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TRIP LEADER/TRIP REGISTRATION FORM
TRIP LEADER REGISTRATION SECTION 

Trip leaders/organisers are advised to provide participants on trips with information in order to ensure their safety, as reasonably as possible. The following is a list of suggested information which participants could reasonably expect to receive. This is not definitive and leaders/organisers should adapt the information as appropriate. It is recommended that participants receive the following in writing.
Any Student participating must be 18:
REQUIREMENTS OF A TRIP REGISTRATION FORM 
· Name/Contact details/Qualifications of Trip Leader/Organiser

· Departure/Return Times

· Level of skill/training required & Level of difficulty 

· Itinerary 

· Emergency procedures for trip and University/Union contact information

· Equipment to be used 

· First aid cover/first aider (it is Warwick Sport Policy that the Trip Leader/Organiser arrange for someone to be on the trip with at least basic first aid training) 

To be completed by the Trip Leader/Organiser: 

	Name
	
	Warwick Card No
	


	Address and Telephone Number

	


AUTHORISATION 

	Society/Club President
	
	Society/Sports Management 
	


TRIP REGISTRATION FORM

This form is to be completed at least 48 hours before the proposed trip or 7 days before the proposed tour

	SOCIETY/ CLUB
	


	AUTHORISED TRIP LEADER/ORGANISER
	


	TRIP FIRST AID QUALIFIED PERSON

(Where applicable)
	


         TRIP INFORMATION – DATES/TIMES

	DATE FROM
	
	DEPARTURE TIME 
	

	DATE TO
	
	EXPECTED 

RETURN TIME
	


	    MODE OF TRANSPORT (Please indicate as appropriate from list)

	External Minibus
	External Car
	Private Car
	Coach
	Other (Please specify)

	
	
	
	
	


	DESTINATION
          
                              DESTINATION
	


	DESTINATION ADDRESS AND TELEPHONE. NO.                  
	TRIP LEADER MOBILE NO.

	
	

	TRIP ITINERARY (to be completed if the trip is overnight or longer)
Please include a copy of your proposed route and a map

	


RESCUE SERVICES

Where applicable, please ensure that the relevant emergency services are informed of your expedition and trip itinerary.  For example: mountain rescue, lifeboat station etc.

Should there be any need to call the rescue services then the following should be informed at the University.

   Weekdays during term until 8.00pm

   Weekdays during vacation until 4.30pm


 

All Other Times
   Warwick SUHQ







Main Gate

   University of Warwick







University of Warwick

   Coventry CV4 7AL







Coventry CV4 7AL

   Tel No. 024 76572777







Tel No. 024 76522083

EQUIPMENT

List ALL equipment for this trip.

	Equipment
	Owner
	Date of last safety inspection

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


FOR THE ATTENTION OF THE TRIP LEADER / ORGANISER

· I certify that all members going on the above trip have read and understood the Society/ Club’s Code of Conduct. 

· I have completed the authorised Trip Leader Registration Section.

· All statements contained in this form are true and accurate and will be adhered to.

	NAME (Please print)
	

	Trip Leader / Organiser Signed    
	



TRAVEL LOG
Sports Clubs: ALL people travelling on the trip (including spectators) need to fill in this section after reading the form and the Club’s Code of Conduct.

Societies need to fill in ALL the required details.
	Name
	Warwick

Card No.
	Medical Ailments

(Medication)
	Next of Kin Contact Details
	Signature
	Beginner

Y/N

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


· ‘Medical ailments’ refers to any condition of which the Trip Leader should be informed.

· For sports clubs, if you are a beginner you must inform the Trip Leader and complete the relevant section on the form.

FOR OFFICE USE ONLY





Date Received	…………………………      Signed ( …………………………………


Society/Sports Coordinator 









