
Trips & transport



the trips 
form



What is it?

• Required for all sports and 

society trips that are due to 

take place outside of Bristol 

(not BUCS fixtures!). 

• At least 2 attendees must be 

first aid trained, and a risk 

assessment will need to be 

filled out. 

Deadlines

• UK Trips: It must be 

submitted at least 2 weeks 

before the trip.

• International Trips: It must 

be submitted at least 1 

calendar month before the 

trip.

Responsibility

• It is the responsibility of the 

committee members 

organising the trip to provide 

all required information.

• Missing information will not 

be chased and will prevent 

trip authorisation. 

the trips form



Own transport can be used for trips, but the 

drivers must be a registered driver with the 

Students’ Union . The form can be found on the 

website under Trips & Transport .

Transport
• 5- 7 seat cars

⚬ Flexibility in travel schedule

• 9 seat MPV

⚬ SU MPV can be booked

⚬ Requires MIDAS*

• Minibuses (16 - 33 seats)

• Coaches (40 - 70 seats)

⚬ Good for larger groups

⚬ Can be expensive

Hire vehicles

Driven vehicles
• FlixBus

• National Express

• Local buses

⚬ Often affordable 

tickets

⚬ Fixed schedules

• Train

Public transport

*MIDAS -  Minibus Driver Awareness Scheme. Upon completion you’ll be able to drive up to a 12 seat  minibus and any type of van.



Transport

Drive a Minibus or MPV for your club or society with 

our Driver Training courses!

Courses offered:

1.  Drive up to 12- 14 seater  minibuses

⚬ Requirements: Full UK Category B Licence (2+ 

years), aged 21+, clean licence.

    2. Drive up to 9 seater  minibus & vans up to SWB

⚬ Requirements: Full UK Category B Licence, 

aged 19+, clean licence ( Currently 

unavailable ).

    3. Trailer Familiarisation

⚬ Book the MPV People Course and email 

thestudentsunion@uwe.ac.uk to add this 

session ( Currently unavailable ).

• Complete at least 3 working days  before your 

travel date.

• Complete if you wish to drive a vehicle hired  by 

the Students’ Union.

• Complete if you wish to drive your own vehicle  to 

reclaim fuel costs.

• The form will be automatically sent to The 

Students' Union Reception upon completion. 

• Completing this form does not guarantee 

eligibility to drive a vehicle hired by The Students' 

Union.

The Driver Registration 

Form

Minibus Driver Awareness 

Scheme (MIDAS)



Include  links to 

accommodation  options 

and give your budget  -  in 

case we can’t book your 

preferred choice!

Let us know the total 

number of attendees , 

including a breakdown 

by gender and the lead 

names  for each room 

booking.

accommodation



Every trip, must have a participants list. This includes 

vital information including emergency contact 

information of each participant. 

There are two ways the participants list can be created: 

1) Through ticket purchases  -  the trips & transport 

assistant can automatically pull off the participant list 

from ticket purchases. 

2) Trip lead manual upload -  the trip lead can upload a 

participant list. 

PARTICIPANTS LIST



How to upload a participant list: 

1) Log into thestudentsunion.co.uk 

(you will be given “admin access” 

over the summer). 

2) Click the “Do Something” drop 

down and then select “Sports” or 

“Societies”, then select your sports 

club or society. 

PARTICIPANTS LIST



How to upload a participant list: 

3) Once on your club/society page, 

click the grey cog in the top right 

corner. Select “Club/Society Admin 

tools” under the control panel 

section. 

PARTICIPANTS LIST



How to upload a participant list: 

4) Select “groups” 

PARTICIPANTS LIST



How to upload a participant list: 

5) Select “create new group”, type 

in the date and “TRIP” into the name 

box, and make sure yo write the trip 

name in following format: “YEAR -

MONTH - DAY” e.g. 2025 - 11- 03. Then 

select the type as “trip”. 

PARTICIPANTS LIST



How to upload a participant list: 

6) Select the group you have just 

made from the list. 

PARTICIPANTS LIST



How to upload a participant list: 

7) Select the members attending 

the trip, and add them to the list! 

PARTICIPANTS LIST

if you are having any issues 
with this -  please let the 

trips & transport assistant 
know ASAP! 



trip deadlines
the trips & transport assistant will 

set deadlines for tickets to be 
purchased, information to be sent 

over and for participants lists to be 
uploaded. 

these deadlines, are final and will 
not be moved. it is your responsbility 

as the trip leader to ensure all 
tasks are done prior to these 

deadlines. 



trip deadlines

any deadlines that are 
not met may result in 

the trip being 
cancelled or members 
will not be authorised 

to attend! 



as the trip lead, you will need to ensure you are 
following your club or society budget and ensure that 

all costs of the trip are accounted for. 

the trips & transport assistant will be able to help you 
calculate ticket prices that take into consideration all 

costs. 

however,  the trips & transport assistant is not a 
magician. they will not be able to magically make things 

cheaper*. 

trip budgeting

*they will always work with you to find the cheapest option



what to do if 
something goes 

wrong!?



unfortunately, things can go wrong... 

as the trip lead, you will need to take 
responsbility and ensure the correct 

procedure is followed.  



if it is not  an emergency situation

and it is outside of office hours, you, as 
the trip lead will need to take 

responsbility and come up with a plan b

BUT PLEASE MAKE SURE YOU LET THE 
STUDENTS’ UNION KNOW ASAP!



if it is not an emergency situation

if it is inside office hours, contact the 
students’ union asap, and your 

coordinator or the trips & transport 
assistant will be able to help you out! 



if it is an emergency

call 999 if you need to! 
 follow the emergency procedure (this is at the 

end each trip form). 

contact the east gate reception / uwe security 
0117 32 82552
0117 32 89999 



research your trip -  find accomodation, attraction tickets etc. 

fill in your trips form 

make sure you have included all information needed

have a plan b! (and potentially c!)

make sure all members purchase their tickets

make sure you keep to your budget! 

make sure all deadlines are met

make sure all drivers have registered as a driver

make sure a participants list is uploaded

re -cap (to -do)
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