
NSD BMS STD/004

Participating in Foreign Visits

Start

Details of visit received

Prepare or obtain OH's, briefs as
required

Participate in visit

Write visit report

Was this an E.C
funded visit?

Submit receipts to SPD

Prepare expenses claim and
submit to HSE

Record time
for EU contracts

End

No

If necessary prepare or contribute
to preparation of formal visit
protocol before return home

Advise on contribution
to subsequent

programme with SPD

Internal
prompt

External
prompt

Decision on lead

Admin preparation including
OV1 etc.

Is the OV1
authorised ?

Consult with other contributors,
and hosts

For EU support visits,
liaise with SPD

Admin, domestics preparation.
Check visa requirements

Send copy of report
 to SPD

Responsibility

Procedure/Guidance documents

Inspector / SI

SI / Head of
Discipline

Inspector / SI

CI / DCI

------------------------

------------------------

------------------------

------------------------

----------------

-------------------

Assessor

SN 32
STM 1992/1

Domestics, Health &
Safety guidance

See BSS/CAN/018 &
G/BSS/CAN/001

NSD Health & safety
'Travel Pack'

--------------------------------

--------------------------------

--------------------------

VR, see SN 32

------------------------

------------------------

------------------

----------------

A/Cs 34F

--------------------

---------------------
IB/5/98

Yes

No

--------------------------

Yes

STD/004

Is the visit part
of a contract

e.g. with IAEA
Obtain contractYes

No

Was visit part of a
contract ? Yes

Complete contractural
requirements e.g. write

report for IAEA

Was visit sponsored
by any other body ?

Pass any funding received
to PEFD FINU2 or request

PEFD FINU2 to issue
invoice

Yes

No

No


