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Preface – To New Chapters

Congratulations on starting a Trips For Kids (TFK) chapter in your community!  You have now become part of a larger community of people who are dedicated to sharing the joy of mountain biking with kids. With this comes a built-in network of support from other chapter directors and TFK National to keep us all up-to-date, brainstorming and inspiring one another.

Starting your own chapter also brings with it a variety of responsibilities, such as providing a safe and positive environment for your participants, volunteers and staff. 
You also become part of a North American wide network of  TFK chapters who rely on each other to help build and support the strength of their programs. 

To help ensure consistent and high quality programs, and the best opportunity for chapters to succeed, TFK National has outlined in this document the minimum policies and guidelines that chapters are expected to follow and integrate into their programs.  We require that all TFK Ride Leader and staff take the time to read this document carefully and become familiar with its content. Feel free to contact our National office on (415) 459-2817 if you have any questions.  

We wish you the best of luck with your TFK chapter and welcome you to our community of dedicated staff and volunteers!


Mission Statement

Trips For Kids (TFK) is a non-profit that provides mountain bike outings and environmental education for kids who would not otherwise be exposed to such activities. At our outings, we teach lessons in personal responsibility, achievement and environmental awareness through the simple act of having fun.
SECTION I

Active Chapters

To be considered an active Trips For Kids Chapter, your chapter must:

· Have a copy of your current Trademark Agreement and Insurance Policy on file at the TFK National office;

· Conduct a minimum of 6 rides per year;

· Submit the End of Year Report by the due date: February 1st of each year;

· Adhere to the chapter requirements as outlined in this TFK Chapter Requirements Handbook;

· Adhere to the TFK mission statement;
· Encourage one person from your chapter to attend each TFK National Conference;
· Contribute to the Trips For Kids community by joining our listserve and maintaining active communication with National and other TFK chapters. To join just send an email to tfknatl-subscribe@yahoogroups.com
Not fulfilling the above standards could result in Trips For Kids National determining that your chapter can no longer operate under our name.

SECTION II

Ride Leader Requirements

Every Trips For Kids ride must be led by at least one “Certified” Ride Leader.  Ride Volunteers support the Ride Leader. The ratio of participants to Certified Ride Leaders must not be greater than 11:1. We strongly suggest that the ratio of participants to adults (the sum of Certified Ride Leaders and Ride Volunteers) must not be greater than 3:1.

Since the Certified Ride Leaders has ultimate responsibility for all aspects of our outings, Trips For Kids must ensure that Certified Ride Leaders have the appropriate skills and experience to conduct safe and high quality rides.  To become a Certified Ride Leader, Trips For Kids requires that a person must:

· complete a TFK Ride Volunteer Application (see Appendix A);
(Note: You can use Appendix A “as-is” or adapt it to fit your specific needs, as long as it includes the pertinent information.)
· have a current CPR/First Aid Certification;

· complete a criminal history background check instigated by your chapter;
(Note: Good places to start include http://www.VolunteerSelect.com and the State of Wisconsin’s list of state contacts for background checks at http://www.doj.state.wi.us/dles/cib/sclist.asp.);
· volunteer on at least five rides and serve as a Ride Leader “in training” on an additional three rides under supervision of a Certified Ride Leader; and
(Note: New chapters are exempt from this requirement until their first ride leader or leaders have met this requirement.)
· be competent in all the skills needed for the activities on a ride (e.g., mountain biking, assisting participants who are going on their first ride, basic bike mechanics, ride facilitation, trip planning, etc) and have a clear understanding of the roles and responsibilities of Trips For Kids volunteers, agency staff and participants;
Chapters must maintain a file on each Certified Ride Leader documenting these qualifications.

Ride Volunteers must also meet certain criteria. Ride Volunteers must be competent mountain bike riders who are ready and able to assist participants who are going out on their first ride.  And they must complete a TFK Ride Volunteer Application (see Appendix A), a copy of which each Chapter must keep on record.  Trips for Kids does not require chapters to conduct background checks on Ride Volunteers.  Nor do Ride Volunteers need to have CPR or First Aid Certification.
SECTION III

Ride Safety for Ride Leaders

All TFK Certified Ride Leaders MUST read and adhere to the following Ride Safety policies and guidelines.   Ride Volunteers must read and adhere to the simplified ride safety requirements contained in Appendix B, “Ride Safety for Ride Volunteers”.  

