shor t notice. In 
order  to ensure we can provide suppor t to our  community in the case of an unpredictable si tuation, al l  t r avel l er s to dest i nat i ons outside of  
Canada and the Uni ted States m ust  r egi ster  thei r  t r avel  w i th  Safety Abr oad r egar dless of  the Level  of  t r avel  advi sor y . This w i l l  include 
completing pre-depar ture and tr avel r isk mitigation activi ties. This r egistr ation procedure w i l l  assist tr aveller s in the event of unforeseen 
cir cumstances. Speci f ical ly, r egistered individuals w i l l :

- r eceive r ecommended pre-depar ture r isk mitigation measures;
- r eceive a Travel Risk Br ief w i th destination-speci f ic r isk information from the Univer si ty's Travel Safety and Secur i ty Provider , Anvi l  Group; 

and
- receive r eal-time incident aler ts from Anvi l  Group for  incidents taking place in their  destination

Students approved to tr avel to a Level 1 or  Level 2 destination, or  a staff  or  faculty member  tr avell ing to a Level 1 or  
Level 2 destination (outside of Canada or  the United States), must r egister  w ith Water loo International by completing 
the International Travel Registr ation Form. 

Note that staff or faculty members travelling within Canada or the United Sates do not need to complete this form.

Tr avel  to Level  3 or  Level  4 dest i nat i ons i s not  per m i t ted w i thout  h igh-r i sk  t r avel  appr oval  f r om  the Pr ovost .

Staff and faculty must r eview  and ensure compliance Policy 31 ? Univer si ty Expenses, i f  you are planning to r eceive 
r eimbursement.

Students, staff  and faculty under taking tr avel that includes f ieldwork must r eview  the Safety Off ice Fieldwork webpage 
and complete the r equir ements for  higher  r isk f ieldwork as applicable.3

Step 4:  Level  3 &  4 Dest inat i ons Only -  
Pr e-Depar tur e and Tr avel  Risk  Mi t i gat i on

Travel to Level 3 or  Level 4 destinations is not permitted w ithout 
high-r isk tr avel approval from the Provost.

To al low  for  suff icient time to gather  information, assess and evaluate, please, 
where possible, submit the r equest for  approval for  high-r isk tr avel several 
weeks, or  months, in advance of tr avel dates. Please note that  t r avel  costs 
ant i cipated to be r eim bur sed using Univer si t y adm in i ster ed funds m ust  
not  to be i ncur r ed pr ior  to t r avel  being appr oved.

When register ing your  tr avel you w i l l  be r equir ed to:
- Provide the name and emai l of your  approving author i ty from 

step 1: approval, or  for  faculty and staff  members, your  
super visor

- Provide detai ls of your  i tinerar y (locations and dates),
- Attest that you are ful ly vaccinated,
- Attest that you have adequate tr avel and health insurance,
- Confi rm that your  emergency contact information in Quest 

(for  al l  students) or  Workday (for  al l  staff  and faculty 
members) is accurate,

- Confi rm that you w i l l  abide by the r equir ed tr avel safety and 
secur i ty practices as well  as COVID-19 procedures that w i l l  be 
provided to you, and,

- Confi rm that you w i l l  contact safetyabroad@uwater loo.ca 
for  fur ther  dir ection i f  you cannot abide by any of the 
above.

Step 4: Level  1 &  2 Dest inat i ons Only -  Pr e-Depar tur e and 
Tr avel  Risk  Mi t i gat i on

We want you to be safe when you tr avel and understand the 
r isks you may face when abroad. Upon registr ation w ith 
Water loo International, you w i l l  r eceive an emai l, typical ly 
w ithin 2-3 business days which w i l l  provide you w ith fur ther  
instr uctions on the next steps to complete the pre-depar ture 
r equir ed r isk mitigation measures.

