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Trip Registration

There is much more advice about organising a trip online at www.ucsu.org/sports-societies/societies/resources/ . If you require any help with your trip please contact a member of the Activities team:
	Society trips


Casper Beade Rioseco
Volunteering/Activities Coordinator
d.beade@chi.ac.uk
01243816339
	             Sport trips

             Adam Sewell
             Sports Administrator
             a.sewell@chi.ac.uk
             012438166324

	
	


The purpose of trip registration forms

They allow the Students’ Union to monitor trips being organised by Clubs and Societies and ensure they are carried out safely. We may also be able to provide advice to help you run your trip. Trip registration forms tell us where you going, the dates of your trips, who is going and what you will be doing there. In the event of an emergency, this information will be used to provide more information to the emergency services, University departments and other relevant bodies.

Your responsibilities

Trip registration forms must be completed for all trips regardless of purpose, destination or duration. As a Club or Society committee member and/or trip organiser you have a duty of care towards participants and must complete a trip registration form and return it to the Activities Centre well before your trip departs.

Completing the form

All fields are compulsory unless otherwise indicated. All the information requested is done so for a particular reason. Incomplete trip registration forms will be returned to you to be completed. Student registration numbers are on the library cards of Chichester University students, non-students must become Associate Members of the Students’ Union via www.ucsu.org
If you need more space to provide more detail, e.g. passenger lists please add this at the end of the form.

Submitting trip registration forms

Trip registration forms must be submitted at least five working days before your trip departs. 
Forms must always be submitted via email to: a.sewell@chi.ac.uk (for Sports) or d.beade@chi.ac.uk (for Societies).
Your trip may not proceed until you have been notified that your trip registration and risk assessment have been approved. As long as you have completed the form and returned it with sufficient time before your trip it should be quick and easy for us to approve the form. Leaving sections incomplete will only delay this process so please take the time to complete the form correctly and in full.

Risk assessments

Trip registration forms must always be submitted with a risk assessment unless you have a previously approved generic risk assessment which covers this trip’s activities. You can find more information about risk assessments including guidance and downloadable forms online at www.ucsu.org/sports-societies/societies/resources/
	Trip Registration

In the event of an accident or incident contact 01243 816 363. Upon your return you must complete an Accident report form (these are available online at www.ucsu.org/sports-societies/societies/resources/

	TRIP OVERVIEW

	Trip departure date & time:      
	Trip return date & time:      

	Club/Society:      

	Trip organiser

Name: 
     
Address: 
     
Phone: 
     
Email: 
     
	Destination

Contact name: 
     
Name/location: 
     
Address: 
     
Phone: 
     
Email: 
     

	Risk assessment attached?
 FORMCHECKBOX 

	Generic risk assessment applies?
 FORMCHECKBOX 


	PARTICIPANTS - please put the trip leader in row 1

	
	Name
	Registration Number
	Mobile phone number

	1
	     
	     
	     

	2
	     
	     
	     

	3
	     
	     
	     

	4
	     
	     
	     

	5
	     
	     
	     

	6
	     
	     
	     

	7
	     
	     
	     

	8
	     
	     
	     

	9
	     
	     
	     

	10
	     
	     
	     

	11
	     
	     
	     

	12
	     
	     
	     

	13
	     
	     
	     

	14
	     
	     
	     

	15
	     
	     
	     

	16
	     
	     
	     

	17
	     
	     
	     

	18
	     
	     
	     

	19
	     
	     
	     

	20
	     
	     
	     

	TRANSPORT

	Method of transport (e.g. coach/minibus/car):      
Driver(s) name(s):      


	For trips that include an overnight stay, travel abroad and/or a degree of risk 
please complete this page. For low-risk day trips you may leave this blank

	ACCOMMODATION
	EMERGENCY DETAILS

	Contact name: 
     
Address: 
     
Phone: 
     
Email: 
     
	Names of first aider(s): 
     
Emergency contact:      
Phone number:      


	ITINERARY – please give details of all stages of your trip

	Stage
	Depart
/start
	Arrive
/finish
	Location
	Activity

	Example

	1 Travel
	07.00 Mon
	12.30 Mon
	To campsite
	Travel from Brighton to Cumbria by minibus. Arrive at campsite

	2 Hike
	14.00 Mon
	18.00 Mon
	Lake district
	Hike round Ulswater

	3 Overnight
	18.00 Mon
	08.00 Tues
	Campsite
	Evening meal, socialising & sleep

	4 Travel
	08.00 Tues
	15.30 Tues
	To Brighton
	Travel from Cumbria to Brighton by minibus

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	OTHER REQUIREMENTS – not all of these will apply to your trip. Please check those that apply and provide details in the other information section at the end of this form. You may need to check other information relevant to your activity, evidence of which must also be supplied

	Weather forecast

 FORMCHECKBOX 

Avalanche forecast

 FORMCHECKBOX 

	Tide conditions

 FORMCHECKBOX 
 

Surf/swell forecast

 FORMCHECKBOX 

	Water levels


 FORMCHECKBOX 

Local conditions

 FORMCHECKBOX 



	ADDITIONAL INFORMATION – please use this space to give any information that doesn’t fit on the form and/or evidence of weather forecasts etc

	


Once complete please email the form to us. For Clubs email a.sewell@chi.ac.uk or for Societies email d.beade@chi.ac.uk 