General

Certified Ride Leader

Each TFK ride must have at least one Certified Ride Leader who is responsible for the planning, facilitation and safety of the ride. One Certified Ride Leader can cover up to 11 participants, but a second Certified Leader is required with the 12th participant (and will cover up to 22 participants), and so on.
Adult to Participant Ratio

The ratio of adult to child participant must be no less than 1:3, however the preferred ratio is 1:2.  Both Certified Ride Leaders and adult Ride Volunteers count toward total adults.

Adults Alone with Kids

There must always be two adults present with a child. The only exception is adults who have had a cleared police background check.

Child Unable to Continue Ride

If a child cannot complete the ride for any reason and needs to return to the ride start, remember; a) no child can be alone with one adult unless the adult has had a background check; b) the child should walk, not ride the bike, unless he/she is returning with a Certified Ride Leader.
Waiver Forms

If a parent or guardian has not signed, or if the agency failed to bring, Waiver forms (see Appendix C for a sample waiver form) for one or more children, the child(ren) cannot go on the bike trip.  Children who do not have signed Waiver forms may take a hike if accompanied by an adult from the agency that brought them or by a Trips For Kids Certified Ride Leader.  If no one is available to stay/hike with the child(ren), the Ride Leader must cancel the ride but can offer to take the entire group on a hike.  If the child(ren)’s form is signed but does not contain any medical information, the Ride Leader must check with the agency leader as to any special medical conditions and write them down. Inform all ride leaders of any special medical conditions.  Agency leaders and volunteers must also fill out a Waiver form.  All release forms must be carried on the ride.

Trip Log

TFK Certified Ride Leaders are required to complete a Trip Log (see Appendix D) to record all pertinent information for each day's ride. The Trip Log should be kept on file at each chapter.

First Aid

First Aid should only be administered by those persons who are qualified to do so, and only to the level of their qualifications. Those persons administering first aid MUST wear LATEX GLOVES.

Auto Insurance

Anyone who transports children in their car must have their own auto insurance.

Pre-Ride Checks

Prior to beginning each ride the Certified Ride Leader should ensure the following safety and bike checks are performed for each participant on the ride, including volunteers, kids and agency staff. The Certified Ride Leader can assign other competent volunteers to assist with these pre-ride checks.

· Bike Check

Bikes must be checked for the following:

· Check all quick releases on the bikes. Also, make sure that the wheels are seated properly.  (If you transport the bikes to the ride site, make sure that quick releases haven’t come loose during the journey.) 

· Tires inflated to 35-40 lbs.

· Tires are not worn and do not have any cuts in the tread or sidewall.

· The brakes function well and have adequate brake pads.

· The crank, hubs and headset are tight.

· Helmet Fit

All participants MUST wear a helmet. Leaders must fit the children with helmets carefully.  A poorly fitting helmet may be as bad as no helmet at all. When fitting a helmet you should ensure:

· Fitting pads inside touch all the way around;

· The straps form a “V” just beneath the ear lobe;

· The chin strap is comfortably snug with the buckle flush against the skin ;

· The rim of the helmet is one or to two finger-widths above eyebrows;

· The helmet is sitting level on the head;

· The helmet does not move more than one inch from the level postion when you push up and back under the front edge, or pull up on the back edge of the helmet;

· The helmet stays in place when the person shakes their head ;

Please visit www.bhsi.org/fit.htm for a comprehensive guide to helmet fitting.

· Bike Fit

· The rider should have two-to-three inches of clearance between them and the top tube when straddling the bike. 

· The seat post must have at least three inches left in the frame once it is adjusted to the height of the rider.  

· The handlebar stem must have at least two-and-a-half inches left in the frame. 

· Clothing & Food

· Shoelaces should be tied. 

· Loose fitting pants should be rolled up or secured with a rubber band.

· No gum chewing or candy while riding as is a serious choking hazard

· Downhill Test

Set up a testing site for each kid on a safe, smooth downhill section – this might take place on the first downhill on the trail.  The Certified Ride Leader should descend first. Then each rider goes down one at a time.  If any child is shaky or doesn’t seem to be able to use proper braking technique, his/her volunteer buddy should be cautioned to walk down steep hills with him/her.  Remember once the child loses braking control on even a minor descent, speed quickly builds and the injury rates become very high. 

