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Trip Pack
Information
Planning Tools
Registration Forms

This pack contains all the information you should need to help plan and run a successful trip.  Whether your trip is a day out or a weekend away, this pack will help you to think about everything you need to organise, and it contains all the forms you must complete.

Remember that the staff and Officers at Hallam Union are here to support you, and it is recommended that you talk to us about your plans so that we can use our experience from past trips to help make yours a success too.
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Overview
Many societies like to run trips for their members.  These could be fun social days out to a theme park for instance, or educational trips to conferences that meets the aims of the society.  
Just like many other events, a trip should be planned well in advance.  We can help you plan your trip, wherever you are going.
Destination
There are two things that you should really think about first, your intended destination and why you are going there.
For example, you could be going to a specific event that is related to the aims of your society, in which case you may be planning the trip because it will help further the understanding or experience of your members.  Or maybe, you want to offer your members a social day out at the end of the year.  In this second example, you need to think carefully about what destination your members would like to go to.  You could even ask your members for suggestions and put the nominated places to a vote.
It is important that there is a clear reason for going on the trip, because you must show your members how you are spending the society's money on activities that meet the aims of the society and that the members want to take part in.
Access
When choosing your destination, there are number of accessibility factors that you should consider.
Opening times: It may seem obvious, but some places may only be seasonal.  Make sure it will be open when you get there.
Group bookings: Some places have restrictions on large groups, and you may need to book in advance to avoid disappointment.  You may also find that by booking before you go, you are eligible for a reduced entry fee.
Members' requirements: If any society members have particular needs, do check that these are met by your chosen destination.  For example, is there disabled access, or are dietary requirements catered for?
Budget
Once you have decided upon your destination, you need to consider how much money you have available to fund the trip.  It may be possible to use a budget allocation from the Union to cover some of the transport costs.  However, this can only be up to 50% of the transport costs.
If you wanted to use a budget from the Union, you would need to know how much your transport is likely to cost (see the next section), and you may need to allow enough time for any additional budget request to be considered by the Societies Standing Committee.
Transport is not the only financial cost associated with trips, you should also factor in any entry fees or other costs to be encountered at your destination.  Be sure to do your research early on in your planning, so that you don't get any nasty surprises when you get there.
You should also consider asking for a contribution from members who will go on the trip.  This can be supplemented by a budget and/or membership fees and other income.
Transport
We can help to organise almost any form of transport you may need for your trip.  It is best to come and talk to us about your plans, and we can help you to decide on what transport to use, and we can help you to find out how much it might cost.  Not forgetting that we can make any bookings for you too.
Using Your Own Vehicle
Anyone using their own private cars for society business MUST log the following details with the Activities and Societies Coordinator:
MOT Certificate
Car Insurance Certificate
Drivers Licence (Paper copy and photo card)
Your car insurance may cover you only for personal or leisure travelling. This may not cover you to carry members of your society to or from certain activities.  Be especially careful if you are receiving reimbursement for fuel or payment of any kind for the service, as this may invalidate your insurance.  It is best to notify your insurance company that you are using your vehicle for voluntary activities.
Only those who have logged their details, as outlined above, will be able to claim back travel expenses.  Claims are based on mileage, so you will need to measure the journey accurately before submitting a claim.  We will not reimburse fuel receipts for members' own vehicles.
How to Book/Hire Transport 
Before you can book any transport (coach, bus, train, etc.) you will need to complete a Trip Registration Form. You can then complete a Transport Booking Form, which will give us all the information to book the transport you want. Both forms are included in this pack.  Hallam Union will not pay any fines incurred (parking, speeding etc). These will not be paid out of society budgets either.
