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Overview

1. Intake System

The “WHAT”

2. Process, Segments, Flow 
The “HOW”

3. Explore the purpose behind your 
system, and ensure all objectives are 
being met.

The “WHY”



Objectives

1. Build your intake system, 
with purpose

2. Review, audit and update your system

3. Infuse risk management, 
with a lens of accessibility and inclusion.



Content Warning





The “What”
Your Intake System



The “WHAT”

Your Intake System

Process

Components

Access



The “WHAT”

Your Intake System

- Acknowledgement of Risk, Code of Conduct
- Photo and Video release form
- Adult Waiver
- Confidential Medical History form
- Application Questionnaire

- High School Credit application form
- Sizes form
- Funding Application
- Travel form



The “WHAT”

Your Intake System

- Online



The “WHAT”

Your Intake System

- Journey Map



considering

Accessibility



“What have you done to create more 
points of access to your program?”



considering

- Online
- By Hand 

(PDF print & submit)
- Telephone
- With in-person support

Accessibility

- Pair down forms and questions when possible
- Regular reviews of form needs
- Available in other languages
- User friendly visuals
- Personal connections
- Other communications of  informed consent

- Acknowledgement of Risk, Code of Conduct
- Photo and Video release form
- Adult Waiver
- Confidential Medical History form
- Application Questionnaire

- High School Credit application form
- Sizes form
- Funding Application
- Travel form









“How”
Design & Implement



the

Build





the

Build

- How do participants hear about you?
- Who answers questions?
- What general knowledge do they have 

coming into the program?



the

Build

- How do they complete the process?
- Who is involved?
- What does is LOOK like?
- What does it FEEL like?



the

Build

- Who reviews?
- What tools are used?
- Limitations? - Critical Path

- Admissions Manual
- Advisors
- Admissions Matrix



“Within hours, your relationship will 
surpass what we learn during intake.”



the

Build

- Who has authority?
- How do we communicate this 

message?



the

Decision

Tips for Success

- Decision making criteria is program-specific
Not person specific!

- Have a critical path

- Tools and training for intake staff

- Include applicant (& parent/guardian) in the process
- Plan programs according to the group you are hosting



“We are the experts on our program,
you are the expert on yourself.”



the

Build

- Debrief  & seek 
feedback

- Analyze Early 
Departures, Field 
Incidents & Applicants 
not approved



the

Audit



“Why”
Needs & Preparations



- Physical health 
- Mental health
- Dietary needs

- Social needs
- Emotional needs
- Cultural needs
- Learning needs
- Life experiences / 

Trauma responses

- Waivers
- Permissions
- Technical paperwork

- Include diverse voices in your review
- Language used during intake
- Approach to building rapport
- Communication strategies
- Alternative offers, when they cannot attend
- Duty to Accommodate
- Program planning: “Hindsight”

considering

- Access to field resources
- Access to external resources
- Training and preparedness 

of field staff
- Insight of professionals
- Updating resources and 

systems regularly

Inclusivity



Thank You
Questions?

Jill Zeppa
jillian_zeppa@outwardbound.ca


