UK  Trip Form
This form must be completed in full and submitted to studentsunion@norwichuni.ac.uk at least 6 weeks in advance of a trip taking place. 
This form is required to ensure you are protected and that your trip runs safely, and so that your group leaders are prepared to run the trip.
You must not make any payments for the trip until this form has been approved by NUASU. 
This form does not replace the risk assessment; a risk assessment covering travel, accommodation, venue safety and activity will still be required. This must be submitted at least two weeks before the trip taking place. 
Trip Information Guide (Please complete):

	Trip Information Guide

	Student Group name:
	

	Group Leader:
	Name: 
Student number: 
Telephone number:
Email address:

	

	Second Group Leader:
	Name: 
Student number: 
Telephone number:
Email address:

	

	External trip provider / Rep name (If applicable):
	

	Driver(s) (If applicable):
	

	Vehicle hire company (If applicable):
	

	Type of activity: 

e.g. study trip to York
	

	Itinerary of the trip:

Please provide a breakdown of your activities day by day or a rough breakdown of each day

Your activities should be reflected in your risk assessment. This will be checked
	

	Objectives of the trip:
	

	Accommodation details:

Please provide post code, contact details or website
	

	Number of and standard of participants:


	Novice: 
Intermediate: 
Experienced: 
Total participants:

	




	First aiders on the trip:

If applicable 
If no first aider is present, please outline what your plans are if an accident takes place.
	1.
2.
3.


	Information of travel:
	Dates / times of travel:
Method(s) of travel:
Your flight numbers (if applicable):
Your chosen airport (if applicable): 


	Departure dates & times:

Please detail this for outward and return parts of your trip
	

	Departure points:

Please detail this for outward and return parts of your trip

	

	What are your plans if a participant becomes uncomfortable, ill or wants to go home:
	

	Are there any circumstances where the trip could get cancelled:
	



Trip Checklist:

· First Aid Kit (If you don’t have one ensure your accommodation or venue does)  
· Risk Assessment  
· Types of planned activity (reflected in itinerary)  
· Participants know where to meet?  
· Participants know your pre-trip information and instructions?  
· Emergency procedure known amongst group?  
· Map / Book / Guide / Directions  
· Suitable equipment (Sporting / outdoor events)  
· Participants have insurance or EHIC  
· Are vaccinations required for the destination?   
· Checked the weather forecast?  
· Checked local conditions specific to activity?  
· Appropriate clothing packed by participants?  








Participant List

	Participant List

	Full Name of Participant:
	University Number:
	Emergency Contact Name:
	Emergency Contact Number:
	Emergency Contact Relationship:

	i.e. John Smith
	i.e. 12345678
	i.e. Adam Smith
	i.e. 01234 567891
	i.e. Parent

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Budget Matrix:

	Budget Matrix

	Expenditure:
	Income:
	How are you collecting the money:
	How are you paying the money:

	e.g. Flight tickets x10 = £1000
	e.g. Charge £10 over flight ticket to provide group activities = £1100
	e.g. Collecting £110 from each participant via Native
	e.g. By meeting with a member of the Students’ Union to make the payment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Declaration:

	
	Name:
	Role:
	Signature:
	Date:

	Trip Leader:

	
	
	
	

	Second Trip Leader:
	
	
	
	

	Students’ Union Staff:

	
	
	
	



	
	
	



