Dear organiser, 

Many thanks for agreeing to organise a trip on behalf of NZAC.  We particularly appreciate your efforts, as trips are an integral part of keeping our club active and alive.  It is acknowledged, however, that such a task can be rather daunting, especially if it is your first time and there is a large group of people wanting to attend your trip.  As a result we’ve put together some information to help you get started.
Firstly, it is important that you also enjoy yourself on the trip; tailor the trip to suit yourself as that ensures the necessary enthusiasm.  In the interests of safety, we strongly encourage you to ascertain the skill and experience level of potential participants is appropriate for your trip. You do not need to feel obliged to accommodate everyone who expresses an interest.  Lack of competency or fitness, unsafe practices and low social skills are all good reasons to bar someone from your trip. Unless you prefer to guide/lead the trip it is assumed that you are acting as trip organiser and facilitator only; you are not expected to be a guide. All choices made on the mountain are the individual’s own responsibility, not yours, please remind the participants of this.
Don’t forget to check out www.avalanche.net.nz for the latest avalanche advisory.
It is recommended that you use this document as a guideline to help you organise various activities and aid the smooth running of your planned trip.  There are three parts to this guideline: a check list, so that you know what activities need to be completed as early as possible, a sign up list which you should obtain from potential attendees to make your co-ordination easier and an intentions form to help you co-ordinate emergency procedures.  

Check List

The check-list is designed to help you co-ordinate the following for your intended trip:  

· Itinerary 

· Equipment/gear required 

· Transport, Food and Accommodation

· Level of competency required 

· Emergency arrangements
Sign Up List

The sign up list is designed to make sure you get the right information from people to coordinate the above.  It would be advisable that you get this information at least a week before the trip to save the last minute hitches. Finally, the Intentions Form is intended to ensure that the relevant information is passed onto rescue services should an emergency arise.  We realise that it is often impossible to complete the Intentions Form prior to your departure.  So we ask that, prior to departure, you send a copy of the sign up list (it’s okay if it’s not the final list) to Deryn Williams, Suzanne Stickney and Amanda Holmes (deryn@hyper.net.nz;  suzstick@hotmail.com;  amandafholmes@yahoo.com.au). Oh, and if all three of us are participants on your trip, please ask one of us and we will give you other committee members to send the list to.
Equipment Hire

Ice axes, helmets and crampons are available for hire from NZAC. For rates and availability, check with Allan MacLachlan. He is contactable on 579 8009 or allan_mac@xtra.co.nz. It is recommended to give this information to the participant requiring gear, allowing them to arrange pick up/drop off/payment with Allan directly.
Other equipment is available for hire commercially from Bivouac and Outdoor Action, both in Auckland. Bryce’s (Wharepapa) has rock climbing equipment available for hire.
Cancellation  
Get a commitment from participants before making bookings or arrangements otherwise you may be left carrying the can! Don’t be afraid to ask the participants for the money for the accommodation up front. Any spare booked bunks at the NZAC hut should also be cancelled close to the weekend, e-mail Margaret at office@alpineclub.org.nz. 
Trip subsidies 
We subsidise NZAC weekend trips up to $5 per head with $50 maximum per weekend trip that can go towards communal food, gear hire, petrol etc.  The club does not subsidise alcohol and it needs to be a full weekend trip ie both Friday and Saturday nights! Keep proof of purchase and pass it on to Allan MacLachlan (Treasurer) for your refund. He is contactable on 579 8009 or allan_mac@xtra.co.nz.
Trip Report 
Please arrange for one of the attendees to write a trip report for the newsletter, the monthly deadline is the 20th. Send it together with some photos to our editor suzstick@hotmail.com to have your trip immortalised in our newsletter! 

We realise that this document is not a definitive list of tasks required and that there will always be more answers to questions or further advice that you may seek during your preparation.  If that’s the case, then don’t hesitate to contact the Trips Officer or another member of the NZAC committee, as we will always be happy to help.  

