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Security protocol
The security protocol must be filled in by all staff members employed by SIPRI, who undertake international business travels to areas with an increased security risk according to the security assessment made by the Employee’s line manager. Based on the security assessment, if the area is considered as “not be recommended”, “high” or equivalent increased security level, the decision to do the trip has to be cleared by the Senior Management Team. If cleared by the Senior Management Team, the Employee’s line manager is responsible for initiating a meeting to brief the Employee about relevant country, culture and safety information.
Each Employee who is traveling has to fill in the security protocol document with the help of his/her line manager, sign it and hand it over to the HR department both in paper and electronic versions with a copy of his/her passport and visa (if needed) as soon as possible or no later than two weeks before departure. 
	Part 1: General travel information and preparation for traveler

	Date of trip
	Departure:      
Return:      

	Destination/s
 (add rows if needed)
	Country/city/area
	Date of departure
	Date of return

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	Project number
	Enter accounting for the trip (project).      

	Traveler
	Name
	Mobile number


	Citizenship(s)

	
	     
	     
	     

	
	Passport number & expiry date
	Period of validity of any visa
	Safety course (HEAT or equivalent) & year of completion

	
	     
	     
	 FORMCHECKBOX 
 Completed on [DATE]     
 FORMCHECKBOX 
 Registered for a training

 FORMCHECKBOX 
 Not completed

	Other travelers (add rows if needed)
	First name and Surname
	Affiliation (colleague, partner’s staff, etc.)
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	Travel agency Specify whether the trip is booked via Tranås or other travel agency or directly by the Employee.
	     

	Documents of value
	 FORMCHECKBOX 
 Make sure your passport is valid for the entire duration of your stay (it is often required that the passport is valid for 3 or 6 of months after the departure date).

 FORMCHECKBOX 
 Make sure you apply for any necessary visas to enter the country

 FORMCHECKBOX 
 Make sure you have copies of relevant documents (passport, vaccination certificate, visa, insurance card, invitation etc.). Please send a copy of these files to HR to store in a staff folder in case they would be lost.

 FORMCHECKBOX 
 Make sure you have access to your phone numbers during the trip.

	Vaccinations/general health status
	 FORMCHECKBOX 
 Make sure you have the vaccinations and/or prophylaxis required for the country/countries concerned and that you have received information about any health risks associated with the destination. It is recommended to consult a health center prior to the trip.

 FORMCHECKBOX 
 Book an appointment with the doctor if necessary.

 FORMCHECKBOX 
 Ensure that the line manager and fellow traveler(s) have information about any ailments/illnesses which requires or may require treatment or medication during the trip or stay. Enter here the name of the people who have this information.

	Proof of life (PoL)
	 FORMCHECKBOX 
 Make sure you have submitted a PoL to the HR function (recommended). Refer to Part 6.

	Family/Friend/ Relative 

	 FORMCHECKBOX 
 Make sure that the contact information of your contacts is up-to-date. SIPRI must have access to this information in case of emergency. It is important that the contact person is reachable throughout your stay.

	
	If you would like to provide another contact person for this particular trip, please enter their name and contact details.      

	Insurance card
	 FORMCHECKBOX 
 Make sure your insurance card is valid (provided by HR).

	Notification of stay
	 FORMCHECKBOX 
 Report your stay to UD Resklar/Embassy of your country of citizenship/Svensklistan


	Recommendations of apps!
	- UD Resklar (in Swedish)

- ERV travel & care

- XE Currency

- What’s App
	- Citizen Aid 
- Packpoint
- Maps.me

- OpenVPN (use Sipri profile)


	Part 2: Security contact person, security arrangements and security information

	Security contact person(s)

	Name and contact details of the person(s) who is responsible for the practical security arrangements.


	Period (enter the dates)

	
	SIPRI      
	     

	
	Embassy      
	     

	
	Local partner      
	     

	
	     
	     

	Protocol
	The Employee will check-in twice a day (ideally, in the morning before leaving the hotel and in the evening when back at the hotel) with the Security contact person for SIPRI indicated above by sms, email or phone. The Security contact person will immediately acknowledge receipt.

	Security information and equipment
	  FORMCHECKBOX 
 Make sure you have a safety briefing for the trip (provided by the line manager).

	
	  FORMCHECKBOX 
 Make sure you have the necessary safety equipment (provided by the line manager).
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	Date and time of arrival in the country
	Name and contact details of the person who meets you at the current point of arrival
	Means of transportation from airport/station to the hotel/meeting

	
	     
	     
	     

	Program
 (add rows if needed)
	Indicate:

· Meetings, conferences, activities, etc. with their time and date 

· Means of transportation
· Other relevant information
	Indicate:

Contact person
 (e-mail/phone/SMS/other) for meetings/visits etc. 

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	Accommodation (check if there is a partnership agreement in place with a hotel)
	Country/city and how the accommodation is booked
	Name, address and telephone number of the hotel/accommodation
	Indicate whether the accommodation is considered safe and who made the assessment

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     


	Part 3: Recommendations 

	Recommendations Enter recommendations
	          

	
	Date
	Signature
	Printed name

	
	     
	          
	     


	Part 4: Employee’s consent

	I, [name of employee]      have:

 FORMCHECKBOX 
 Received a briefing from my line manager and am aware of the risks that may occur in the country(ies)/area(s) I will be travelling to.

 FORMCHECKBOX 
 Been informed of the following: (I) conflict dynamics/recent developments in the country/area, (II) events able to impact the local situation (elections, protests, official visits, etc.), (III) crime patterns, (IV) medical requirements, (V) local cultures, religions, customs, law, (VI) security measures (bar, restaurants, local transport), (VII) food/drink basic precautions

If questions arise after the signature of this document, I will pick up these with my line manager.

	Place
	Date
	Signature
	Printed name

	     
	     
	     
	     


	Part 5: Approval by manager

	I, [name of the line manager]      , 

 FORMCHECKBOX 
 Have made sure that the Employee has been informed of the safety situation and other relevant information for the trip.

 FORMCHECKBOX 
 Consider that the Employee is suitable for performing the business travel above mentioned and approve it.

	Approved by Project Leader/Line Manager
	Date
	Signature
	Printed name

	
	     
	
	     

	Confirmed by Line Manager/DoS
	Date
     
	Signature
          
	Printed name
     


	Part 6: Proof of life (optional but highly recommended)

	Write your own questions that ONLY you and your very close relatives can answer. No questions about pets, favorite colors/meals, names of family. Be “Google/Twitter/Facebook” aware!

	Question 1
     
	Answer 1
     

	Question 2
     
	Answer 2
     

	Question 3
     
	Answer 3
     

	Question 4
     
	Answer 4
     

	Written proof
	Write the following sentence in lowercase and capital letters:
“The quick brown fox jumped over the lazy dog.”

	In lowercase only
	

	In capital letters only
	


� Also applies to transit countries.


� � HYPERLINK "http://www.swedenabroad.com/svensklistan" �http://www.swedenabroad.com/svensklistan�


� Several contact persons responsible during the trip can be indicated there for different periods or areas of the trip (Embassy, UN, EU, OSCE, local partner, etc.).


� Avoid staying unnecessarily long in the lobby, entrance and exit halls of the airport/train station/hotel.


� You can attach a separate agenda/programme


� Enter your primary and secondary contacts for each activity which SIPRI can contact if necessary.
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