
What to do in the event of a major incident overseas 
The guidance offers a checklist for departments when news emerges of a major incident overseas. 

In the immediate aftermath travellers should be guided by local government advice and should contact 

their insurance helpline for practical assistance. They can also get advice from their own embassy in 

country.  

Supervisors/line managers will be aware of the locations of travellers they are supervising and will wish to 

contact any affected to check they are OK and whether they need further support.  

Staff are not expected to come into the office out of hours except under exceptional circumstances (for 

example activation of university crisis team, direct knowledge that life of staff or student is threatened) 

 

Useful contact numbers: 

University Safety Office: 01865 (2)70811 

Divisional Health and Safety Officer: 01865 (6) 14878 
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Check

•HoA and/or DSO check departmental  records as soon as is practical after incident to 
establish if any member of staff or students are in the location affected

•If so, compile the list, make contact with the supervisor(s) and make HoD aware 

•As appropriate agree with superviso(s) who will make contact (the supervisor may have 
already made contact). HoA/DSO to keep central department list

•Follow the steps below

Contact

•Contact staff / students in the location affected & ask them to confirm they (and any 
others they have been in contact with) are safe

•Provide them with advice on support available to them (travel insurance helpline,  FCO 
country guidance, embassy, Red 24 advice

•Repeat until you hear back from everyone

Inform

•Let the Divisional Safety Officer, the University Safety Office and Director of Student 
Welfare (where appropriate) know if there are staff and students in the location 
affected. 

•Let the relevant colleges know that you have contacted students and staff affected by 
the incident and will let them know once you hear back

•Ask colleges to let you know if they hear anything 

Follow up

•As you hear back from the staff and students that they are safe, tick them off the list

•Make sure you (or their supervisor) have had direct contact from the person you are 
trying to get in touch with

•Once you have heard back from all staff and students that they are safe, let everyone 
know (HoD, supervisor (as appropriate), Divisional Safety Officer, University Safety 
Office, and relevant colleges)


