
Transport and Trips

Scan the QR Code to register your attendance



Who, What, 

When, Where, 

How?

Trip Form / Trip 

Packs

Trips

Plan at least 4 

weeks before

Full Risk 

Assessment

What do you need to do?



Trip costs must 

be covered by 

the individuals 

participating – do 

this before 

booking anything

Use tickets / 

products to 

collect money

Do not use a 

personal account 

to collect money 

from members

Upload invoices 

via the finance 

portal or use a 

pre-paid card for 

large payments

M
o
n
e
y,

 M
o
n
e
y,

 M
o
n
e
y!

Budget before 

booking anything

Do not book or 

buy anything 

without speaking 

to your 

coordinator first

If you make 

payments without 

speaking to us, 

you may be liable 

to cover the cost 

yourself

Hold on to your 

receipts – you 

can’t claim 

money back 

without them!



Day Trips / One-off Local Trips
This is not necessary for regular / weekly trips to training venues etc.

Let your staff contact 
know via email

Create an event and 
tickets on your 

club/society web 
page

Arrange and pay for 
transport

Arrange and pay for 
any activities

Advertise your trip
Complete and return 
a Risk Assessment 

and Trip Form

Claim back any 
expenses after the 

trip

BUCS Weekly fixtures 

– Check your emails 
regularly and ensure 

your allocated transport 

for away fixtures make 
sense.



Trip Form Join our Mentimeter

− For day / local trips



Mentimeter for PowerPoint



Code:
Trip Form Join our Mentimeter

− For day / local trips

• Club / Society name

• Destination 

• Activity

• Trip team leader & contact number

• Departure date & time

• Return date & time

• Participants name and student number

• Who is first aid trained

• Who else is leading the activity

Trip Forms include:



Overnight Trips

Let your staff contact 
know via email and 
book a meeting if 

necessary

Work out the entire 
cost of the trip and 

propose this to 
members

Create an event and 
add tickets on your 
club/society web 

page

Arrange and pay for 
transport

Arrange and pay for 
any activities

Advertise your trip
Complete and return 
a Risk Assessment 

and Trip Pack

Claim back any 
expenses after the 

trip

If you are planning an overseas trip, you must speak to your staff contact first.



Trip Pack
− For overnight trips

• Club / Society name

• Destination 

• Activity description

• Trip organizer & contact information

• Accommodation information

• Transport arrangements

• Itinerary

• Health and safety

• Risk assessments

• Insurance

• Safety equipment

• Leader : Student

Trip Packs include:



Your Turn



Potential to hire external vehicles with 

the cost for hire and fuel charged to 

the club/society.

(mileage calculator not used)

Car / LWB / Tows / Coaches (17 – 70 

seats)Vehicles

3 x 17-seater minibuses

4 x 9-seater cars

Driving license

18 years +

1 year driving experience

45 min test drive with Jules

UK driving license holder only

21 years +

2 years driving experience

Online learning package

45 min test drive with Jules

SU Vehicles Hire Vehicles

Car CatB (9-seater) Minibus (15/17-seater)Requirements



Reach out to 

SUTransport@

cardiff.ac.uk

Email

Name, Age, Driving 

licence number, 

Club/Society, 

@Cardiff email 

address

Include

Select a date and 

time through the 

Teams link

Confirm

If driving 17-seater, 

complete online 

theory session 

before the test

Theory

Your club/society 

needs a driver 

before you can 

book a vehicle

Book

Booking a Driving Test

You an also hire an external driver which comes at a cost to the club and has a 

minimum number of hours. Email SUTransport for more information

1 2 3 4 5



Requesting a Vehicle

Go to 
CardiffStudents.com -

> Activities -> 
Transport

Select ‘Book a 
Vehicle’ from the left 

column

Select the booking 
link

This is a request not a 
booking. You must 

wait for confirmation.
Plan your event / trip

Pick up the keys from 
2nd floor Welcome 

Centre

This is the only way to request a vehicle

Weekly BUCS fixtures have allocated transport – please check your emails 

regularly to ensure it is correct



Recovery is 45p per mile

Main vehicle capacity should be hit

Mileage Calculator

Personal Vehicles

Each Club/Society is required to pay

0 – 500 miles = £5

501 – 1000 miles = £10

1001 + miles = £20

Carbon Offset

Currently recovered at 70p per mile – this is 

not fixed, depends on fuel prices

Hire is:

• £70 per day - trips outside the County of 

Cardiff

• £25 per day for local trips

SU Vehicles



1700 miles were lost in 2020/21 due to 

incorrect completion of mileage forms

= £935 cost to AU and SocietiesVehicle 

Tracking

Lost mileage

1

Majority of vehicles have been fitted with a 

tracker system

Fleetsmart Tracker

2

Use the tracker system to monitor driving 

standards and investigate reports

Monitoring

3



Frequently Asked Questions

No – costs are covered centrally by AU

Do we pay for BUCS weekly 

fixtures transport?1
Subsidy of 50% up to £20 per person 

Do we pay for BUCS 

Championship based events?2

Grants can be applied for one off trips/events

Can grants be used to cover 

transport costs?3 Be organized and plan early!

Contact SUTransport@cardiff.ac.uk for further support

mailto:SUTransport@cardiff.ac.uk


Were you listening?

Join our Menti!



Mentimeter for PowerPoint
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