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Student Group’s Trip Registration Form 

Union Activities, University of Leicester Students’ Union
Student Group Trip Registration Form
· You should complete this form at least two working days before the trip takes place and email a copy to the Union Activities on unionactivities@le.ac.uk.
· You should also take a copy with you on the trip so that in the event of an emergency, you can get in contact with any of your members.  

· Please insert additional information as required e.g. copies of insurance documents, accommodation confirmations, transport details etc.
· You must ensure that everyone on the trip is aware of the emergency procedure as set out at the back of this form.

· You must complete all parts of this form.

	Name of Student Group 

 (in full – no abbreviations)
	

	Name(s) of trip leader(s)
(minimum of 2)
	
	Contact Number
	

	
	
	Contact Number
	

	Date(s) of Trip
	
	Number of Days Away
	

	Number of people going on the trip
	

	Transport arranged for trip

(e.g. Coach, Union Minibus, Flights etc.)
	

	Name(s) of any qualified first aider(s)
	

	Name(s) of driver(s)
	

	Location where activity will take place

including overnight accommodation address & telephone number


	

	Summary of activity

(include departure and expected return time from and to Leicester)
	

	Risk Assessment Submitted
Provide date and who the form was emailed to

	

	Signature(s) of trip leader(s)
	


Trip Participants

· Use this form to record the details of each person taking part in the trip, including the trip leaders.  Continue on additional sheets as necessary.

	Name of Student Group
	
	Date of trip
	

	No
	Full Name
	Mobile phone no.
	Email (@le.ac.uk)
	Student Number
	Medical Conditions e.g. asthma, allergies

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	


	Name of Student Group
	
	Date of trip
	

	No
	Full Name
	Mobile phone no.
	Email (@le.ac.uk)
	Student Number
	Medical Conditions e.g. asthma, allergies

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	

	21
	
	
	
	
	

	22
	
	
	
	
	

	23
	
	
	
	
	

	24
	
	
	
	
	

	25
	
	
	
	
	

	26
	
	
	
	
	

	27
	
	
	
	
	

	28
	
	
	
	
	

	29
	
	
	
	
	


Please copy the table & continue on another page if there are more people attending.
Health and Safety Policy

Emergency Reporting Procedure Summary

In the event of an emergency occurring off-campus the following procedure should be observed:

1. Assess the situation calmly and using common sense, decide on a safe course of action. If the trip organisers are around, notify them of what has happened.

2. For minor injuries, a trained first aider from your group/the venue should attend to the injury and make a decision about further action to be taken.

3. In the event of a serious injury, the designated first aider/trip organiser should contact the emergency services by dialling 999. You should await their assistance and give first aid treatment to casualties, if appropriate. Be prepared to give them as much information as possible about the condition of the casualty and to follow their instructions.
· Which emergency service do you need?

· Location (including directions if needed)

· What has happened

· Who is involved
 
4. Where a casualty is taken to hospital, it is advised that another member of the group (preferably a trip leader) should accompany them.

5. Where a serious incident or fatality has occurred involving a student, it is the role of the police to inform relatives. For this reason, it is essential that no one speaks to the media or contacts relatives to inform them of the accident. Do not give information to anyone other than SU or UOL Security Staff members dealing with the incident.


6. Following any incident, accident or injury during a trip, you should complete the student group incident report form (http://bit.ly/2zQMDMM).


7. In the case of a serious incident, or one for which you would like more support, call Union Activities during office hours (weekdays 9am-5pm) on 0116 223 1181 or out-of-hours call campus security, 0116 252 2888. 

8. If reporting an incident to the Students’ Union/University, the person taking the call should be informed that there has been an incident involving a student(s) from the University of Leicester, and you should give them:
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Your name and course
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Your location
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A telephone number(s) that you can be contacted on
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The group involved in the incident
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A brief description of the incident
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The number of students in the group
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The name(s) of any student(s) involved
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If applicable, the emergency services involved
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If applicable, the name of the hospital where any casualties have been taken
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If applicable, the name and number of any Police Officer involved in the incident

The person taking the call will follow the University’s emergency procedures to arrange the most appropriate response to the request for help.
9. Ensure the safety and welfare of all other members and make sure they are escorted to a safe place, if necessary. If the group splits up, ensure that there is an understanding of responsibilities between the groups and that each has a leader. Make sure that no members are left unattended.


10. If an incident occurs at another University or sports facility, ensure that you follow instructions from an official representative of that establishment.
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