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Administration 

Liability of the European Medicines Agency (EMA) regarding delegates and visitors
EMA liabilities
Travel expenses
Travel expenses are reimbursed to delegates whose place of employment as specified in ECD or equivalent system is more than 80km (50 miles) from the EMA premises as defined in the EMA rules for reimbursement of expenses for delegates attending meetings.

Changes to bookings

If the meeting time fluctuates by more than 4 hours prior to the scheduled meeting time, the Agency will cover a new return ticket in the appropriate category or class.  However, any such bookings must be made through the Agency’s travel office.  Only amendments resulting from changes to the meeting scheduling will be covered by the Agency.

Daily allowance

A daily allowance will be granted to all delegates for participation in EMA meetings as defined in the EMA rules governing the reimbursement of expenses for delegates.  However, in case of delegates attending less than 50% of the meeting day for which they have been invited, no daily allowance will be paid.

Hotel expenses

Hotel expenses are reimbursed to delegates whose place of employment as specified in ECD or equivalent system is more than 80km (50 miles) from the EMA premises as defined in the EMA rules for reimbursement of expenses for delegates attending meetings.

Guidelines in place in the advent of adverse events
Guideline for meeting management in the event of full or partial closure of UK airports and train stations:  transports and hotels can be cancelled/rebooked for delegates within the limits of the EMA rules for reimbursement of expenses for delegates attending meetings.
Guideline for meeting management in the event of industrial action of local transport services: delegates’ hotels can be changed to those based in the Canary Wharf area if required within the limits of the EMA rules for reimbursement of expenses for delegates attending meetings.
Guideline for meeting management on major international events taking place in London: meetings can be cancelled, postponed, held virtually or at another location depending on the scale of the event.  Any travel and hotel costs will be covered as normal within the limits of the EMA rules for reimbursement of expenses for delegates attending meetings.

For representatives of organisations, such as for example Patients’ organisations, the liability of the Agency could be extended to full commitment, where it is demonstrated that the delegate works on a voluntary basis for the organisation he/she represents and does not receive any other financial income. 
For any additional issues, a decision will be taken at the discretion of the EMA’s management.
Health and Safety, Fire and Emergency 
The Agency’s Health and Safety policy applies to staff, contractors, delegates and all people working within its premises.  Relevant information is provided to the delegates via the delegates’ information pages and all delegates are expected to adhere to the procedures in place for health and safety, fire and emergency.  The policy only applies on the Agency’s premises.  
Legal Liability for Injury or Damage
The EMA shall not be liable for any material or non-material damage suffered by invited experts or those responsible for accompanying a disabled expert in the course of their journey to or stay in the place where the meeting is held, unless such harm is directly attributable to the Agency. In particular, invited experts who use their own means of transport for travelling to such meetings shall be entirely liable for any accidents that they might cause or be involved in.

The EMA is not responsible for delegates and third party visitors possessions during travel to and from and whilst attending meetings arranged by EMA either on our premises or elsewhere. Delegates and visitors are therefore encouraged to have the necessary insurances in place and provided at their own account or by their public authority or organisation. 
EMA Public Liability insurance
The European Medicines Agency has in place Public Liability insurance which provides the Agency with indemnity for its legal liability due to the death of, or bodily injury to, members of the public, including delegates and visitors, or damage to their property arising out of the course of the Agency’s business.  
Personal effects of delegates misplaced either on or off the Agency's premises are not covered by the Agency’s Public Liability insurance.  The Agency does not insure any other risks to visitors, and the Agency is not liable for any other risk or loss experienced by visitors to the Agency. 
Delegate/visitor/public authority liabilities
Delegates and visitors are expected to ensure that either they or their public authority have arranged insurance against travel insurance risks including emergency medical expenses and loss of personal possessions.

Alternatively, delegates employed by a Member State’ public authority are expected to be provided with relevant indemnities for their business trips by the rules and the regulations in force at their Ministry/Institution.  This includes travel to and from their place of employment.
The same consideration applies for nominated experts who represent the National Competent Authority or the Ministry and who are employed by other institutions, such as universities, hospitals or any public sectors.  Representatives of civil societies working for private organisations, who have been nominated due to their expertise in a particular field, should be covered by their organisation.
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	Telephone

+44 (0)20 3660 6000
Facsimile

+44 (0)20 3660 5555
Send a question via our website www.ema.europa.eu/contact
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