Cancelling a Booking
Should you need to cancel the booking, Hallam Union will do its best to avoid incurring charges. However this is not always possible and you may be invoiced for the full amount which will be deducted from your society accounts. 
General Transport Guidelines
For passengers, drivers, activity organisers and society officers, using any vehicle in connection with a Union activity.
· A trip registration form must be completed prior to departure.
· All seats must be forward facing (and installed by the manufacturer).
· Seats must not be removed to make way for storage.
· All gangways must be kept clear (all passengers must have unobstructed access to the two exits).
· All doors must be unlocked when passengers are on the vehicle.
· You must be able to see through all windows.
· Vehicles must not be overloaded (the numbers of passengers will be stated on the policy document/the maximum weight on the vehicles specification plate).
· Passengers are required by law to wear seat belts if fitted
· Alcohol can not be consumed on the vehicle
· Passengers must not distract the driver's attention when the vehicle is in motion.
· A fire extinguisher and first aid kit must be carried in a minibus (this should be checked by the driver at the start of the journey).
· It is recommended that a maximum of 2 hours is spent at the wheel after which a break of at least 15 minutes should be taken.
Hired Self Drive Vehicles
It should be recognised that in such circumstances there is a heavy responsibility placed upon the driver. The driver is legally responsible for the vehicle once it has been signed for. The Union will be responsible for the hiring of appropriate vehicles for the activities from hire companies. A check list will be provided by the hire companies. This should be checked by the driver who should ensure that any First Aid kit and Fire Extinguisher are provided as agreed with these companies.
Contract Vehicles
If a driver has been provided with a hired vehicle to drive, the 'duty of care' will lie with the driver and the contractor. However, it is the responsibility of the activity leader / trip leader to ensure that all the passengers comply with the 'general transport guidelines'.
Ensuring your event is safe
Once your plans begin to take shape you MUST complete a risk assessment.  This will allow you to see where any potential health and safety hazards are, and you can identify what steps need to be taken to minimise the risks.  It is much easier to do the risk assessment at the same time as the planning and organising, so that you can organise any controls as well. For example, you may be doing some outdoor activities and realise that you need a trained instructor.  By realising this early on in the planning of your trip, you have time to enquire if an instructor is available at the destination, and book one if necessary.
You should note that all trips carry some element of risk, and this should not stop the trip from going ahead.  Your risk assessment will show us, your members and anyone else involved exactly what you have done to reduce the risks as much as possible.
A template risk assessment form is included in this pack, and we may well have some examples from past trips that you can refer to for your own assessment.
Trip Registration - Emergency Contacts
As well as a risk assessment, you MUST complete a trip registration form and a trip member registration form (both are included in this pack).  All this information is passed to the University 24 hour Security Office, so that should you need to get hold of a member of staff (or someone need to get hold of you) out of office hours, then they have the necessary information.
A trip registration form should be completed before any transport is booked (the transport section of the form can be filled in once this is done).  The trip member registration form should be filled in 2-7 days before the departure date.
Make success happen
Remember to share the responsibilities of organising your trip amongst your team.  Make sure that everyone is clear about what they need to do (e.g. that whoever books the destination knows the times that you will get there, so they have been talking with the person arranging the transport).
Have regular meetings as the organising team, where everyone updates on their area of responsibility.  This is particularly useful because everyone can support each other, identify solutions to problems that may arise (e.g. your chosen destination is closed, so where can you go instead?), and you can make sure that it is on track to be the success you want it to be.
And finally…
We will be happy to answer any questions you may have, and to help resolve any difficulties that may arise.  We look forward to working with you to help make your event the blinding success that you want it to be.  
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Please fill in this form to ensure that we have all the details to complete your booking.
	Society name
	