Group Management

Distance
Riders should leave at least THREE bike lengths between themselves and the person ahead of them
Ride buddy system

Each volunteer should buddy up with one or two kids during the ride. You are responsible for your buddy’s safety. As you ride continue to evaluate your buddy’s skill level. Give extra attention to kids who seem to have weaker bike handling skills. Let other volunteers know if you see their buddy needs attention also. Don’t let kids who are not skilled enough do things that may injure them. 

Lead and sweep rider

Each ride should have a Certified Ride Leader or volunteer assigned as a lead and sweep rider:

· Lead Rider
· All children should stay behind the lead rider;
· Is responsible for maintaining a safe and reasonable pace;
· Should slow down or stop and wait for the sweep to catch up if the group gets too spread out;
· Should stop at the TOP of hills and wait for the sweep to catch up.
· Sweep Rider
· Should ensure ALL participants are ahead of them
· Should alert the lead rider if there is a problem
Descending

As outlined in the pre-ride check section, all participants must perform a downhill test either prior to the ride or at the first hill. A poorly controlled and managed descent is a time when the likelihood of injury increases. The following guidelines will help ensure participants complete a safe descent:

· Keep the speed below 15 mph, based on the difficulty and steepness of the descent;

· Keep a minimum of THREE bike lengths between each bike;

· Children should stay behind their volunteer buddy who is responsible for them;

· Keep feet horizontal;

· Look at where you want your bike to go;

· Lower seat if grade is very steep;

· Use brakes evenly (never grab at front brake only; that might cause rider to flip);

· Shift front derailleur to middle ring;

· Wear gloves and goggles
SECTION IV
Accident & Illness Reports

The Trips For Kids Accident/Illness Report  (see Appendix E) must be filled out if an incident occurs during a TFK activity or on a TFK premises. As a minimum standard it must be completed if the incident:

· Results in a participant having to be evacuated;

· Requires the attention of a medical expert;

· Results in the participant not being able to continue engaging in the activity fully (e.g. cannot ride bike anymore);

· There is any possibility that complications could arise later;

You should document for your own records any other minor injury or illness in case complications do happen to arise later.

All TFK Accident and Illness Reports should be kept on file at your chapter, with a copy being forwarded as soon as possible to:

Trips For Kids National 

138 Sunnyside

 Mill Valley, CA 94901.

Any serious accidents that require a rescue and evacuation should be reported as soon as possible by telephone to Trips For Kids Main Office on (415) 458-2986.

SECTION V

Annual Paperwork
Trademark Agreement
Chapters are required to sign a new Trademark Agreement each year along with any Addendums that may be added. Mountain biking activities and environmental activities are covered under the Trademark Agreement and are the mainstay of our program.  Any other sports activities are elective under Schedule B(2)(c)  of our Trademark Agreement but you must check with your insurance carrier to be sure your liability policy permits you to do them.  In order to be a sanctioned activity of Trips for Kids you must have the approval of your insurance carrier and name Trips for Kids Marin as an additional  insured on your policy. 

Insurance

Each chapter must provide us with a copy of their insurance policy each time it is renewed. We require it be at least a  $1 million liability policy. It should include TFK Marin listed as an additional insured with the following details:

Trips For Kids Marin
610 4th Street
San Rafael, CA 94901
End of Year Report
All Trips For Kids chapters will be required to complete the following reports at the end of each year. The due date for the end of year report is February 1st of each year.

· Participant Statistics
All chapters must send in a completed Participant Statistics sheet (see Appendix F) to TFK National at the end of the year. A copy of this form can also be found on the national website under Chapter Support (Forms and Documents).

· Revenue/Expense Report

Each chapter is required to submit an itemized revenue and expense report at the end of each year. If you are part of a larger organization (e.g. Boys & Girls Club) you need to ensure you include the revenue you have received from them in the report. A basic example follows: 

Revenue Expense Report SAMPLE
	
	Trips For Kids
	
	

	
	REVENUE/EXPENSE REPORT (Actuals)
	
	

	
	200_
	
	

	
	
	
	

	
	
	
	

	Fund Balance as of Jan 01, 200_
	
	 $ BAL AMT 

	
	
	
	

	
	
	
	

	REVENUE
	
	
	

	
	Grant
	
	$amt

	
	Donations
	
	$amt

	
	Fundraising event
	
	$amt

	
	Individual Donations
	
	$amt

	
	Total Revenue
	
	$ total amt

	
	
