[image: ]	Emergency Plan – Single Day


	Trip Name:

	Group Leader:

	Group Leader Contact Info:

	Date of Activity:

	Destination:



[bookmark: _Hlk199938780][bookmark: _Hlk199514498]Prior to travel, the RRU employee responsible for leading the student off-campus activity will:
· complete this form and submit to the School Director for review and approval; and   
· review the emergency plan and provide a copy to all trip participants.

	In the event of an emergency during the trip that requires first responders:
1. Call 911 
2. Call Campus Security (1-250-391-2525) and ask to page the RRU CARE Team 
The CARE Team will contact RRU Executive and School leaders.  Group Leaders may also follow-up with the School Director or School Manager after following the above steps.  


[bookmark: For_Group_Leaders_and_Individual_RRU_Stu]Trip Planning Questions:
1. Who is the trip lead, and which RRU employee will take over if the lead is incapacitated? 

2. Where will you meet or go in an emergency (identify a primary and a backup location)? For example, a prominent business, hotel, monument, etc. 

3. What is your response to a medical emergency? Who can accompany you or a student to hospital?

4. [bookmark: _Hlk199513602][bookmark: _Hlk200016246]Which RRU employee(s) will be able to access Student Information in the case of an emergency, ensuring confidential mechanisms are in place. 

5. [bookmark: _Hlk200016119]Has RRU’s Student Rights and Responsibilities Policy been reviewed with all participants in the context of the trip?

6. Is a copy of this Emergency Plan retained at the University by the appropriate School contact.

	Trip Lead:

	Trip Plan Completed by:

	Date:

	Participant Emergency Plan Review Date:


	Participant:  I have read and acknowledge my understanding of the Emergency Plan

	Name:

	Signature:

	Date:
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