APPENDIX A – TRIP PLAN and CHECKLIST 
A Trip Plan must be completed and submitted to the responsible Unit Head for approval prior to departure.  Review by the Office of Health, Safety and Environment is also recommended.  The following template and checklist has been provided to assist with Trip Plan development.   

	#
	Requirement
	Details
	Complete

(

	1
	Trip Description & Itinerary
	Route, including starting and end points and any stopping points
	

	
	
	Location of trip, including description of terrain
	

	
	
	Times of departure, times at stopping points, return 

Maps, in sufficient detail to be able to locate the group in case of emergency


	

	
	
	Activities undertaken during trip
	

	
	
	Hazard rating (low, medium, high).  This is required to determine level of first aid training required by WorkSafe BC.*
	

	2
	Persons on trip
	Number of faculty/TA’s/ students expected for field courses (include minimum faculty:student ratio) OR
	

	
	
	Number of faculty/PDF’s/grad students/UG assistants for research trips
	

	
	
	Any training requirements or restrictions to participation
	

	3
	First Aid 
	First aid attendant (OFA Level 1 Certificate or higher depending on hazard rating of the trip; See Appendix E) 
	

	
	
	First aid equipment to be taken on trip, including Level 1 First Aid Kit (or higher depending on hazards associated with trip)
	

	
	
	Statement that participants will be required to carry Health Care card and as well as pertinent medical information (i.e. asthma, allergies) and necessary personal medical supplies/prescriptions and instructions for first aid attendant.
	

	
	
	Statement that the trip leader understands the UBC O accident/incident reporting requirements.  See http://ubc.ca/okanagan/hse/about/accidents.html
 for procedures and forms 

	

	4
	Communication and evacuation
	Forms of effective communication to be taken on trip;  i.e, cell phones, 3-watt bag phones, satellite phones† (check for adequate coverage). Include frequencies to be used for radio contact
	

	
	
	Plan for daily check-in for multi-day trips or final check-in for single-day trips
	

	
	
	Emergency contact numbers for University administration, all participants on trip, nearest hospital or nearest medical aid
	

	
	
	Numbers of ambulance, police, search and rescue, commercial operations and a plan for contacting these
	

	
	
	Evacuation route in case main route is blocked by hazard
	

	
	
	Other relevant emergency information 
	

	5
	Risk assessment
	Hazards, together with mitigation strategies identified in an attached list (See Appendix B)
	

	
	
	Blank student informed consent form attached
	

	6
	Additional Considerations 
	Directly associated with the specific research or field course activity
	


*The HSE office (78821 or 78621) can provide help with classifying the Hazard Level of your trip. WorkSafe BC provides examples that you can use for guidance. 
http://www2.worksafebc.com/Publications/OHSRegulation/GuidelinePart3.asp#SectionNumber:G3.16-2
† Satellite phones are available for use by field courses between September 1 and mid-May each year.  Contact the Associate Dean, Research for details.
Completed by:
_________________________
Date completed: ________________

Approved by:
__________________________

______
__________________




Unit Head





Dean

Date:
__________________________

Date: ____________________
HSE reviewed: ________________________       Date:
_________________________
PRE-TRIP CHECKLIST:

	Details
	Complete

(

	Students have been informed of hazards and controls associated with trip
	

	Completed student informed consents and trip plan filed with Unit  Assistant
	

	Names and emergency contact information for all participants filed with Unit Assistant
	

	
	

	
	

	
	

	
	

	
	


CHECKLIST UPON RETURN:

	Details
	(

	Safety / incident reports (include near misses) completed
	

	First aid treatment or evacuation necessary on the trip
	

	Any student or staff leave the trip prematurely
	

	Equipment lost or damaged and action taken
	

	Vehicle (repairs needed, work done, action taken)
	

	
	

	
	

	
	


Note: accidents/incidents must be reported to the Unit Head and Health, Safety and Environment within 24 hours of incident.  (See http://ubc.ca/okanagan/hse/about/accidents.html for procedures and forms)
