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Duty of Care
Your employees are in varying locations across town, the country, or

even the globe. Are you supporting them all?
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DID YOU KNOW

of organizations don't
manage data for the purpose
of travel risk management.!

In-office Employee Road Warrior

For the employee across the country (or the globe).
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Automatically prepare travelers before they go.

Educate your travelers as much as possible about their safety and security, including
helpful tips and tricks about safe travel. Adopt a tool to help you push out pre-trip
advisories and/or country reports for employees to review for an understanding of
recent incidents or events that may impact their trip. These reports can provide good
iInsight into the political, social, and financial stability of the country before the visit.

Pull in the proper stakeholders.

When an incident occurs for your traveler, you'll have to react in minutes. As such, it
IS necessary to have an established crisis management team to agree on the proper
protocol for the key departments involved in the event of an emergency impacting
employees. This team should pull in internal stakeholders that have well-defined roles
and responsibilities, such as travel management, security, HR, and legal. Additionally,
identify any external stakeholders that should be involved, such as your TMC and risk

management provider.

Capture and store accurate traveler location data.

Maintaining accurate location information on your employees is essential. After all, you
can't offer assistance if you don't know where your travelers are. To best track travelers
with quality data, adopt a system that centralizes all of your employee data sources

— TMC, travel booking travel request tools, and HR profiles — so you can pinpoint
impacted employees. Aim to also pull in data from third-party apps such as Uber,
e-receipts for employees that booked directly with suppliers, mobile check-ins and even

credit card swipes.
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DID YOU KNOW

of organizations say their
emergency response process
IS ad hoc/inconsistent.!
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Frequent Traveler Road Warrior

For the employee in the office.

You may only think of travelers when it comes to duty of care, but your duty of
care obligations extend to ALL employees, even those coming into your offices
everyday. Don't forget to look out for them, too:

Create and practice a master plan.

Write out a master action plan for both common and severe incidents for both in-office
employees and travelers. Determine how you'll communicate with employees during an
emergency, the frequency of communications and the triggering factors. Additionally,
ensure you're practicing your plan through drills or scenarios, as well as continually
reviewing, revising and improving it.

Keep employee profiles up-to-date.

Encourage employees to regularly review and update their profile and other travel data
to verify their information is correct. This would include their office location (including
remote employees), name, office and mobile telephone numbers, as well as emergency
contacts. If privacy data laws are in place, encourage employees to opt-in and test their
mobile telephone numbers.

Ensure communication lines are open.

While high-profile incidents build awareness for an organization’'s duty of care
obligations, medical issues, road traffic accidents and petty crime are much more
common. For both employees commuting to the office and traveling across the globe,
develop clear emergency contact information for employees to use in case of a disaster
or incident. In the event an incident impacts an office location (perhaps even members
of the crisis management team), it's useful to employ two-way messaging tools that
can automate incident notifications, so employees can get the information they need,
when they need it.
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DID YOU KNOW

of organizations have 24/7
threat monitoring in place,
often through partners.!

Frequent Traveler In-office Employee

For the employee on the road.

What about employees working in home offices or in the field? Or those
driving from client site to client site? Employees constantly out of a physical
office are some of the hardest to track and support. Ensure you can assist
them when needed:

Make it mobile.

Implement tools that can reach employees on the go, such as SMS, email and text-to-
voice. You're on-the-road employees should also be able to access a mobile application
or tool that allows them to check in and request help, so you can assist them with things
as big as a natural disaster or as small as a traffic accident.

Provide around-the-clock support.

Natural disasters, terrorist attacks and medical incidents don't sleep, and neither
should your duty of care program. Establish 24/7/365 monitoring and support services
for your employees, ensuring that no matter the time of day, someone is available to
assist, or at a minimum can provide reporting and information about your employees.

If your internal team is too small to monitor around-the-clock, customize your
communication tool to send out automatic notifications or identify third-party experts
you can leverage to supplement your staff.

Adopt an assistance provider.

If your organization has many employees, it may be necessary to maintain contracts for
health, security and travel assistance services. An assistance provider will be especially
vital should your security department or travel manager become overwhelmed

during an event. Ensure employees are briefed and have access to information on

how to access assistance or medical services when faced with a trip disruption or an
emergency.

> Where are the gaps in your current plan? Take our risk assesment to find out.

(475>


https://www.concur.com/en-us/risk-assessment-home
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Learn more at concur.com

BTN Taking on Travel Risk Management Survey, 2017
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No part of this publication may be reproduced or transmitted in any form or for any
purpose without the express permission of SAP SE or an SAP affiliate company.

The information contained herein may be changed without prior notice. Some software
products marketed by SAP SE and its distributors contain proprietary software
components of other software vendors. National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational
purposes only, without representation or warranty of any kind, and SAP or its affiliated
companies shall not be liable for errors or omissions with respect to the materials.
The only warranties for SAP or SAP affiliate company products and services are those
that are set forth in the express warranty statements accompanying such products
and services, if any. Nothing herein should be construed as constituting an additional
warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any course
of business outlined in this document or any related presentation, or to develop or
release any functionality mentioned therein. This document, or any related presentation,
and SAP SE's or its affiliated companies’ strategy and possible future developments,
products, and/or platform directions and functionality are all subject to change and
may be changed by SAP SE or its affiliated companies at any time for any reason
without notice. The information in this document is not a commitment, promise, or legal
obligation to deliver any material, code, or functionality. All forward-looking statements
are subject to various risks and uncertainties that could cause actual results to differ
materially from expectations. Readers are cautioned not to place undue reliance

on these forward-looking statements, and they should not be relied upon in making
purchasing decisions.

SAP and other SAP products and services mentioned herein as well as their respective
logos are trademarks or registered trademarks of SAP SE (or an SAP affiliate company)
in Germany and other countries. All other product and service names mentioned are the
trademarks of their respective companies.

See http://www.sap.com/corporate-en/legal/copyright/index.epx for additional
trademark information and notices.
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