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Introduction
College of the Canyons’ Educational Travel Program is designed to provide students who enroll in related and appropriate courses opportunities to broaden their knowledge of, and exposure to, other people and cultures. Students who participate in this program will experience cultures, places, and ideas first-hand while acquiring knowledge and skills for living in an interdependent and culturally diverse world.

The purpose of the Educational Travel Advisory Committee (ETAC) is to achieve the following:
· Assist with the development of processes to encourage and facilitate faculty and student involvement in educational travel opportunities across departments and divisions;
· Serve as a resource to ensure the success of educational travel projects;

· Assist with assessing needs, acquiring support, and evaluating educational travel activities; 

· Assist with program expansion and improvement;
· Review and recommend for approval proposed Educational Travel courses.

Membership is open to faculty, classified staff, and administrators.
Background

In fall 2002, College of the Canyons (COC) began formalizing the process of faculty proposing and offering educational travel trips. Generally, the experience consisted of students participating in a trip abroad for a week to ten days as part of a course. Prior to 2002, educational travel opportunities were initiated and conducted by individual instructors committed to providing students such opportunities. At that time the other opportunity for COC faculty to participate in study abroad was offered by the Citrus College Semester Abroad program in which COC was a participant. Through the consortium, COC students would enroll in courses offered by Citrus College for a semester of study in England, France, and/or Spain.  When a COC faculty member was selected to teach abroad, the College covered the instructor’s salary and filled the temporarily vacated teaching load with adjunct instructors, while the FTES were retained by Citrus College.
As interest in educational travel increased, a formalized process for review and approval became necessary. This process demanded more thoroughness with regard to issues of planning, safety, accountability, assessment, and evaluation. The (then) Dean of Instruction invited faculty members to serve as representatives from each division, as well as those faculty members experienced in educational travel, to form the Educational Travel Advisory Committee (ETAC).  
Since 2002, faculty have provided trips to numerous locations, such as Nicaragua, the Caribbean, Germany, Italy, France, Costa Rica, Galapagos, Ecuador, Australia, and Mexico. Future trips currently planned include China, Massachusetts, Yosemite, Ireland, England, and Spain.

Organizational Structure
The Dean of Distance Learning Programs and Training and a faculty member appointed through the Academic Senate serve as co-chairs of the Advisory Committee.  Since educational travel is associated with a course of study and, therefore, deals with work assignments and scheduling, the ETAC serves in an advisory role to the Vice President of Academic Affairs who is responsible for approving faculty scheduling and workloads.
The ETAC generally meets once a month and is open all interested parties.  Only voting committee members may vote on proposed trips. The membership structure of the ETAC is included in Appendix A. (Appendix F)
Activities of the ETAC

Since its inception, ETAC has been instrumental in developing such practices and procedures as:
· Informing faculty of educational travel opportunities,

· Encouraging an interdisciplinary approach to educational travel,

· Evaluating  and recommending for approval trip proposal,

· Prioritizing and calendaring proposals over multiple years,

· Developing an evaluation procedure and instrument to derive input from student participants,

· Evaluating cost effective travel insurance options,

· Generating strategies to effectively cover course content in courses shorter than a traditional semester, (e.g. combining online/hybrid/in class/on-site teaching and learning methodologies),
· Creating an Educational Travel webpage, linked to the COC website, to provide faculty with easy access to trip proposal forms and other pertinent information, and to advertise future trips,
· Conducting regular meetings, and

· Promoting opportunities for a greater number of faculty and students to plan and participate in educational travel.

The College also joined the California Community College International Education organization (CCIE) to increase the program’s resources. Membership in other relevant organizations and associations may be sought as appropriate.
Approval Sequence

A. Prior to presenting a proposal, a full-time faculty member should consult with the Vice President of Instruction.

B. Proposals will be reviewed and discussed by the ETAC.  The Advisory Committee and/or the Dean, Distance Learning Programs and Training may request a faculty member attend the meeting for clarification of trip details. If the trip is recommended for approval it will be subject to the prioritization process detailed below. If a trip does not appear to be viable, or if questions exist, the sponsor may be asked to meet with the Committee or the Dean, Distance Learning Programs and Training for clarification. The proposal may be redesigned and resubmitted at a future date.

C. Once a trip is recommended for approved by the Committee, it will be prioritized based on the following:

1. First time participants 
2. Individuals who successfully completed a single trip 

3. Individuals who successfully completed two or more trips 
Generally, no more than three trips should be calendared for each Winter, Summer, or Spring Break sessions.

C.  Once a trip is calendared, all faculty involved in the trip will meet with the Dean, Distance Learning Programs and Training to discuss details of the planning, the travel agency, and arrangements. If the agency has not previously been approved by the College and has not facilitated a COC educational travel trip, the Dean, Distance Learning Programs and Training will contact and interview the agency. If the Dean, Distance Learning Programs and Training determines that the agency appears reputable and reliable, the faculty member may begin discussing an itinerary and other details with the agency.

D.  The faculty members should reach an agreement as to the necessary steps to take if low enrollment results in one of the courses being cancelled or if one of the participating faculty becomes ineligible. The agreement must be discussed with the Dean, Distance Learning Programs and Training prior to submission of the trip contract as an item for Board approval.