	Contact name and email/phone
	

	Transport Details

	What transport do you want to book?
	   Coach

   Minibus + Driver

   Bus (e.g. Megabus/National Express)

   Train

	Outbound Journey

	Where do you want to be picked up?
e.g. address and postcode or station name
	

	What date and time do you want to be picked up?
	

	Where are you travelling to?
e.g. address and postcode or station name
	

	Return Journey

	Where do you want to be picked up?
e.g. address and postcode or station name
	

	What date and time do you want to be picked up?
	

	Where are you returning to?
e.g. address and postcode or station name
	

	Any Other Information

	

	Which society account should this be paid from?
(Please tick)
	
    Income & Membership Fees

    Budget from the Union



Please return your completed form to the Activities and Societies Coordinator in the Activities Pod, allowing at least two weeks before your trip.
	SPORTS ACTIVITY / COMPETITION /TRIP REGISTRATION FORM



	NAME OF CLUB:
	Please print!

	GROUP LEADER DETAILS

	Name
	Qualification(s)
	Emergency Contacts (mobile no's)

	
	
	

	
	
	

	
	
	



	ACTIVITY LOGISTICS

	Numbers going on trip
	
	Date of trip:
	

	Name of Competition
	

	Location of Activity
(inc venue name,  address)
	
	Contact Name
	

	
	
	Telephone:
	

	Accommodation details
(inc address, & telephone no)
	

	Depart Point & Time (Sheffield)
	
	Destination Arrival Time
	

	Depart Point & Time
	
	Arrival Time (i.e. back in Sheffield)
	



	TRANSPORT

	Type of hired vehicle (e.g. 1 x 16 seater minibus, 1 x caravelle, 1 x ford fiesta, 1 x minibus SCT)
	
	Hire company 
	

	
	
	Telephone
	

	Hire Vehicle drivers / Minibus drivers Names
	Telephone 
	Age
	Midas Assessed?
	pick up date / time
	drop off time / date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Private cars
	Registration no's
	Drivers Name
	Office use only Driver details received?

	
	
	
	MOT
	Drivers Licence
	Insurance Cert

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	FIRST AID

	Name of First Aider
	
	Qualifications
	

	First Aid Equip Carried
	yes / no                (please circle)
	
	



	ACTIVITIES

	No. of Beginners
	
	Beginners to experienced ratio
	

	Nature of activity
	

	Approx Itinerary
	Day 1
	Day 2
	Day 3

	
	


	
	

	Any known difficulties to be encountered
	yes / no         (please circle)
	

	If yes please give details.



	AUTHORISATION

	CLUB ACTIVITY / TRIP LEADER DECLARATION

	Have those on your trip read a copy of Club Code of Practice: 
	Yes / No
	

	Have rescue/emergency services been informed:
	Yes / No
	If yes which have been informed?
	

	
	SIGNED
	NAME (please print)
	DATE

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

	Office Use Only :  Hallam Union Authorisation
	
	
	


	EMERGENCY CONTACT NUMBERS

	Hallam Union Reception  0114 2254111
	24 HR Security 0114 2252000  (in cases of  hospitalisation/road traffic accident only)
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 (
TRIP MEMBERS REGISTRATION FORM
)

Page 1 of __
Name of Society:				Date:			Trip Location:
	Name of Student
	Societies Membership Card []
	Student ID Number
	Parents / Next of kin emergency
contact no.
	Known Medical
Conditions
	Known Allergies

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




Page __ of __
Name of Society:				Date:			Trip Location:

	Name of Student
	Societies Membership Card []
	Student ID Number
	Parents / Next of kin emergency
contact no.
	Known Medical
Conditions
	Known Allergies
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	Activity covered
	
	People affected
	

	Location/venue of activity
	
	
	



	Assessed by 
	
	Position on Committee
	

	Date of assessment
	
	Assessment renewal date
	



Things to think about:

Will your activity be near a body of water?  Consider the likelihood of drowning, hypothermia, disease, access, debris and currents.

Will the weather affect your activity?  Consider adverse weather, heat, light (sunburn/vision), cold, wind (e.g. debris).

Will general lighting or temperature at the venue impact on the activity?

Is any equipment involved in the activity?  Consider storage, electrics, weapons/ammunition, protective clothing/equipment, manual handling, transportation, breakage/damage, falling object, misuse.

Does the venue or location affect the activity?  Consider height/depth/altitude, personal security, confined space, obstructions, ventilation.

Is travel involved?  Consider how to get everyone and everything to/from the location, and the vehicles to be used (if any).

Consider general contact/collision risks such as other people, equipment, surfaces, slips/trips, animals, hazardous substances.

Are there any other risks involved in your activity? Examples could be the use of display screen equipment, repetitive work, noise, fire hazards, and food preparation/provision.


Complete the table below for each aspect of your activity and hazard you have identified.  
C = Hazard Consequence	L =Likelihood	R = Risk Rating (CxL)	Ratings are scored from 1 (low) to 5 (high)
	Activity
	Hazard associated with the activity
	Rating
	Control measures to be taken
	Rating

	
	
	C
	L
	R
	
	C
	L
	R
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