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 STUDENT OFFSITE VISIT FORM
This form should be completed at least 4 weeks prior to the offsite activity.
	NAME OF HARTPURY CLUB OR SOCIETY
	

	DATE(S) 
Note: If this is a repeat activity clubs/societies must ensure they leave new student lists each week as the student list may change. In this instance a copy of this form can be attached to the new student list.
	

	DESTINATION 
(please include address)
	

	CONTACT NUMBER AT DESTINATION
	 

	NUMBER OF STUDENTS 


	

	REASON FOR VISIT 
	

	STAFF/COMMITTEE MEMBERS ATTENDING 
(please include contact telephone numbers) 
	

	TRANSPORT ARRANGEMENTS


	

	DEPARTURE TIME
	

	EXPECTED RETURN TIME


	

	RISK ASSESSMENT(S) ATTACHED
	

	STUDENT LIST ATTACHED
(Below)

	Yes         


	Off-site activity/visit requested by (to be signed by the organiser/leader):
Print Name:… ………………………………. Signed: ………………….……………..…………..    Date:…………………

Agreed by Hartpury Students' Union Manager:

Print Name: …Sophie Savage………..……….……………. Signed:………………………………………………..   Date:…………………

Agreed by Director of HR and Residential Services: 

Print Name: Lesley Worsfold……..……………….……………. Signed:………………………………………………..   Date:………………… 



	This section is to be completed if there are any costs associated with the offsite trip/activity

	TRANSPORT COSTS
	£
	ADMISSION FEES
	£

	ACCOMMODATION
	£
	OTHER COSTS
	£

	Total expenditure requested from educational trips budget     
	£

	Total expenditure from student funding (self-funded)
	£

	TOTAL
	£

	Approved by Hartpury Students' Union
Print Name: ………………..……………….……………. Signed:………………………………………………..   Date:…………………


This form (along with the student list) must be left at the Hartpury Students' Union office
Student List
	Student Name
	Resident Y/N
	Programme
	Student Telephone Number


	Emergency contact number
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