- Student tr aveller s are r equir ed to complete:
- the LEARN pre-depar ture tr aining module,
- the pre-depar ture tr avel checkl ist,
- the International Mobi l i ty Program (Non-Co-op) 

Acknow ledgement, Release and Waiver  form.
- All  tr aveller s are r equir ed to r eview  the 

destination-speci f ic Travel Risk Br ief from Anvi l  Group, 
the Univer si ty?s tr avel safety and secur i ty provider.

Level 1 & 2 
Destinations

Level 3 & 4 
Desintations

Step 5 - Subm i t  Docum ents to Safety Abr oad 

To request approval to tr avel to a high-r isk destination, the 
fol low ing documents must be submitted to 
safetyabroad@uwater loo.ca:

1. An i tinerar y of the planned tr avel including: dates of tr avel, 
locations that w i l l  be tr avelled to, activi ties under taken whi le at 
the locations, tr anspor tation methods taken, and 
accommodations.

2. A w r i tten statement from the tr aveller  that addresses:
- the impor tance/signi f icance of the exper ience and/or  the 

benefi ts to the Univer si ty of Water loo that w i l l  accrue through 
this tr avel (why i t could not be achieved through other  
means)

- therationale for  why tr avel to this par ticular  location must be 
made at this time, and not postponed unti l  this par ticular  
location has a Level 1 or  Level 2 Government of Canada 
advisor y level

- previous exper ience at this destination and/or  any other  
r elevant tr avel exper ience.

3.For  those in a faculty, a letter  of suppor t signed by both your  
Depar tment Head/School Dir ector  and Faculty Dean and for  those 
in an Academic Suppor t Unit, a letter  of suppor t signed by both 
your  Depar tment Head and representative Executive Counci l  
Member , that addresses:

- the impor tance/signi f icance of the exper ience and/or  the 
benefi ts to the Univer si ty of Water loo that w i l l  accrue through 
this tr avel (why i t could not be achieved through other  
means)

- the r ationale for  why tr avel to this par ticular  location must be 
made at this time, and not postponed unti l  this par ticular  
location has a Level 1 or  Level 2 Government of Canada 
advisor y level

- why the tr avel to this location is essential for  the Univer si ty of 
Water loo goals.

4. I f  applicable, a letter  of invi tation from the host insti tution, 
par tner  organization, etc.

5. Fieldwork Risk Management Form

6. Job Hazard Analysis Form

Step 6: Consider  Book ing Tr avel  Thr ough 
UW 's Pr efer r ed Tr avel  Agent  

Although not mandator y, you may w ish to book your  tr avel 
through the univer si ty?s prefer red tr avel provider ,FCM Travel 
Solutions.

The Univer si ty has launched the Concur  Travel Online Booking 
Tool powered by FCM a tr avel company. Concur  Travel permits 
tr aveller s the abi l i ty to book their  ow n air fare, hotels, and car  
r entals onl ine 24/7. To book through FCM Travel Solutions please 
login to Concur .

For  information on using FCM Travel Solutions from 
Procurement and Contract Ser vices cl ick here.

Step 7: International Travel Safety & Security 
Provider

The Univer si ty of Water loo subscr ibes to a thir d-par ty 
provider ,Anvi l  Gr oup , to provide tr avel assistance and advice for  
both Univer si ty-r elated and personal tr avel. This r esource is 
avai lable to students, faculty, and staff  as they prepare for , and 
execute, international tr avel.

I s Anvi l  Gr oup an i nsur ance pr ovider ?
No, Anvil Gr oup is not an insur ance pr ovider . I t is a r esource 
that provides wor ldw ide medical, secur i ty, tr avel, and emergency 
assistance. Al l  Univer si ty of Water loo tr aveller s must obtain their  
ow n out-of-countr y tr avel insurance. There may be costs 
associated w ith any assistance you receive from Anvi l  Group (i .e. 
prescr iption medication, hospital stays, and emergency 
evacuation).  I f  costs are incur red they w i l l  not be covered by 
Anvi l  Group; they may or  may not be covered by your  tr avel 
insurance.

When can I  use Anvi l  Gr oup?
You have access to a w ide var iety of ser vices, r esources, and 
timely information throughout the planning and duration of your  
time abroad.

