TRIP PACK
This form is mandatory for all student group overnight activity, whether using Students’ Union transport, personal vehicles or another mode of transport. It must be submitted to your staff contact 2 working days prior to departure.
Any personal information collected in this form is the responsibility of the committee, who must ensure GDPR processes are followed. 
By submitting this form, the committee believe all information provided is accurate and true to the best of their knowledge. If any information changes, the committee will notify their staff contact immediately.
	Club / Society:
	
	Destination, inc. post code:
	

	Description of activity:
	
	Number attending:
	

	Trip leader and committee role:
	
	Departure date and time:
	

	Trip leader contact number:
	
	Return date and time:
	



Accommodation Information
Address:
Telephone number:
Website:
Transport Arrangements (please ‘X’ as appropriate)
__ Coach			__ SU Vehicles		__ Public Transport
__ Plane			__ Personal Vehicles		__ Other (please specify below)
	Participant Name
	Student Number*
	First Aider?
	Leader Role?

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	



* Associate members to replace with emergency contact number.



Itinerary
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
What general activities are you doing?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
What supervision is required?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
What appropriate ratio of leader to student is required?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
What First Aid provision is required?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
What safety equipment is required to run this activity?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Insurance details – do you need any specialist insurance, i.e. travel?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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Risk Assessment of the Trip / Activities
This trip is aimed at: (please ‘X’ as appropriate):	 __ Complete Beginners	     __ Beginners     __ Intermediate      __ Advanced     __ All

The below table ranks scenarios by risk in each column (1 lowest risk, 5 highest risk). In the yellow boxes, please enter the number that relates most to your trip and calculate the total score (bottom).

	
	Group
	Leader(s)
	Equipment
	Transport
	First Aid *see below
	Weather
	Accommodation

	1
	Group with appropriate competency at and above level of activity
	Leaders qualified at or above appropriate level for activity.
	No equipment or protective clothing required.
	Activity on site or local, no transport requirements for participants.
	First Aid available. Access to Emergency support. Persons qualified at appropriate level.
	Change in weather will have no adverse effect on group.
	No overnight stay.

	2
	Highly experienced participants undertaking activity at a high level of performance.  Participants are aware of risks involved and trained to deal with foreseeable problems
	Leaders experienced in leadership role at or above level of activity.
	Minimal equipment or protective clothing required to undertake activity. Required for comfort or peace of mind.
	Use of hired coach or public transport.
	First Aid not available. Access to emergency support. Persons qualified at appropriate level.
	Change in weather will have minimal effect of activity.
	Accommodation in hotel, B&B, staffed hostel or private residence.

	3
	Group with appropriate competency to attempt level of activity with suitable leadership, but not necessarily practical experience
	Leaders experienced and competent as a participant at level of activity. No leadership experience at this level.
	Some equipment or protective clothing required by participants. No training required for use, equipment failure may cause minor injury.

	Local or regional movement of participants or large/heavy items, using self-driven vehicles.
	First Aid available. Access to emergency support. No, or insufficient persons qualified at appropriate level.
	Change in weather could cause problems if the group is not adequately prepared with training or equipment.
	Bunkhouse or recognised campsite.

	4
	Group with some competency in activity.  Some awareness of risks involved.
	Leaders with some experience of activity but not at this level. No leadership experience.
	Complex, delicate or extensive equipment or protective clothing required for some or all participants.  Training on use of equipment required. Some reliance on equipment where failure may cause some injury.
	National movement of participants using self-drive vehicles or including overnight stay.
	First Aid not available. No access to emergency support. Persons qualified at appropriate level.
	Change in weather could rapidly lead to serious problems if the group is not adequately experienced or equipped.
	Overnight camping in wilderness area.  Use of Mountain Hut or Refuge.  Access to communication and/or shelter.

	5
	Absolute novices with no or little experience of the activity at any level.
	No experience of activity as a participant or leader.
	Complex, delicate or extensive equipment and/or protective clothing required for all participants.  Extensive training on use of equipment required.  Direct reliance on equipment, failure is likely to cause serious injury.
	Transportation of heavy or large items and many people, use of minibuses and trailers or travelling abroad.
	First Aid not available. Persons not qualified at appropriate level. With or without access to emergency support.
	Change in weather could have very serious repercussions for the group.
	Overnight camping in wilderness area.  No access to communication or shelter.

	Score
	
	
	
	
	
	
	


First Aid - Where are third party is qualified in first aid at an appropriate level, but not a member of an emergency service or your club. e.g. Instructor, attendant at sports facility. 
Access to Emergency Support - Where trained professionals would be able to be called to an incident within 45 minutes of an incident. E.g. Ambulance, Mountain Rescue, Coast Guard. 
Persons Qualified - Club members with First Aid Qualification a minimum of 4-hour First Aid Certificate for Societies, Pitch and Racket Sports, 8 hours or more for watersports, outdoor or hazardous activities (specialist certificates may be suitable).

	7-11 Low Risk
	12-18 Medium Risk
	19-24 High Risk
	25-29 Extreme Risk
	30-35 Unacceptable Risk



It is the responsibility of the committee to be aware of the risk of their trip and act in accordance with their Risk Assessment to implement control measures.
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