
ABC has less control over environments and 

risks affecting travelling staff therefore it is 

imperative and expected that staff make 

themselves aware of information regarding 

the areas they will be travelling to and 

working in. 

 
Valuable Advice 

Enter your next-of-kin/emergency contact number under 
your phone’s contacts list and save under the name ICE (“In 
Case of Emergency”). It is now standard procedure for 
police and paramedics to look for this in your phone if you 
are injured. You can also use ICE2 etc to list potential 
lifesaving information such as asthma, diabetes or allergies, 
etc. 
 
Important Insurance Reminder Regarding Baggage 

All electronic equipment (cameras, mobile, laptop etc.) 
must be taken in your carry-on baggage, not your checked-
in baggage; otherwise it will not be covered by travel 
insurance. 
 
We Recommend 

Initially you should buy some local currency from Travelex 
at the airport prior to travel and claim back through 
expenses, especially if you need to pay $$ on arrival  
 
Reminder 

Do you need to buy a sim card for the country you are 
travelling to? Please deactivate your data roaming on your 
mobile, you should only upload or download when 
connected to wireless - this is very expensive otherwise 
 
 
 

Valuable Document Storage - Passports, Visas 

 Travellers should ensure that their passport has a 

minimum validity of six months at all times 

 If available always use hotel safes for safekeeping of 

important documents.  

 Some countries require that foreign nationals carry 

their passports at all times.  If this is the case 

thought should be given to secure storage of such 

items on your person e.g. body belt rather than in 

handbags or pockets which may be easily snatched 

or picked.  

 Ensure you have made copies of passport details, 

visas, and credit card numbers, always carry a 

laminated copy with you.   

 You should save a copy of your travel documents to 

a secure online email account or cloud storage 

facility that you can access in case of loss of all of 

your documents and copies while travelling. 

 
Public Transport 

 Always use licensed taxis and wherever possible 

book these from a location rather than hail them in 

the street.  

 Do not be afraid to challenge the driver and ask to 

see his cab drivers licence.  

 ABC does not approve any travel on unlicensed 

public transport (e.g. tuk tuks) 

 

If you find yourself in a situation where you are 

uncomfortable in terms of personal safety, take 

immediate steps to remove yourself from the situation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Travel  
Guidelines 



Personal Safety 

 It is a good idea to register your phone number 
with your embassy in the area 

 Always carry some form of identification on you 

while in foreign countries 

 Avoid wearing jewellery and displaying portable 

electronic equipment in public 

 Don’t leave personal items such as handbags or 

laptops unattended 

 Be aware of being distracted in public 

 Be aware of places to avoid – especially after dark 

 Keep your personal hygiene standards high to avoid 

problems caused by different local sanitation 

standards 

 Check if the local water is safe to drink and ask 

advice on what foods are safe to eat 

 Respect local customs and behave and dress 

appropriately  

 Only carry as much money as you need for the day. 

Leave the rest, and at least one credit card, in the 

hotel safe if one is available.  

 Keep up to date with local and regional events in 

the media.  

 Don’t take risks that you wouldn’t take at home.  

 If a situation looks dangerous, it probably is! 

 You must keep to local laws. There may be very 

serious penalties for breaking a law which might 

seem trivial to you 

 Keep your drinks with you at all times as drinks can 

be spiked with drugs to make you more vulnerable 

to assault. 

 If you have an accident or injure yourself while 

under the influence of drugs or alcohol, it is unlikely 

that our insurance policy will cover you.  

 Always have emergency contact numbers with you, 

both for your home country and your host country 

 Be careful of any individual who is asking you a lot 

of questions - be careful of how much information 

you disclose 

Hotel and Accommodation Safety 

 ABC travel coordinator must approve all hotels  

 Always select a good standard of accommodation, 

preferably with 24 hour reception 

 If you feel insecure in the room allocated to you do 

not be afraid to insist on a change! 

 Ensure the hotel has basic security and fire safety 

systems in place (e.g. smoke detectors, signs 

indicating exits) 

 Where possible always stay in a room on the 2nd to 

7th floor as those on the ground and 1st floors are 

the easiest to break into, whilst in some countries 

fire escapes do not extend above the 7th floor.  

 Always check your nearest escape route when you 

first check into a new hotel.  

 Always remember to take your room key with you 

if you leave in an emergency situation.  

 In some countries power cuts are common; it is 

advisable to have a small torch with you. 

 Always lock your doors and windows at night or 

when you leave your room 

Prescription and over the counter medicines  

 Always check if medication is legally prescribed, it 

is recommended you carry a letter from your 

doctor or your prescription 

 Find out about the laws or restrictions for the 

countries you intend to travel to 

 Always keep medication in your hand luggage when 

travelling and hotel room safe after arrival 

         For more information go to www.who.org 

Overseas mobile phone use 

 Please note that when you are travelling overseas 

and using the roaming function on your mobile 

phones, it is EXTREMELY expensive to download 

data and make and receive calls.  

 You need to think about your trip beforehand and if 

you believe you may require data or may need to 

send it and you may not have access to WI-FI, you 

should consider taking a second phone and / or 

buying a local sim card -  they are usually not that 

expensive.   
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