
​Never​​too​​old​​to​​learn​

​CONVENOR​​GUIDELINES​
​G​​ROUP​​O​​UTINGS​

​Interested​​in​​taking​​your​​group​​on​​an​​outing?​

​Below​​is​​information​​we​​have​​found​​helpful​



​What​​happens​​if​​I​​take​​my​​group​​on​​an​​outing?​
​●​ ​Contact​​the​​manager​​of​​the​​place​​you​​propose​​to​​visit​​to​​sort​​time,​​cost,​​and​

​requirements.​
​●​ ​Arrange​​bus/cars​​and​​place​​to​​meet,​​times​​and​​costs​​per​​person.​
​●​ ​Send​​an​​email​​to​​your​​group​​to​​find​​out​​who​​wants​​to​​go​​on​​the​​outing.​ ​Keep​

​a​​record.​
​●​ ​Collect​​money​​on​​the​​day​​or​​have​​the​​members​​pay​​to​​your​​bank​​account.​
​●​ ​Double​​and​​triple​​check​​EVERYTHING.​

​What​​will​​I​​need​​if​​my​​group​​is​​going​​on​​an​​outing?​
​●​ ​Take​​a​​list​​of​​names,​​a​​pen,​​First​​Aid​​kit​​(contact​​committee​​for​​kit)​​&​

​Accident/Incident​​Forms​​(see​​below)​​on​​outings.​
​●​ ​If​​carpooling,​​the​​cost​​might​​be​​calculated​​to​​pay​​drivers​​some​​petrol​​money.​
​●​ ​Buses​​:​​Town​​and​​Country​​Touring​​have​​been​​a​​popular​​choice.​

​info@tctouring.co.nz​

​Where​​is​​a​​good​​meeting​​and​​parking​​place​​for​​a​​bus​​or​​carpooling​
​outing?​

​●​ ​There​​is​​parking​​at​​the​​far​​end​​(by​​Mobil)​​of​​Woolworths’​​car​​park,​​Fenton​
​Street.​

​●​ ​Neil​​Hunt​​Park​​is​​another​​parking​​area​​suitable​​for​​several​​cars.​

​What​​do​​I​​do​​in​​case​​of​​an​​accident​​or​​incident​​occurring?​
​●​ ​In​​an​​accident​​or​​incident,​​decide​​on​​help​​needed.​​You​​may​​need​​to​​seek​

​help.​
​●​ ​If​​the​​person​​is​​not​​a​​member​​of​​St​​John​​an​​ambulance​​will​​usually​​cost​

​around​​$125.00.​
​●​ ​If​​an​​ambulance​​etc​​is​​offered​​and​​refused​​,​​have​​the​​member​​sign​​a​​waiver.​
​●​ ​A​​waiver​​states​​that​​a​​member​​was​​offered​​an​​ambulance,​​to​​be​​driven​​to​​a​

​hospital​​or​​medical​​centre​​when​​injured,​​or​​other​​help,​​but​​that​​member​​chose​
​to​​decline.​

​●​ ​If​​there​​is​​an​​accident​​or​​incident,​​fill​​in​​an​​Accident/Incident​​Form​​(below)​
​and​​forward​​a​​copy​​to​​the​​president​​to​​be​​kept​​with​​U3A​​Rotorua​​records.​

​Below​​is​​the​​form​​containing​​the​​Accident/Incident​​Report​​with​​waiver​​included.​



​U3A​​A​​CCIDENT​​/I​​NCIDENT​​R​​EPORT​

​To​​be​​completed​​by​​Group​​Convenor​​within​​12​​hours​​of​​the​​accident/inciden​​t​
​Accident/Incident​​Date:​
​Affected/Injured​​Person’s​​Name:​

​Address:​

​Phone​​numbers:​

​Accident/Incident​​type:​
​Details​​of​​Accident/Incident:​

​Who​​was​​WITH​​the​​Affected/Injured​​person?​
​Phone​​number​​of​​above​​person(s):​

​Did​​the​​Accident/Incident​​require​​a​​Hospital/Doctor?​ ​Yes:​​No:​
​Hospital/Doctor​​name:​
​Address:​
​Hospital/Doctor​​phone​​number:​
​Affected/Injured​​person:​​Signature/Date:​ ​/​
​Next​​of​​kin/Support​​person(s):​
​Phone​​numbers:​

​Important​​Notes​​and​​Instructions:​

​Waiver​​:​​This​​is​​to​​be​​signed​​when​​a​​member​​was​​offered​​an​​ambulance,​​to​​be​​driven​​to​
​a​​hospital​​or​​medical​​centre​​when​​injured,​​or​​other​​help,​​but​​the​​member​​chose​​to​
​decline.​​(if​​not​​a​​St​​John​​member​​costs​​around​​$125.00​​will​​be​​incurred​​by​​the​​patient).​

​I​​(name)​
​have​​been​​offered​​assistance​​in​​the​​form​​of​​and​​have​​chosen​​to​​decline.​

​Signature/​​Date:​

​Prepared​​by:​ ​Signature/Date:​

​Date​​copy​​sent​​to​​the​​U3A​​Rotorua​​president​


