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TRAVEL POLICY
NOVEMBER 22 2010 
MAKING THE DECISION TO TAKE A TRIP 
When an Alpine Ski Nova Scotia  ( ASNS ) Team makes the decision to take a trip, here are some of the general issues to consider: 

· Has the trip been approved through the proper decision making  process ?

· Is the trip in line with ASNS`s Mission Statement, vision and goals? 

· What is the expected outcome? 

· Has the risk associated with this trip been  assessed  and has ASNS made decisions about accepting, reducing, or eliminating any  areas of risk? 

AUTHORIZED TRAVEL PROCEDURES 
Authorized Travel
Travel not authorized is in violation of travel guidelines and will result in sanctions including fines and/or loss of membership 
Travel authorization must be obtained to protect members from the risks of travel. To do this effectively, the ASNS Team must speak with either the ASNS office or ASNS executive prior to planning travel.. ALL forms must be completed prior to travel  if the travel is to be considered authorized travel. 
REQUIRED DOCUMENTATION :
The following documentation is required for Travel Authorization:

1. Trip Itinerary - will include the following information: 

· Team or group  name 

· Location of camp, training venue or race/competition 
· Dates

· Estimated time of departure & return 

2. Who’s Traveling Form - will list the names (first and last) of all athletes, coaches & chaperones  who will be traveling. 

3. Driver’s Form - All people  who drive vehicles during ASNS trips , whether privately owned or commercially rented,  must complete the Driver’s Form for any individual that may potentially be driving during the trip. This needs to be done once during the year for each potential driver. The information collected will be driver’s license Master Number  &  name of insurance company  

4. ACA Membership & Waiver  – ACA Waiver & Release Forms must be completed  & on file with home Club for EVERY PA RTICIPANT WHO IS TRAVELING        ( athlete, coach, chaperone ) 
5. Medical  Release form  (which includes parent/ legal guardian release  form for those under 19 ) -  for every  participant who is travelling  ( athlete ,coach, chaperone ) 

6. Emergency Contacts  - For every athlete ,coach & chaperone. This info is part of the ACA membership & waiver form 
7. ASNS Code of Conduct -  must be on file in ASNS office for all participants 
**All documentation is due two weeks in advance to the PSO Office .or Club Executive , except for the “Who's Traveling Form”, which is due 48 hours in advance.**  
CHAPERONES 

The need for chaperones will be assessed on a trip  by trip basis .The following expenses will be covered for chaperones:

· Accommodations  with team

· Meals with team

· Travel by team vehicle 

DRIVERS UNDER THE AGE OF 19 

· must have a full drivers license valid in any Canadian Province; and

· shall not drive after 9:00 p.m.
 TRIP KIT LIST   

· First Aid Kit & Flashlight

· Cell Phones:  at least one for each vehicle
· Credit Cards (for gas or emergencies)

· Maps of route/directions to accommodations  etc 
· Health Info/ Medical release  forms  for all participants 

·  Emergency Phone Numbers: At a minimum, the numbers should include the others numbers for everyone traveling in the group. 

Safe Driving Practices
Suggestions  for having a safe driving experience ;
· Obey all traffic laws, especially speed limits.

· Wear seat belts. The number of passengers in the vehicle must not exceed the number of available seat belts at any time

· Begin the trip well rested.

· Avoid driving when conditions are hazardous (i.e. fog, heavy rain, snow, ice, etc).

· No horseplay, racing, or other distracting or aggressive behaviour.

· Plan routes out in advance.

· Carpool and caravan where possible.

· Break up the trip into segments, stopping at least once every hour to 90 minutes.

· Do not consume, possess, or transport alcoholic beverages OR  illegal drugs 
· Avoid taking medication prior to driving, especially if the label warns against operating a vehicle while taking medication
· Avoid driving between 10 PM and 6 AM.

· Drivers should have at least six hours of sleep before driving.

· On extended trips, have at least one other approved driver in the vehicle. It is recommended that drivers rotate every two hours
· A passenger or second driver should ride in the front passenger seat and remain awake at all times. Pull over in a safe location if the driver is drowsy and let someone else drive.
· Do not transport luggage or other items on top of large capacity vehicles.

· When in doubt, use common sense.

· If an accident or breakdown occurs, know and follow pre-established emergency procedures
Emergency Procedures
If you are involved in an accident:

· Stop immediately and notify the local police or call 911.

· Fill out a police report (necessary for insurance purposes).
· Obtain the names and addresses of all witnesses.

· Do not make any statements as to who is at fault. Do not make any offers to pay damages. Fault or legal liability will be decided by the appropriate authorities.

· If you are driving a rental vehicle, follow the notification and emergency procedures outlined in the rental packet. 

If someone is injured in the accident or while participating in the event:

· Call 911 immediately and obtain medical attention.

· Notify the  SNS office  and or your Club Executive. Complete the Alpine Canada Accident Report Form 

If a breakdown occurs:

· Follow the procedures outlines in the  vehicles Operations Manual for Emergencies. 
Behavioural Expectations During the Trip
All members are expected to conduct themselves in an appropriate manner when traveling. Member behaviour can impact Alpine Ski Nova Scotia`s  reputation . Please review the ASNS Code  of Conduct  prior to leaving.  This Code provides the common sense principles that should guide behaviour 
· Board of Alpine Ski Nova Scotia 

· DATE :  Nov 22,2011 