Whi le you are tr avell ing, you can use this r esource to access the 
24/7 dedicated tr avel safety assistance phone l ine or  emai l for  
help in any emergency medical, secur i ty and tr avel si tuation that 
you may encounter.
In an emergency please contact the r ecourses outl ined on the 
Who to Contact in an Emergency Website.

To obtain the assistance phone l ine and/or  emai l address your  
tr avel must be r egistered w ith Water loo International. I f  you 
have not alr eady r egistered your  tr avel, please complete the 
Pre-Depar ture Travel Form or  contact 
safetyabroad@uwater loo.ca.

Step 8: Government Registration

Government  Regist rat ion
We strongly encourage Canadian par ticipants tr aveling for  
academic purposes or  univer si ty business to r egister  w ith the 
Canadian Government: Canadians Abroad pr ior  to your  
depar ture. For  those who are not tr avell ing on a Canadian 
passpor t, you are advised to r egister  w ith the equivalent 
Consulate/Embassy of the Countr y of the passpor t you are 
tr avell ing on, where possible.
Your  r egistr ation al lows you to contact your  government off icials 
i f  you r equir e assistance in the event of an emergency (natural 
disaster s, civi l  unrest, per sonal injur y, etc.). Conversely, off icials 
can noti fy you i f  there are any changes or  updates to tr avel 
advice or  advisor ies in your  speci f ic geographical r egion.
In addition to signing up for  the ser vice, we strongly r ecommend 
that you do the fol low ing before you leave so that you can be 
contacted in case of an emergency:

- Leave a detai led tr avel i tinerar y and contact detai ls w ith 
fami ly, fr iends, and/or  super visor  or  program coordinator  in 
Canada

- Know  emergency contact information for  the Canadian 
government off ices (or  for  the countr y's passpor t you are 
tr aveling on) in the countr ies you plan to visi t. You can f ind 
the consulate/embassy addresses under  the 'Assistance' tab of 
your  tr avel destination.

- Review  Government of Canada tr avel advice
- Scan your  per sonal documents (passpor t, visa ? i f  you have 

one, other  government issued documents) and emai l them to 
yourself  so you can access this information i f  they are lost or  
stolen

Visas and Passport s
A visa is an off icial document, usually stamped or  glued inside a 
passpor t, giving permission from a foreign author i ty for  you to 
enter  a countr y. Requir ements, fees and processing times var y, 
depending on the countr y and type of visa you need. The most 
common categor ies are business, work, student and tour ist visas. 
Traveler s can contact foreign government off ices in Canada to 
inquir e about visa processes.

A val id passpor t is r equir ed for  international tr avel and ever y 
countr y has their  ow n entr y/exi t r equir ements. I t is your  
r esponsibi l i ty to ensure that your  passpor t is val id for  the 
enti r e duration of your  time abroad and w i l l  not expir e unti l  
at least six months after  your  r eturn. You may be r equir ed to 
r egister  your  ar r ival w i th the local author i ties upon your  
entr y to cer tain countr ies. To avoid potential complications 
whi le tr aveling, be sure that you investigate the entr y/exi t 
r equir ements of the countr y or  countr ies that you are visi ting 
and f ind out more about Canadian passpor t information.

Step 9: Emergency Contact Information

I t is the r esponsibi l i ty of al l  Water loo 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 Univer si ty may contact the 
individual(s) you designate as your  'Emergency Contact' in 
Workday.

Water loo International r ecommends that you inform your  
emergency contact(s) of your  tr avel plans.

Step 10: Insurance

I t is your  r esponsibi l i ty to ensure you have appropr iate health 
insurance for  international tr avel.Pr ior  to tr avel, you should 
confi rm w ith your  insurance provider  that you have insurance 
coverage for  both the destination you are tr avell ing to and the 
activi ties you are engaging in. The univer si ty's Extended Health 
Care Plan includes international tr avel health coverage. When 
tr avell ing on author ized Univer si ty of Water loo business, 
Water loo staff  are also covered by the univer si ty workers' 
compensation policy i f  injured.
As of Januar y 1, 2020 the Ontar io government has changed the 
coverage of emergency out-of-countr y medical costs provided 
under  OHIP. Individuals should r eview  the ?OHIP Out of Countr y 
Ser vices? program to learn what medical ser vices are covered by 
OHIP outside of Ontar io.

