
 
Passenger List  
All people travelling on the trip (including spectators) need to be included on this sheet. 
Club/Society Name: 
Stoke/ Stafford (Please circle) 

Date of trip: 
Destination: 

Name 
(Block capitals please) 

Student 
Number 

Name & contact no. of 
next of kin 

Any medical 
ailments? 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

A copy of this list must be posted in the green post box on the side of the security 
lodge prior to departure 

 



What to do in the event of an emergency? 
 
An emergency is defined as ‘any situation where a student’s safety is in immediate danger whilst involved in a Students’ Union Activity.’ 
 

On Campus Emergencies*  Off Campus Emergencies 

 
 
 

1. The designated 1st Aider should provide  
appropriate treatment where possible 

   
2. Contact the emergency services by dialling 999 (Prefix with 9 on 
University Phones)  

 2. If required contact the emergency services being prepared to give 
them as much information as possible about the incident and any 
casualties 

⇓  ⇓ 
3. Inform the Security Lodge that the emergency services have been 
contacted so that they can direct them to the location of the accident. 
The number is 0800 317429 

 

 3. In the case of serious accidents/emergencies, report the incident to 
University Security on 0800 317429 and provide them with as much 
information as possible so that they can implement the necessary 
support procedures at the University 

  ⇓ 
  4. Follow the instructions of the emergency services or in their absence 

the University staff member, if appropriate 

   

 If Union staff haven’t already been involved, report the 
accident/incident to the Student Activities Department and complete 
the relevant forms 

 
 