	
	

	EXPENSE
	
	
	

	
	Advertising
	
	$amt

	
	Internet
	
	$amt

	
	Office Supplies
	
	$amt

	
	Food
	
	$amt

	
	Special Projects
	
	$amt

	
	Staff Travel
	
	$amt

	
	Equipment
	
	$amt

	
	
	
	

	
	Total Expenses
	
	$ total amt

	
	
	
	

	
	
	
	

	Balance as of Dec 31, 200_
	
	$ BAL AMT

	
	
	
	

	
	
	
	


· Questionnaire

Chapters will receive a questionnaire at the end of each year that they will be required to complete. This helps us keep track of information that we use for grant proposals and other purposes.

· Accident Reports

Chapters must submit copies of   all accident reports from the calendar year to the National program so that we can see when additional safety rules are needed. 

SECTION VI
Sponsorship & Funding

Not Approaching National Companies or Foundations

· Getting Equipment and Supplies

As noted in the trademark agreement, all chapters must contact Trips For Kids National before approaching any national companies or the bike industry.  (This does not apply to your local independent bike shop).  We require you to notify us so we can look at the requests from the point-of-view of TFK as a whole. You end up winning, because often we will do the work and everyone, including you, gets the stuff! In addition, allowing us to coordinate pitches for sponsorship alleviates any confusion that would happen if several chapters were to approach the same company.

· Raising Money

As noted in the trademark agreement, all chapters must contact Trips For Kids National before approaching any major national foundations or national corporations with requests for cash support. Allowing us to coordinate requests alleviates any confusion that would happen if several chapters were to approach the same non-profit organization for support.

Sponsor Recognition
We require that all Trips For Kids chapters help promote our major national sponsors in all of our work. Here is what we need you to do.

· Include the major national sponsors' logos in newsletters, flyers, etc;

· Display the major national sponsors on your web site with a link to the companies' web sites; 

· Provide a link from your website to our sponsor page which contains a list of all the national sponsors – Link: http://www.tripsforkids.org/national/sponsors.htm ;

· If the company sends banners, please display at any events that you attend;

· Include the major national sponsors whenever you display your local sponsors; 

· Talk up the sponsors with the volunteers. We can all show our thanks by supporting our patrons' businesses. 

SECTION VII

Marketing & Promotion

TFK Logo 

Chapters should use the Trips For Kids logo and name whenever possible so that our name and our mission becomes more familiar to people, which will enable us to get more kids out on bikes. Each chapter is required to send two examples of advertising or promotional materials using the TFK logo each year.  

Website Development
We require that each TFK Chapter develop their own web site. If your chapter is under the umbrella of an existing non-profit organization, and you want to develop and manage a TFK page on their web site that is fine, but you must have a page with our Logo, a link to our national site (see below), and the links to our sponsors mentioned in the previous section (VI).

One purpose of having a web site is to enhance access to your program.  We also require that you provide a link to our National TFK web site at the following URL:

· National Website Link:  http://www.tripsforkids.org/index.htm

Once your web site is developed we will provide a link to your site from the “Find a Chapter” page on the TFK National web site.

Free web hosting is available through Geocities at http://geocities.yahoo.com/. Alternatively, feel free to create and develop your own web site through a different provider.  Check out www.tripsforkidscentralpa.org and www.tripsforkidscharlotte.org for great examples of simple, clear sites! 

SECTION VIII
Additional Policies

TFK Harassment Policy

Trips For Kids is committed to an environment free from all forms of harassment (verbal, physical or visual) by anyone including employees, volunteers, participants, agency staff, vendors, customers or other visitors. Harassment may include words or actions concerning an individual’s race, creed, color, sex, national origin, religion, age, disability, marital status, or sexual orientations.

TFK encourages any person who believes they have witnessed or been subjected to harassment or discrimination to immediately set forth the particulars in a confidential memorandum to the Director, without fear of reprisal for any truthful complaint. Managers or coworkers should immediately report any incident of suspected harassment to TFK management without fear of reprisal for any good faith report. TFK management will take such action and conduct such investigation as appears to be warranted and effective under the circumstances, and will take reasonable steps to maintain confidentiality to the extent possible.

