Student Trip Pack
This form provides information for student run trips and should be completed alongside a comprehensive Risk Assessment.
[bookmark: _Hlk86668946]The completed Trip Pack should be provided to the Your Communities Team at least 2 weeks prior to the trip (email to yourcommunities@sunderland.ac.uk).

	Trip organisers i.e. society: 
	


	Trip Start Date/Time: 
	

	Trip End Date/Time:
	

	Trip Purpose:
	


	Destination address (including post code): 
	




Please provide details for two lead contacts on the trip – these should also be shared with all students attending the trip and make sure they regularly check their phones during the trip:
	Trip Leader 1:
	


	Mobile Number:
	


	Email Address: 
	


	Trip Leader 2:
	


	Mobile Number:
	


	Email Address: 
	




Trip Leader Responsibilities
Please identify who will take lead responsibility for the following 
(trip leaders can hold more than one role but you should be mindful that some may be difficult to mage at the same time):
	Itinerary (overall lead on the day, making sure everyone is on time, liaising with activity, transport and accommodation providers, and answering participant questions about the itinerary)
	

	People (securely hold participant details and check every participant is accounted for)
	

	Finance (making payments and keeping track of expenses and receipts)
	

	Health & Safety (identifying fire evacuation procedures, checking in with participants with flagged medical needs, identifying local medical services including first aid assistance, and calling emergency services if required)
	

	Access (if required – supporting participants with access needs to ensure these are met)
	



Please ensure that participants are all aware of who to go to about what. All Trip Leaders should be confident of all plans and procedures, should a responsibility lead be unavailable.

For overnight stays, please complete the following section:                                                 (For trips with multiple overnight stay locations please repeat this section for each accommodation)
	TRAVEL

	Travel Provider:
	


	Travel details including dates and times:

	 

	Contact details:
	


	ACCOMODATION

	Accommodation details (including address):
	



	Arrival Date:
	

	Departure Date: 
	

	Contact details: 
	




Where students are using their own vehicles to transport participants, they must complete a ‘Driving Own Vehicle’ for

Itinerary	
Please let us know what you plan to do on your trip – this information should also be shared with all students attending the trip. 
	Date/Time
	Item/activity
	Location
	Cost 
(if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Participant List
	Full name
	Email
	Student number and contact number
	Emergency contact name/number
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In an Emergency
Any incident which involves contacting the emergency services needs to be reported ASAP.
In an emergency: 
· Try to keep as calm as possible. 
 
· As much as possible make sure everyone is safe, but only if it is safe for you to do so. 
 
· Call any emergency services required (999, or 112 in Europe). Follow any instructions the emergency services give you.  If on campus, alert Campus Security: 0191 515 2028 - save this number! 
 
· Notify Your SU (0191 515 3030 – save this number too) of the incident immediately. Outside of Your SU office hours contact University Security if a student is hospitalised, or if there has been a fatality. If you are on an overnight trip, you will have been given an out of hours SU contact too.
 
· Do not speak to the media about the incident, this includes posting on your social media accounts. You should make sure participants also adhere to this, as this can cause additional or unnecessary worry for the friends and relatives of those involved. All media requests will be managed by Your SU and University, so please direct journalists to: yoursu@sunderland.ac.uk. 
· Make a note of exactly what has happened and record names and contacts of any witnesses.
This type of event is very unlikely to occur but being prepared means that you will know how to act if it does. Remember that it is important that you notify Your SU of all your events and activities, so that staff can quickly help you with any situation, as the necessary information will already be on record. 
Any accident, including non-emergency incidents and near-misses, should be reported to Your SU as soon as possible and within one week of an incident taking place. There is an Incident Report form on the SU website for this purpose.

	SU Out of Hours Contact (please save)
	To be completed by SU staff






Trip Leader Checklist
☐	We have supplied all risk assessments and insurance documents for organised transport (if applicable i.e. when using private transport such as a coach).
☐	We have supplied a risk assessment for the trip, covering all provided activities on the itinerary.
☐	We have supplied the Your Communities Team with a complete participant list for the trip.
☐	We have informed all participants about the trip and provided information on:
· Clothing appropriate to the conditions.
· An itinerary of the trip including departure and arrival times.
· Bringing personal medication for the duration of the trip.
· That personal items are brought at the owner’s own risk.
· Safety, first aid and emergency procedures information.
· Expectations of behaviour and consequences for failing to meet these.
· Key contacts throughout the trip.
· (For travel abroad) Passports, travel insurance and vaccinations.
☐       We have let members know how to opt out of being filmed or photographed.
☐       We have saved important phone numbers in case of emergency, including SU Reception, University Security and SU Out of Hours contact.
☐       We have a copy of the Incident and Accident Report Form and agree to report all incidents to the Students’ Union within 7 days.


Signed (trip leader name):
Date:
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