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	Claimant Details

	Full Name
	
	Email
	

	Address
	
	DoB
	

	
	
	Phone
	

	
	
	Postcode
	

	Country of Residence
	

	School / Unit
	

	Designation
	
	Staff
	Yes / No
	Student
	Yes / No
	Other
	Yes / No

	Specify if ‘Other’
	



	Travel Details

	UoSA Travel Submission Number
	



	Loss Details

	Incident Date
	
	Location of Incident
	

	Type of loss

	Medical Costs
	Yes / No
	Own Property
	Yes / No
	University Property
	Yes / No

	Lost Baggage
	Yes / No
	Cancellation
	Yes / No
	Re-arrangement / Delay
	Yes / No

	Documents
	Yes / No
	Other
	Yes / No
	Emergency Evacuation
	Yes / No

	Description of Loss – what happened?
	

	Were the police contacted?
	Yes / No / N/A
	Ref No.
	

	Was the airline contacted?
	Yes / No / N/A
	Ref No.
	

	Travel provider contacted?
	Yes / No / N/A
	Ref No.
	

	Healix Assistance contacted?
	Yes / No / N/A
	Ref no.
	

	Total Amount claimed (£ GBP)
	£



	[bookmark: _Hlk207027974]Breakdown of Claim (add extra lines if required)

	Description of item claimed
	Currency
	Amount
	Evidence

	
	
	
	Yes / No

	
	
	
	Yes / No

	
	
	
	Yes / No

	
	
	
	Yes / No

	
	
	
	Yes / No



Declaration: I declare that the statements on this form and the information provided in support of this claim are true and complete to the best of my knowledge

Name:

Signature:						Date:







Please use this space for any additional information:



Type of Loss / Evidence Required

Medical expenses:
· Itemised invoices for the costs incurred.
· Medical report confirming the diagnosis received abroad. 

Personal Property:
· The police, airline or other relevant loss report.
· Receipts or other proof of ownership for the items claimed (if available). 
· Currency transaction slips for money losses
· For damaged items confirmation from approved repairer that the item is damaged beyond repair.

Baggage 
· Documentation in support of the amount claimed (eg. original receipts, credit/debit card statements detailing the original purchase or operating manuals), failing which links online to identical item lost
· Where an item has been damaged a repair estimate should be provided and if the item is beyond economical repair, then confirmation should be forwarded from the repairer and a replacement estimate/invoice provided
· Should a claim be for a lost mobile phone we will require written confirmation from the mobile phone provider confirming when the loss was reported to them and when the SIM was blocked. We will also ask for confirmation of any costs to replace through the same provider.
· If the items were lost, damaged or stolen whilst under the care of the Airline a Property Irregularity Report (PIR) form, tickets and baggage tags will be needed 
· For delayed luggage claims, we require receipts for all emergency items purchased together with confirmation from the Airline detailing the duration and cause of the delay
· Confirmation that a recovery has not been made from the Airline or any other insurer or if so, then value of the recovery

Cancellation, Curtailment, Change of Itinerary and/or Travel Delay
· Cancellation invoices from travel agent, airline or accommodation provider. These documents should show the amount paid and the amount refunded.
· Evidence of the reason the trip was cancelled or cut-short.
· If the trip was rearranged, please provide invoices for any additional costs incurred.
· If the flight was delayed, provide written confirmation from the airline that the flight was delayed or cancelled. This can be an email or letter from the airline. Usually, the airline will create a standard letter for insurance purposes that confirms the length and reason for delay.
· Claims for meals will not ordinarily be covered
 
Example Breakdown of Claim

	Breakdown of Claim

	Description of Items 
	Date Purchased
	Currency
	Amount
	Evidence (Y/N)

	3in1 Jacket
	21/06/2024
	GBP
	180.00
	Y

	Mobile Phone
	02/05/2023
	GBP
	250.00
	Y

	Rucksack
	Unknown
	GBP
	85.00
	N

	Keys
	Various
	GBP
	26.00
	Y

	
	
	
	
	





Policy Provider: RSA                                      Policy Number: PA04282305
Contact: Nicola McCue                                   Position: Risk Resilience and Insurance Officer (UoSA)
Email: insurance@st-andrews.ac.uk 	Phone: 01334 464435
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