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Trip Report 
	Trip Name Orange Canyon 

	Date
	Return date  
	Return time
	Overdue date and time

	Trip Leader name
	On-trip contact details:

 radio channel or cell number


	Names of other instructors/guides

Note: Include safety roles if relevant

e.g. primary first aid person

	Assistants names and safety responsibilities
Bob – running the first abseil


	Other staff and trainee names
 drivers



	Have all staff and relevant assistants / trainees been informed of any new / changed hazards and any changes to operating or emergency procedures? (circle one)

                    YES                    NO                    No changes have occurred
Are they all aware of known significant hazards and their management strategies? (circle one)

                    YES                    NO

Note: Trip cannot go ahead unless the answer is YES or no changes have occurred

	Number of clients
	Clients at risk – names and reasons

Ruth – has a bad knee and asthma

	Travel time to and from destination
Note: Add vehicle license plate number if relevant for emergency procedures
	Expected activity time 

4 hrs on river

	Weather information

Include relevant current weather information and forecast information, and time and source of forecast.

	Other environmental info 
Include information specific to the environmental risks of the trip e.g. Surf Conditions: swell, height, direction wind strength, tide height, tide times or Avalanche Ratings or River Levels. 



	General trip equipment
A list of general equipment taken on the trip e.g.

3 kayaks

3 paddles

3 client gear bags
Camera

Spare helmet and life jacket


	Emergency equipment
A list of emergency equipment taken on the trip e.g.

First aid kit

Satellite phone

Thermos

Tent fly

Break down paddle
2 throw bags

	Equipment checks have been done and equipment is ready and suitable for use: (circle one)

                    YES                      NO

Note: Activity cannot go ahead until the answer is YES

	Details of trip 

e.g.
River Section(s):  name of river and section or put-in and take out location info 

Tramping Route:  name of track/area start finish, over-night locations, escape routes 

(some of these could be sub headings to prompt for details)
Note: Include any information on expected variations from the trip’s usual standard operating procedures  e.g. 1 boat will portage ‘x’ rapid due to having younger clients, or trip will finish at early exit point due to cold weather

	Emergency back-up person   
                          
	Emergency back-up contact information 

e.g. phone number or radio, etc

	Has back-up person been informed of relevant trip information?

                    YES  (circle this once done)
Note: do not undertake trip until this has occurred

	Signature of the person responsible for approving the trip:
Sign prior to trip leaving (this could be operations manager, senior guide/instructor or the trip leader) 




	Post Trip

	Any new or changed significant hazards? (circle one)
                    YES                    NO   

If YES – name of person responsible for completing hazard reporting procedures:

                                                             

	Any incidents? (circle one)
                    YES                    NO   

If YES – name of person responsible for completing incident reporting procedures: 
Note: Serious harm incidents must be reported to the regulator (depending on the activity this could be MNZ, CAA, or WorkSafe)

	Any equipment damage?

                    YES                    NO

If YES – name of person responsible for following damaged equipment procedures:



	Any comments on how the trip could be improved?

Note: Consider standard operating procedures and emergency response

	Any other comments?



	Trip Leader signature:
Date:


	Operations Manager signature:
(for owner operated trips this may not be required as the operations manager and trip leader may be the same person)

Date:
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