Specifically, sexual harassment consists of making unwelcome sexual advances or requests for sexual favors or other verbal, physical or visual conduct of a sexual nature where:

· An employee’s submission to or rejection of such conduct is the basis for an employment decision (whether favorable or unfavorable) affecting the employee;

· Such conduct creates an intimidating, hostile or offensive work environment;

· Such conduct has the purpose or effect of unreasonably interfering with an employee’s work performance.

Trips For Kids considers harassment to be a major offence which can result in discipline of offenders, up to and including suspension or discharge, depending upon the circumstances and severity of the offense. 

Trips For Kids 

Ride Volunteer Application

Thank you for your interest in becoming a Ride Volunteer for TFK __________. It is our goal to ensure the skills, experience and interest of our Ride Leaders match with the groups we will bring on rides. We also want to ensure a safe environment for our participants and volunteers. Please take the time to respond to the following questions.

Name: ________________________________   Date of Birth: ____________________

Address: _______________________________________________________________

Contact Phone: ___________________    Email Address: ________________________

Social Security No: __________________      Driver’s License No: _________________

CPR Certified?  N/Y   Expires:                  First Aid Certified? Y/N   Expires:

Mountain Bike Skill Level (please circle below)

Do not ride             Beginner                Intermediate               Advanced                  Expert

Bike Mechanic Skills (please circle below)

None                          Basic                  Intermediate              Advanced

Please give a brief description of previous Mountain biking experience (e.g. trips, teaching, leading, years, etc)

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Please describe any previous experience working with youth ______________________

______________________________________________________________________

______________________________________________________________________

Do you have any other special training or skills? ________________________________

______________________________________________________________________

Do you have any health conditions you feel will affect your ability in this position? _____

______________________________________________________________________

______________________________________________________________________

How did you hear about Trips For Kids? _______________________________________

______________________________________________________________________

PLEASE ANSWER THE FOLLOWING QUESTIONS:

· Do you own an automobile in safe mechanical condition? Y/N
· Do you carry personal liability and property damage insurance on your car? Y/N

· Insurance company and policy number:   ___________________________

· Have you ever been convicted of a crime (excluding minor traffic violations)? Y/N

· Do you object to Trips For Kids checking with the appropriate public authorities (e.g. Dept of Justice, DMV, etc.) regarding your background? Y/N

Please list three references:

Name:                                                                      Phone No:  ____________________                                       

Name:                                                                      Phone No:  ____________________

Name:                                                                      Phone No:  ____________________

Emergency contact information

Name:                                   Relationship:                                 Phone No:

Address:
I hereby acknowledge that all the information I have provided on this application is true and complete to the best of my knowledge. I hereby authorize TFK ________ to perform a criminal background check and contact references. This information is to be used only to determine my suitability for leadership for Trips For Kids.  
_______________________                     _________________________                                 __________

   NAME OF APPLICANT                       APPLICANT’S SIGNATURE                                      DATE

Ride Safety for Ride Volunteers

All Ride Volunteers Must Read This Document Before Each Ride

SAFETY COMES FIRST!

Trips For Kids is concerned, responsible and liable for the safety of each youth.

Trips For Kids relies on you, our volunteer to supervise each youth.

YOU are responsible for the safety of your buddy.  If for whatever reason, you do not feel comfortable with this responsibility, please let the trip leader know.

Each volunteer buddies up with one or two kids during the ride. You are responsible for your buddy’s safety.  Take the opportunity to hang out with somebody new, share your knowledge about biking and learn something about what’s happening in your buddy’s life – we can visit with each other before and after the ride.  At Tenn. Valley, please stay with your buddy if you walk up to bunker! As you begin the ride evaluate your buddy’s skill level.  Give extra attention to kids who seem to have weaker bike handling skills.  Let other volunteers know if you see their buddy needs attention also.  Don’t let kids who are not skilled enough do things that may injure them.  For example, walk down hills if not good with brakes.

 

RULES OF THE ROAD TO SAFETY

1) Make sure all wheels are on securely.  A volunteer will be assigned to check quick releases after unloading from van.
2) Fit each helmet correctly.  Take time to ADJUST each helmet properly.

3) Make sure 3" of post are left in the frame when adjusting the seat height.  Do not alter height of handlebar stem.  

4) If you are the volunteer in the lead, STOP at all intersections and at the TOP of hills and WAIT until the ride sweep catches up. For safety reasons, the group should not get “strung out” during the trip. 

