Georgia College 

Outdoor Center at Georgia College
Master Trip Checklist

The Master Program Checklist form is completed by the lead facilitator or course instructor for trips and must be reviewed by the field supervisor prior to the trip. The lead facilitator or course instructor will sign the form to indicate that all applicable sections are completed and required forms and information available prior to a trip or workshop. The chair of OE Staff will sign the form following review of the completed program file by OE Staff.
	Program: 
	Program date(s):

	Lead Facilitator:
	Phone/email:


	1.  Program Activities (check all activities that apply)

	(  Group Development Activities
(  Challenge Course
(    Low Elements
(    High Elements

	(  Camping
(  Caving

(  Hiking & Backpacking
(  Biking

(  Tree Climbing

(  Rock Climbing Activities
	· Swimming
· Canoeing, Kayaking, Or Rafting
· Flatwater
· Coastal Kayaking
· Moving Or White Water
	(  Environmental Education
(  Service Project
(  Other:

	2.  Personnel

	Program Staff (check all relevant trainings that staff have completed):

Lead:    _______________________
( FA/CPR/EPI   ( WFA   ( WFR   ( Truck   ( Trailer
Assist:  _______________________
( FA/CPR/EPI   ( WFA   ( WFR   ( Truck   ( Trailer
Assist:  _______________________
( FA/CPR/EPI   ( WFA   ( WFR   ( Truck   ( Trailer
Assist:  _______________________
( FA/CPR/EPI   ( WFA   ( WFR   ( Truck   ( Trailer
Assist:  _______________________
( FA/CPR/EPI   ( WFA   ( WFR   ( Truck   ( Trailer



	Field Supervisor:


Additional Contact Information:


	3.  Primary Program Goals/Outcomes

	1.

2.

3.

4.

5.


	4. Program Planning

	Program Forms

(  Client Intake Assessment

· Equipment reservation(s) 

· Pre-Trip Meeting Record 

· Route Plan / Route Detail 

Participant Forms

(  Informed Consent/ 
    Assumption of Risk 

· Medical Information Form 

· Personal Equipment List

· Others:


	Pre-Program Logistics 

· Budget 

(  Communication equipment

(  Curriculum
(  Environmental condition reports

(  Group contracts

(  Facility reservation

(  Food Planning (Menus or Pantry Request)

(  Land use permits or campsite reservations

(  Maps
(  Transportation reservation

(  Others:

	Lead Facilitator Signature: 






Date:

	Field Supervisor Signature: 





Date:

	5. Post-Program File (Completed & submitted to the appropriate administrator within 14 days of the program)

	(  Completed Incident/Accident forms 

(  Facilitator Feedback
(  Program Evaluations
	(  Program file summary 

(  Reservations, permits, etc.

	OE Staff Review Signature: 





Date:

	6. Comments:
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