- Review  your  el igibi l i ty for  benefi ts
- Review  your  benefi ts before tr avell ing

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

Step 11: Health & Vaccinations

No one wants to be sick far  from home, and dealing w ith 
unexpected health challenges can be str essful. One of the best 
ways you can mitigate cer tain health-r elated r isks is to be 
prepared for  potential exposure.
Please remember  i t is your  r esponsibi l i ty to investigate the health 
status in your  destination countr y. Appropr iate preparation for  
tr avel may include, for  instance, vaccinations, medications, and 
related supplies.

There are many places where you can f ind health and 
vaccination r esources. Some are l isted below :

- Univer si ty of Water loo Health Ser vices offer s a Travel Clinic
- Your  fami ly doctor  or  pr imar y 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 
least two months in advance. **

Step 12: Additional Resources for Travel

Pre-departure Orientat ion Course
The Pre-depar ture Or ientation course is an online module 
designed for  students who are tr aveling abroad. The module 
offer s advice on safety, secur i ty, appropr iate behavior , and 
inter cultural awareness. I f  you would l ike to take the module, 
please contact the Safety Abroad Team to be enrol led.
Please note:I f  you are leading a f ield course or  student group 
tr avel for  academic, r esearch, f ield work, spor ts, clubs, or  any 
other  Univer si ty activi ty, please submit an International Travel 
Registr ation Form to ini tiate the safety abroad process.

Arr ival Form
We strongly encourage you to complete and submit the 
Ar r ival Notice Form w ithin 7 days upon your  ar r ival in the 
host countr y. Information col lected in the form al lows us to 
contact you in the event of an emergency.

*11 - Transportation - Insurance Requirements

- Buses & Coaches  - A commercial general liability certificate of 
insurance (COI) with at least a $10,000,000 per occurrence limit 
(assuming excess liability of $5,000,000 per occurrence limit over 
commercial general liability of $5,000,000 per occurrence limit), including 
the University of Waterloo as an additional insured must be provided and 
kept on file. 
- Private (personal) vehicle ($2,000,000 personal liability 
coverage recommended, minimum of $1,000,000 required) 
- Rented vehicle (Does not include buses) 15 person vans are 
prohibited (collision coverage and $2,000,000 of personal liability 
coverage recommended, minimum of $1,000,000 required)
No additional certificates of insurance are required when renting 
through Enterprise. UW requirements taken into consideration. 

https://uwaterloo.ca/procurement/travellers 

Ensure Required 
Vehicle Insurance is in 

Place
See *11

Buses & Coaches - A 
commercial general liability 
certificate of insurance (COI) with 
at least a $10,000,000 per 
occurrence limit (assuming excess 
liability of $5,000,000 per 
occurrence limit over commercial 
general liability of $5,000,000 per 
occurrence limit), including the 
University of Waterloo as an 
additional insured must be 
provided and kept on file.

Private (personal) 
vehicle 15 Seat Vans 
Prohibited ($2,000,000 
personal liability coverage 
recommended, minimum 
of $1,000,000 required) 

Rented vehicle 
(Does not include 
buses) 15 person 
vans are prohibited 
(collision coverage 
and $2,000,000 of 
personal liability 
coverage 
recommended, 
minimum of 
$1,000,000 required) 

Mandatory for 
Employees and 

Grad Students, or 
Undergrads 

Working in a Lab 
Unsupervised 

Prior  t o assessing f ieldwork it  is recommended you review the f ieldwork 
planning guide which provides addit ional details on requirements. 

If work is deemed significant risk 
the instructor must complete a 

pre-departure briefing with 
participants before activity takes 
place. A pre-departure briefing 
template is available to assist. 

NO
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