5) Children must stay behind the front ride leader and they must know that the ride will be over if they don’t cooperate.  Some kids have the tendency to ride too fast.  It is up to us to keep the ride at a reasonable and safe pace.

6) No gum chewing while riding.  No skidding.  No wheelies. We need to set a good example. Remind your buddy to tuck in shoelaces and roll up pants.  

7) PLEASE WEAR THE LATEX GLOVES PROVIDED while administering first aid!  Assume that each youth could be HIV+.  

8) Don’t let the kids get near the water.  No exceptions!   
9) Leaders must adhere to a policy of never leaving a child alone with 1 adult.  There must always be 2 adults present with a kid. Furthermore, Trips For Kids prohibits and will not tolerate sexual harassment.  All forms of harassment, whether verbal, physical or visual, are prohibited. Trips For Kids encourages any volunteer who believes that s/he has witnessed or been subjected to sexual harassment or discrimination to immediately contact the Director, without fear of reprisal for any truthful complaint.

10) You must have your own auto insurance if you carry any kids in your car.

11) SPECIAL NOTES FOR DESCENT:
· Keep the speed down, well below 15 mph – sometimes our ride leaders are going too fast.

· Keep lots of space between bikes

· Have the children you're responsible for stay behind you

· Be firm with the kids if necessary

· Keep feet horizontal

· Look at where you want your bike to go

· Lower seats if the grade is very steep

· Use brakes evenly (never grab at the front brake only; that might cause rider to flip)

· Shift front derailleur to middle ring 

· Always wear gloves (and goggles on downhill riding)

Specifically, it is against Trips For Kids policy for any employee, male or female, to sexually harass another employee by:

· making unwelcome sexual advances or requests for sexual favors or other verbal, physical or visual conduct of a sexual nature an implicit or explicit condition of an employee's continued employment; 

· making submission to or rejection of such conduct the basis for any employment decisions (whether favorable or unfavorable) affecting the employee;

· engaging in such conduct and thereby unreasonably interfering with an employee's work performance; or

· engaging in such conduct and thereby creating an intimidating, hostile or offensive working environment.

In addition, Trips For Kids will not tolerate sexual harassment of any employee by any vendor or customer or of any vendor or customer by any employee.

Trips For Kids encourages any employee who believes that s/he has been subjected to sexual harassment or discrimination to set forth the particulars in a confidential memorandum to the Director, without fear of reprisal for any truthful complaint.  Managers or coworkers should immediately report any incident of suspected sexual harassment to Trips For Kids management without fear of reprisal for any good faith report.  Trips For Kids management will take such action and conduct such investigation as appears to be warranted and effective under the circumstances, and will take reasonable steps to maintain confidentiality to the extent possible.  

Trips For Kids considers harassment to be a major offense which can result in discipline of offenders, up to and including suspension or discharge, depending upon the circumstances and severity of the offense.

SAMPLE RIDE WAIVER FORM

Trips For Kids ____________________

THIS FORM MUST BE READ, COMPLETED IN FULL, SIGNED AND GIVEN TO THE TFK CERIFIED RIDE LEADER BEFORE THE PARTICIPANT MAY GO ON THE OUTING:

EXPRESS ASSUMPTION OF RISK, RELEASE, INDEMNIFICATION

AND COVENANT NOT TO SUE AGREEMENT

In consideration for the services of Trips For Kids __________________ its outing leaders, officers, agents, and volunteers (collectively referred to herein as " TFK "), I, on behalf of myself and/or as the parent or guardian of the minor child participating in the TFK activity, and our heirs, agree as follows:


I understand and am aware that hiking, backpacking, river rafting, canoeing, mountain biking, swimming, and related activities including, among others, use of TFK equipment such as camp stoves, campfires, knives, tents, backpacks, rafts, canoes, and bicycles (referred to herein as "Activity"), and transportation to and from such Activity, are HAZARDOUS ACTIVITIES involving INHERENT AND OTHER RISKS of injury to any and all parts of the body.  I further understand that injuries in the Activity are a COMMON AND ORDINARY OCCURRENCE, and I have made a voluntary choice for myself and/or the minor child listed below to ACCEPT AND ASSUME ALL RISKS OF INJURY OR DEATH that might be associated with or result from this Activity.   


