Trip Planning Packet
 

Timeline:
 

1. Idea, and early trip planning:                  
T minus 2-3 weeks (approx.)

2. Announcing the trip:                              
T – 1 week or more

3. Lotterying/selecting participants:            
ongoing

4. Pre-trip meeting:                                  
T – 4 days

5. Transportation:                        

T – 4 days

6. Food:                                                   
T – 4 days

7. Accommodations:                                 
trip-dependent

8. Route planning:                                     
T – 4 days

9. Trip approval and on-call contact:         
T – 3 days

10. Funding:                                               
flexible

 

1. Idea and early trip planning:
 

· You need two leaders, one of whom is a senior leader (WFA, current CPR, 5 days’ leading experience).

· Is this a trip or a type of trip that the Outing Club has done before?  (Hiking, backpacking, canoeing, xc skiing).  If not, it should be discussed at an officers’ meeting.  You might want to make it unofficial.

· Clear your idea with the President, VP, or Trip Manager.

 

2. Announcing the trip
 

· Send an email to the Outing Club list, which should include

· A description of the plan for the trip / the route

· Dates of the trip

· A description of the difficulty of the trip

· The gear list with a warning that everything on it is necessary…  participants should email you before the pre-trip meeting if they need to borrow HOC gear

· Estimate of cost for each participant, with a note that the club offers financial aid to those who need it

· The date, time, place and requirements (see #4) of the pre-trip meeting

· Send Dean Friedrich a “heads up” email that you’re planning this trip and that you will turn in the required forms to him by Wednesday before the trip.

 

3. Lotterying/selecting participants:
 

· Some considerations:

· Individuals you select must be able to really commit to coming both to the trip and to the pre-trip meeting

· Consider prioritizing individuals who have cars

 

 

 4. Pre-trip Meeting
 
The pre-trip meeting is your time to meet your participants and make sure that everyone is ready to go out into the woods.  Participants should bring all of the gear that they will need with them to the pre-trip meeting for you to check.  They should also bring money to pay for membership / trip costs, and a blank check if they plan to use HOC gear.
· Orient the participants to the particular challenges of the route and the logistics of departure and return

· Make sure everyone’s med form and waiver are filled out and turned in – please use the 1-page forms available in the office!

· Make sure everyone is a member and is thus eligible to participate (sign up people who are not)

· Collect money from each individual to cover trip costs

· Go over med forms individually and privately for allergies, medications, medical history- make sure you understand everything on the med form as well as possible

· Gear check your participants

· Set aside any group gear you will need so that it doesn’t get checked out

· [Fitting crampons if you are winter hiking- this cannot be done with much success at the trailhead!]

 

5. Transportation
 

This is trip dependent.  For Enterprise rental cars, however:
 

· For Enterprise Rent-a-Car in Brighton or Central Square, mention that you are with the Harvard Outing Club and that in the past, the branch has waived the “Under 25 Fee” for HOC members.  This has to be negotiated on a case-by-case basis, but it’s happened before.

· Harvard has a corporate account with Enterprise.  The account number is NA10A14.  Mention this!

 

Contact info for Enterprise branches:
 

292 WESTERN AVENUE                              
BRIGHTON, MA 02134-1093 
Tel.: (617) 783-2240   

 

25 RIVER STREET
CAMBRIDGE, MA 02139-3321 
Tel.: (617) 547-7400   

 
6. Food
 

· Collect HUID Numbers from undergraduates ASAP

· Contact your dining hall manager to coordinate a food packout

· Stay tuned for a forthcoming Guide to Hiking Food from HUDS

 

7. Accommodations
 

· If you’re planning to stay at an AMC campground on a busy weekend, you might need a reservation.  Check!

· If you’re staying in a hotel / motel, make reservations.

 

8. Route plan
 
· For hiking trips, complete the attached route plan

· For other trips, complete either this route plan or use your own template if appropriate

 

9. Trip approval and on-call contact
 

By Wednesday before a weekend trip, you need to turn in the following to the Dean McGloughlin:      
 

· Copies of all of the participants’ medical forms and waivers

· A copy of your route plan

· A copy of your transportation plan

· A trip approval form signed by the President, Vice President, or Trip Coordinator

 

10. Funding
 

· Check out http://uc.fas.harvard.edu/grants/index.php and fill out their Common Grant Application.  Be aware that they will not cover transportation costs.  If you bought food or gear, those are both fair game!  This can be done retroactively, and is a good job to delegate to a participant!

 

ENJOY YOUR TRIP!

 

 

 

On the subsequent pages, find attached: 

I.        Transportation Planning Form

II.     Trip Approval Checklist

III.   Route Plan

 

ENVIROMINDER: DON’T PRINT THE LAST TWO PAGES OF THE ROUTE PLAN IF YOU’RE DOING A DAY TRIP!

 

For now, Med Forms and Waivers are only available in the office because we want to keep them all on single pieces of paper.  These are hard to digitize / print.  
 
