Upward Bound Project Trip Checklist

Destination:



Departure Date:

Return date:


Trip Coordinator:


Trip Leader:


Pre-Trip Requirements


Description
Initials


Vehicle reserved 




Trip information/parent consent form provided to participants




Signed parent consent forms verified




Driver’s eligibility checked




Medical releases copied




Parent/staff emergency list prepared




Staff to participant ratio checked




Information packet received by each staff on the vehicle




First aid kit prepared




Walkie Talkie charged and ready




Cellular phone available




Transportation confirmed the day before leaving




Participants reminded the day before




Destination contacts confirmed before leaving




Petty cash/checks secured




Cash disbursement signature lists prepared




Worker’s Comp forms obtained




Copy of UB insurance policy obtained




Trip evaluation form created



At the First Point of Departure


Trip Behavior Contract signed by each participant




Information packet for each staff on the vehicle




Trip orientation given




If a bus is used, staff are distributed throughout the bus



At Each Point of Departure


Roll taken




First aid kit on board




Medical releases on board




Walkie Talkie on board




Cellular phone on board



At the End of the Trip


Trip evaluation completed by each participant




Keys, log book, and vehicle returned with full tank of gas




Walkie Talkie, cellualr phone, and first aid returned to UB office




Trip Checklist returned to Trip Coordinator




Receipts/petty cash returned to Trip Coordinator




Medical releases and information packet returned to Trip Coordinator




Thank you letters mailed