To the fullest extent allowed by law, I agree to RELEASE FROM LIABILITY, and to INDEMNIFY AND HOLD HARMLESS TFK from any and all liability on account of, or in any way resulting from, personal injuries, death or property damage, even if caused by NEGLIGENCE, in any way connected with this Activity.  I further AGREE NOT TO MAKE A CLAIM OR SUE FOR INJURIES OR DAMAGES RELATING TO THIS ACTIVITY, even if caused by NEGLIGENCE.  I understand and agree that this Agreement is intended to be as broad and inclusive as is permitted by law, and if any portion is held invalid, the balance shall continue in full legal force and effect.  I agree that no oral representations, statements or inducements apart from this Agreement have been made.

AUTHORIZATION FOR FIRST AID AND MEDICAL TREATMENT

I recognize that medical or dental care may be necessary for myself and/or my minor child.  I AUTHORIZE TFK AND THE OUTING LEADER(S) TO RENDER FIRST AID OR EMERGENCY CARE, within the scope of the certification of the outing leader(s).  In addition, I authorize TFK to call for medical or dental care for myself and/or my minor child if, in the opinion of TFK, medical or dental care is needed.  I AGREE TO PAY FOR ALL EXPENSES AND COSTS ASSOCIATED WITH SUCH CARE AND RELATED TRANSPORTATION.  In addition, I hereby authorize and consent for any x-ray examination, anesthetic, medical, dental or surgical diagnosis rendered under the general or special supervision of any member of the medical staff and/or emergency staff and/or dentist currently licensed by  the state in which treatment is given and the staff of any acute general hospital holding a current license to operate a hospital from the State of California Department of Public Health or the equivalent agency in another state.  It is understood that this authorization is given in advance of any specific diagnosis, treatment, or hospital care being required but is given to provide authority and power to render care which the physician in the exercise of his best judgment may deem advisable.  It is understood, medical condition allowing, that effort shall be made to consult the undersigned prior to rendering the treatment to the patient, but that any of the above treatment will not be withheld if the undersigned is incapacitated or cannot be reached.

To accomplish our goals, Trips For Kids frequently sends press releases and photographs to the media (newspaper, radio, television and the internet) and uses photos in our own publications.  It is the right of the individual whether or not to consent to the use of his/her photograph and/ or name for the above publicity purposes.  I hereby authorize Trips For Kids to use any photos taken of me during Trips For Kids activities.

_____ Yes      _____ No

I HEREBY ACKNOWLEDGE THAT ALL THE INFORMATION I HAVE PROVIDED ON PAGE ONE AND PAGE TWO OF THIS AGREEMENT IS TRUE, CORRECT AND COMPLETE.  I AGREE TO UPDATE PAGE 2 OF THIS AGREEMENT AS NECESSARY.  I HEREBY ACKNOWLEDGE THAT I HAVE FULLY READ, UNDERSTOOD AND ACCEPTED EACH OF THE ABOVE PROVISIONS, AND VOLUNTARILY SIGNED THIS AGREEMENT.

Name of Participant


Age

Name Of Parent/Guardian Of Minor Participant               

Signature of Participant or Parent/Guardian of Minor Participant   

Date

           YOU MUST ALSO READ AND COMPLETE THE FOLLOWING:

PARTICIPANT'S EMERGENCY MEDICAL INFORMATION
This information may be used for more than one outing.  You must inform the outing leader if any of this information changes from outing to outing. 

1. Participant's Name: 











   Parent's/Guardian's Name (of minor participant): 









   Address: 












   Phone: 





   Birthdate: 




Date of most recent tetanus toxoid booster: 




2.  Allergies to drugs, foods, insect bites, etc.: 









3. List all medications for which the participant currently holds a prescription and indicate which ones the participant will be taking during outing(s):

4. List all medical conditions of which the outing leader should be aware or which may affect the participant's ability to participate in activities (such as asthma, heart disease, diabetes or neuromuscular or skeletal impairment):

Family Physician: 












(Name)


(Address)



(Phone)

Insurance Company: 




Policy Number: 





List the persons we should call in case of an emergency.  We will try to contact them in the order that they are listed below.

