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	Trip Registration Form


Please complete a trip registration form for all trips, activities and events that take place off campus. 
The form and accompanying paperwork must be completed and submitted to Student Activities staff at least 10 days prior to the trip taking place. Failure to allow sufficient time for the relevant health & safety checks to be made could result in your activity being cancelled 
	Club or Society:



	Name of Trip Leader/Organiser:


	Name of qualified 1st Aider:



	Trip Details
	 

	 Departure date:


	Return date:



	Departure time:


	Return time:



	Mode of transport (please tick the appropriate box)

	SU minibus          
[image: image2]  Coach               
Train                                                       Private Car(s)               

Hire vehicle                                           Ferry/Plane             


	Name of driver(s):



	Purpose of trip:



	Trip Itinerary

Please provide details of your plans and the activities that you will be participating in throughout the time that you are away. 

	

	Details of destination
	 

	(Please include the destination address and the name/phone number of a site representative)



	 Address of overnight accommodation: (if applicable)



	Please attach the following paperwork:                                                              TICK


	Risk Assessment (either completed by the trip leader or supplied by the external activity provider being used)        


	

	Public Liability insurance Certificate for any external organisations or venues being used showing cover of at least £2,000, 000 


	

	Private vehicle registration form for any private vehicles being used (this process only needs to be completed once a year for each vehicle)


	

	Passenger List
	

	High risk activities should also attach pre-trip information specific to the activity (e.g. weather forecast, sea conditions, proposed route & a map etc)


	


Declaration for the Trip Leader/Organiser:

· I certify that all persons participating in the trip are registered members of the Club/Society 
· I understand and will adhere to the Student Activities Emergency Procedure on the reverse of the ‘Passenger List’

· All statements contained in this form are true and correct.

Name: (Please print)_____________________________________________

Signed:______________________________________Trip Leader/Organiser

	 For Students Activities Only

	Date form received: __________________ 

Trip authorised:        YES/NO

Name: _________________________ Signature:__________________________
Date: _____________________________
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