We hope your trip is a great success!
Regards,
The Committee of YOUR club.
Check List 

	Auckland Section New Zealand Alpine Club Check List for Trips

	Activities Required
	Check Y/N
	Key questions

	Itinerary for the trip confirmed
	
	What itinerary have you got planned for the trip?  What proposed routes/ activities could be attempted/completed for your trip?  

	Role of trip leader/organiser confirmed
	
	As a trip organiser are you intending to lead a group or to act as a co-ordinator? You need to make it clear to people of what your role is going to be for the trip.

	Risk Assessment completed
	
	What risks have you identified with your trip?  What measures have you taken to mitigate possible risks?  (Sounds ominous but thinking about potential risks will help ensure that your trip does run successfully, some risk questions are already covered in remaining check list items)

	Accommodation arranged
	
	What accommodation will be available for the trip?  What facilities does the intended accommodation have?  How does this effect the equipment you need to bring along (i.e. camping, gas stoves etc)?  Has accommodation been booked in advance where necessary? 

	Number of people for the trip determined
	
	Given the number of routes possible or accommodation limitations, how many people can attend your trip without compromising safety? 

	Adequate Trip Equipment supplied
	
	What equipment/gear will be required for the trip (e.g tramping, camping, rock climbing, ice climbing, mountaineering equipment).  Does everyone have the appropriate equipment to complete the suggested itinerary?  Does the group have appropriate emergency equipment should anything go wrong? (refer to Details List)

	All attendees have adequate competency level for the trip
	
	What levels of skills or competencies are required for the trip? Do all trip attendees have the appropriate skill/fitness levels to complete suggested itinerary? (refer to Details List)

	Transport or car sharing arranged
	
	Are you going to hire a van, or organise car pooling.  With car pooling, have you got details of when people want to leave and from where – (refer to details list)

	Food arrangements sorted
	
	What arrangements have you made for food - Food according to car share or one big meal on the Saturday night? (refer to details list)

	Emergency procedures established
	
	Are appropriate action plans in place should an emergency arise?  Have you (or each trip group if there is more than one group per trip) filled out an intentions form and left it with someone who can contact emergencies if your group fails to report back at the designated time. (refer to Intentions Form) 

	All appropriate information passed onto attendees 
	
	Have you ensured that all attendees have received all the appropriate information which you have gathered while answering ‘Y’ to the above items?  Does everyone know what equipment they are bringing, where they are going, what proposed routes (and alternatives) are?  Who they are travelling with, when they are travelling, what is to be expected of them etc? 


Sign Up List  
Please send a copy to deryn@hyper.net.nz; suzstick@hotmail.com; amandafholmes@yahoo.com.au. 
Feel free to copy and paste the table below straight into MS Excel.
Suggested Trip Itinerary:      



Trip Date:      
Trip organiser:      




Max number of people in the trip: 0
	Full name
	Phone
	E-mail
	Address, suburb
	Car + no of passengers 
	Time and place of departure
	Special dietary requirements?
	Weekend food arrangements
	Level Of Experience or skill of attendee 
	Equipment that attendee will be bringing for the trip
	Emergency contact name and phone number

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Intentions Form

1. Complete this form (double click on the form fields/grey boxes to enter information).

2. Leave it with someone you trust, like a committee member or your family.
3. Contact this person as soon as you return from your trip.
4. This person should notify the POLICE or RESCUE SERVICES if you have not contacted them by 

	Time
	Day
	Date

	
	
	


UNTIL THE POLICE or RESCUE SERVICES ARE CONTACTED NO ACTION WILL BE TAKEN

4. Party members 

Include or attach a copy of the Trip List.
5. Vehicles

	Registration No.
	Make
	Model
	Colour
	Parked At

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6. Intended route(s)                  

Date In: 04/05/2007 
Date/Time Due Out: 05/05/2007 4:55 p.m.
Route (indicate alternatives and emergency plans)
     
Be sure to note any change of plan in hut log books.
7. Equipment details

Fill out the information in the Trip List and attach or include with this form (including emergency equipment).
REMEMEBER TO INFORM YOUR CONTACT PERSON AS SOON AS YOU RETURN 