Name



Relationship

Daytime Phone

Evening Phone

Name



Relationship

Daytime Phone

Evening Phone

Name



Relationship

Daytime Phone

Evening Phone

Trip Log

Trip Leader___________________________________   Phone___________________

Trip Date________________________    Type of Outing ________________________ 

Trip Location___________________________________________________________

Agency________________________________________________________________

Agency Contact Person___________________________________________________

Phone (H)__________________________  (W)________________________________

TFK VOLUNTEERS AND PHONE NUMBERS

1___________________________________  2__________________________________

3___________________________________  4__________________________________

5___________________________________  6__________________________________

7___________________________________  8________________________________

TFK LEADER & volunteers
Total#______
#Male_________ # Female______


#Black________#Latino________#Asian________# White__________
#Other__________


NAMES AND HEIGHTS OF AGENCY KIDS AND ADULT PARTICIPANTS

 waiver rcv’d




waiver rcv’d
1________________________________          2_______________________________


3________________________________          4_______________________________
5________________________________          6_______________________________
7________________________________          8_______________________________

9________________________________          10______________________________

11_______________________________          12______________________________
#YOUTH PARTICIPANTS FROM AGENCY 



Total # KIDS_________


#Asian Kids________
#White Kids__________

#Male Kids__________


#Black Kids________
#Other Kids__________

# Female Kids_______


#Latino Kids________

# ADULT PARTICIPANTS FROM AGENCY____________

TRIPS FOR KIDS ACCIDENT AND ILLNESS REPORT

Instructions – Please Read Carefully

All Trips For Kids (TFK) Ride Leaders are responsible for reporting any accident or illness by filling out the TFK Accident and Illness Report promptly and completely.

As a minimum standard it MUST be filled out if the accident or illness:

· Results in the participant having to be evacuated

· Will require the attention of a medical expert

· Results in the participant not being able to continue engaging in the activity fully (e.g. can no longer rider their bike, hike, etc)

· Could result in the possibility of complications arising later

You should document for your own records any other minor injury or illness in case complications do happen to arise later.

Sheet 1 – This is used to record factual information 

Sheet 2 – This is a copy of Sheet 1 and can be used to pass on factual information to persons involved in any rescue, evacuation or providing medical care.

Sheet 3 – This is information for Trips For Kids only and will be used to evaluate and assess incidents.

Sheet 1 & 3 of all TFK Accident and Illness Reports should be kept on file at your chapter, with a copy of both being forwarded to:

Trips For Kids National 

138 Sunnyside

 Mill Valley, CA 94901.

Any serious accidents that require a rescue and evacuation should be reported as soon as possible by telephone to Trips For Kids Main Office on (415) 458 2986.

TRIPS FOR KIDS ACCIDENT AND ILLNESS REPORT

Sheet 1

Name of injured person: ________________________________________

Age and sex of injured person: ___________________________________

Chapter:_______________     Name of Ride Leader: _________________

Date of incident:  ______________        Time of incident: ​​​​______________

Accident Report: 

Be as specific as possible in all descriptions. 

Describe the injury or illness - location on body, severity, type:________

__________________________________________________________

__________________________________________________________

__________________________________________________________

First Aid given: ______________________________________________

__________________________________________________________

Brief factual description of incident: ​_____________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

Evacuation Report:

To be completed only if an evacuation is needed.

Does the injury/illness require evacuation? ________________________

Outline your evacuation plan (resources available, who to contact, 

pick-up point, time, back-up, etc) ________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

TRIPS FOR KIDS ACCIDENT AND ILLNESS REPORT

Sheet 2 (Copy of Sheet 1 for TFK Nat’l)
Name of injured person: ________________________________________

Age and sex of injured person: ___________________________________

Chapter:_______________     Name of Ride Leader: _________________

Date of incident:  ______________        Time of incident: ​​​​______________

Accident Report: 

Be as specific as possible in all descriptions. 

Describe the injury or illness - location on body, severity, type:________

__________________________________________________________

__________________________________________________________

__________________________________________________________

First Aid given: ______________________________________________

__________________________________________________________

Brief factual description of incident: ​_____________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

Evacuation Report:

To be completed only if an evacuation is needed.

Does the injury/illness require evacuation? ________________________

Outline your evacuation plan (resources available, who to contact, 

pick-up point, time, back-up, etc) ________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

TRIPS FOR KIDS ACCIDENT AND ILLNESS REPORT

Sheet 3

Evaluation of Incident

Why do you think the incident happened? Be specific such as events leading up to incident, people involved, weather conditions, etc.

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

What could have been done to prevent the incident?  

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

Outline changes (if any) you will implement on your trips as a result of this incident.

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_______________________________________              _______________

Signature of person completing form                                  Date
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