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Travel safety

by Simon Moss


Occasionally, you might need to travel, either in Australia or overseas, to conduct your research.  If you need to travel farther than 50 km from the campus in which you normally work., you need to complete some forms and procedures first.  These procedures are vital to

· check the benefits of this travel outweigh the risks and costs
· introduce measures to prevent or to manage these risks
· confirm this safety is covered by university insurance

The forms you need to complete and the procedures you need to follow vary across Colleges and Schools.  Therefore, to determine how to proceed, contact the HDR administrators in your College or School.  This document, however, imparts some additional insights to facilitate this procedure.  
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Colleges or Schools may book your travel arrangements or permit you to book your travel arrangements yourself.  If you are permitted to book the travel arrangements yourself, the College or School might ask you to use an app called CTM, accessible from the portal at portal.cdu.edu.au.  This section will help you utilise this app.

Check your email address

To utilize this app, your email address must end with “@cdu.edu.au”—or @menzies.edu.au” if you are enrolled with Menzies.  So, if you need to change your email address

· visit portal.cdu.edu.au—the CDU portal—and then enter your email address and password.
· locate and click the tile called “My Account”
· locate and choose the tab called “Email
· towards the bottom of this page, you can enter the alternative email address.






Other considerations

Typically, the College or School will provide advice on how to use this tool.  Here are some considerations

· Sometimes, as you enter the information into the relevant boxes, you need to wait until various options appear—and then you can choose the relevant option.  
· If asked for the reason for travel, choose “student travel – domestic” if travelling within Australia or “student travel – international” otherwise.
· If asked whether you will be “claiming travel allowance”, usually choose “No – I will submit a reimbursement with supporting tax invoices and receipts”
· If asked about bio-security travel restrictions, answer “Yes” only if you are travelling to a community that is subject to a bio-security travel restriction. 
· To complete this procedure, you might also be prompted to complete other forms, such as the Safe work procedure if conducting fieldwork   The College or School may be able to supply these forms if needed.


Other procedures

Colleges or Schools might instead ask you to complete alternative forms or procedures, such as 

· a movement request form
· a safe work procedure form
· a risk assessment form

The College or School might also ask you to complete other tasks, such as 

· register with smart.traveller.gov.au
· check vaccine mandates or recommendations in various nations
· check visa and entry requirements
· maintain evidence of costs—such as plane, car, and hotel bookings
· complete a First Aid Course and 4WD training if relevant to your activities

The procedures might also vary if you need to travel on unsealed roads, tow a trailer, or visit nations that DFAT has identified as risky—called Level 3 or Level 4 recommendations. 
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