 
 HOC Transportation Form                        TRIP DESTINATION_____________________ 






date________
 
Transportation Option:           Charter/public          Rental Vehicle          Personal vehicles
 
Route plan for Vehicles (include roads, time of driving, and places to take rest stops).:
From Harvard to:

 
 

From ________________to Harvard

 
 
 
For all charter and public transportation
Company
 
Phone number of charter
 
For all rental and personal vehicle transportation
	Drivers Name
	Directions
	Copy of insurance
	Vehicle inspection
	Driver Training
	Waivers for passengers

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 

Passengers in each Vehicle

	Vehicle 
	Vehicle 1
	Vehicle 2
	Vehicle 3
	Vehicle 4

	Driver:
	 
	 
	 
	 

	1
	 
	 
	 
	 

	2
	 
	 
	 
	 

	3
	 
	 
	 
	 

	4
	 
	 
	 
	 

	5
	 
	 
	 
	 

	6
	 
	 
	 
	 


Guidelines for transporting HOC members:

1. As a driver of a vehicle you take on a lot of responsibility for the safe arrival of HOC members to a trip destination.  Below is a list of suggestion to consider when driving, and especially when transporting others in your vehicle.
2. Do a vehicle inspection prior to driving your car (see suggested list below)
3. Plan to take rests stops while traveling, at least one every two hours.  Plan to take a big rest break, or stop driving for the evening when you have driven more than six hours.  Be careful when driving home after a hike, keep at least one person awake and helping to monitor the driver.
4. Do not drive when impaired in anyway, whether if it through medication, drugs or fatigue, an impaired driver puts people at risk.  This may mean not driving if you pulled a late night before a trip went out, or stopping on the way home and getting a motel room.  
5. Do not move your vehicle until everyone is wearing a seatbelt.  It is a good habit and helps you make sure everyone is ready.
6. Do not speed.
7. Do not conduct multiple tasks while driving (such as talking on a cell phone, changing CD’s and eating a McDonald’s burger) focus on driving.
8. In poor weather think about waiting until the storm passes and the roads are clear (it is often better to be late than putting people at risk).
9. Have someone get outside the vehicle when backing up.

 

Checklist for Vehicles (assess condition or presence of):

__Forest Service Parking Pass

__Pass. Liability talk

__Maps for driving

 

__Gas

__Lights

__seat belts

__Horn

__Tire pressure and condition

 

__Windshield and wipers

__engine oil

__Emergency Flashers

__adjust mirrors

HOC Trip Summary

Number of Harvard undergraduate students on trip:

Number of other people in group:

Names of Harvard undergraduate students on trip:

Trip co-ordinator

____________________
___________________
Name



Email

On-call person on campus

____________________
____________________ 
___________________ 

Name


      
Email
                       

Cell phone number


Date/time of departure from campus:

Date/time of expected return to campus:

General location (e.g. Mt. Moosilauke, or Carter Mountains):

Brief description of activity (e.g. skiing, hiking, etc.):
HOC Trip Approval Form
 
Trip name:                              Date:
 

Appropriate activity (is the activity one of those the HOC has a set of policies and procedures in place to conduct?)  

 

Senior leader (Does this person have current certifications and the technical skills to supervise a group).

 

HOC leader(s) (Either two leaders who lead with the Senior leader supervising, or one HOC leader who co-leads with a senior leader.)

Detailed route plan: Reasonable time schedule, good contingency / evac plans, 

past route info considered, well selected campsites. 

 

Transportation plan (HOC transportation form complete)

 

On-call person on campus ( person with pager and cell phone who can assist with trips issues that may occur while HOC members are in the field).

 

Name:  ______________________________________________

 

Email:  ______________________________________________

 

Cell #:  ____________________________________​__________

 

Participants:

            HOC pre-trip meeting conducted

            Waivers and forms signed

            Equipment list discussed

Permits (all permits and permissions for travel have been gathered)

 

Approval: 
 

President, Vice President, or Trip Coordinator                                         Date 

 

Dean David Friedrich                                                          

Date

Harvard Outing Club Route Planning Form
 

Trip Name:  

 

Leaders:

 

Senior leader: 

 

Pre-trip meeting:

                                                                                                                                

Depart from:                                                        Date and time:

 

Return to:                                                             Date and time

 

For Route Descriptions, note approximate direction for each portion, trail names, expected physical features (river/stream crossings, ridges, peaks, trail intersections, topography), distances of each portion between features, and expected water sources.  Detailed information regarding Dropoff & Pickup Points and contingency possibilities (nearest towns, directions, roads).

 

For Contingency/Evac Plans, please note in the same detail as Route Descriptions potential evacuation routes from each portion of the route and alternate campsites; route should continue to telephone location.

 

Dropoff Point: ___________________   Pickup Point: ___________________

 

DAY 1
Date: 

Leave From:




 Alt. Up:


 Total Mi:

Campsite: 




Alt. Down: 


Est. Time:

Route Description:
 

 

 

 

 

 

 

 

 

 

 

 

 

Contingency/Evac Plans/Nearest Phone:
 

 

 

 

 

 

 

 

 

 

 

DAY 2
Date: 

Leave From:




 Alt. Up:


 Total Mi:

Campsite: 




Alt. Down: 


Est. Time:

Route Description:
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contingency/Evac Plans/Nearest Phone:
 

 

 

 

 

 

 

 

 

 

 

DAY 3
Date: 

Leave From:




 Alt. Up:


 Total Mi:

Campsite: 




Alt. Down: 


Est. Time:

Route Description:
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contingency/Evac Plans/Nearest Phone:
 

 

 

 

 

 

 

 

 

Additional Notes:
 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