E.  Once the faculty member(s) and the agency agree on terms a contract proposal will be developed by the Contract Services and sent to the agency for approval.  The Dean, Distance Learning Programs and Training will submit a Board item with a brief description of the trip and the travel agency.  After the Board approves the item, the faculty member(s) may officially begin marketing the trip and recruiting students, and the agency may begin the collection of funds. No funds may be collected prior to receiving Board approval.  Approval by the Board of Trustees should be obtained no less than 6 months in advance of the trip.
Note:  While a faculty member may alert students prior to receiving Board approval that an educational travel trip is proposed, all publicity must clearly state that the trip is tentative, pending Board approval.
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	Faculty/Tour Leaders
	Pre-proposal conversation with CIO
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FT Faculty as Independent Contractor during Summer, Winter

	
	
	

	Call for Proposals
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	3 to 6 months in advance

	Travel Vendors
	Utilize a list of Approved Vendors
	Utilize a List of Approved Vendors

	Contracts
	District Template to be Used:
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	Minors
	Concurrent Enrollment Age 14+
	Establish Waivers, Parental Assignment of Authority, Separate Sleeping Arrangements…

	Advertising
	Contract required prior to advertising
	Contract required prior to advertising

	Board Approval
	Include Travel Itinerary
Protects Employees with W/C
	Include Travel Itinerary

	Mirror Course
	Second Credit Class required on site to avoid requirement to pay for each student to travel
	N/A

	Insurance
	Travel Insurance must be purchased based on minimum requirements set by district.

Also:

Student Insurance/Work Comp

Private Insurance

District 3rd Party Liability


	Travel Insurance must be purchased based on minimum requirements set by district.

Also:

Private Insurance

District 3rd Party Liability

	
	
	


Educational Travel Guidelines

Organizing and implementing an educational travel project is time consuming and labor intensive. It takes a year or more to successfully plan, market, and implement an educational travel project from the time it is approved to the time the trip occurs. The time and effort required to develop and carry out a project is not a substitute for a faculty member’s contractual obligations.  
A full-time faculty member teaching in any discipline may submit and/or participate in the submission of an ET proposal. Experience has shown the following guidelines should be followed:

· The Committee strongly advises that a trip has no more than two instructors.

· The instructor needs to be qualified to teach in the proposed subject area.  Should the course not be in the instructor’s primary (teaching) discipline, the appropriate department chair needs to also recommend the assignment.
· It is strongly recommended that a first time ET participant pair with a faculty member experienced in ET.

· The subject offered and destination proposed for the trip must attract a sufficient number of students for the District to support paying a faculty member to teach and be compensated for the course.  

· The instructor is responsible to ensure that course content, as designated in the course outline, must be satisfactorily met in the time and manner designated for the ET project.

· The faculty member demonstrates evidence of having sufficient knowledge and experience to successfully lead and participate in planning and implementing an educational travel project.

A call for educational travel projects will be sent out by the Dean, Distance Learning Programs and Training, usually annually, to all full-time faculty members. The call will include timelines for submission and directions for applicants to find the proposal forms on the Educational Travel site on the Intranet. 

Trips may not be offered without the committee’s review, recommendation and approval by the Dean, Distance Learning Programs and Training, the Vice President of Academic Affairs, and the Board of Trustees.
Planning the Trip
A.  Student Access
All rules and regulations with regard to student access, financial aid, student and faculty rights and responsibilities, adopted in Board Policy and/or detailed in the Schedule of Classes or the College Catalog, are applicable to students and faculty participating in educational travel.

B. Marketing and Student Recruitment

ET trips should be planned in advance to maximize the ability to recruit the number of students necessary to make the trip viable for support by the College and the agency.  Advertising venues one should pursue include:

· Schedule of Classes: An announcement of the planned trip in at least two class schedules during the year prior to the trip is advised.  The announcement may include the location and trip contact information.   If Board approval has not yet been obtained a disclaimer is required.
· Public Information Office (PIO): This office can help identify advertising opportunities that may include news stories in local papers or magazines, information pieces produced by the PIO, the COC television broadcast, the electronic marquees and other advertising resources.
· COC Website: From the COC homepage, students can be directed to the educational travel web page, with links to the web pages of faculty members for information pertinent to their trips.  It will be the faculty members’ responsibility to provide information to the Dean, Distance Learning Programs and Training for the website, as well as instituting a web page for one’s specific educational travel project.

· Agency Web Page: Faculty should take advantage of the agency’s resources, especially its website and printed information. 

· Community Extension Catalog: Faculty should take advantage of the resources available through Community Extension.
· California Colleges for International Education (CCIE): COC is a member of this international education network for community colleges which provides important and timely information to community colleges throughout the state about state initiatives, funding opportunities, professional development, travel agencies, networking conferences, international laws and regulations, best practices, and more. The CCIE also advertises the educational travel opportunities of its members. Contact information is in Appendix B.
· Campus Display Cases: The display cases in the Administration and Student Service buildings provide an opportunity to creatively display artifacts, information, maps or other information about the country and educational travel opportunity.  The showcase may be reserved through the Public Information Office. 
All marketing material should contain contact information, the courses offered, names of instructors, destinations, deadlines to meet all requirements, and costs. Be sure to include the physical requirements and accommodations of the trip. e.g., “This trip will take place in a high altitude. Activities will include extensive walking and climbing in parts of the country that have few to no elevators and we will be traveling on transportation that requires passengers to climb steps to board the plane.”   Marketing materials should also state, “Additional costs will include travel insurance, college registration fees, course materials, books, and other costs that may arise depending on the destination of the trip.”

C. Minimum Student Enrollment
A minimum of 20 students should be officially enrolled in each course section for the college to pay each instructor and to cover related expenses. Any exceptions to this number must be approved by the Vice President of Academic Affairs.

D. 
Conditions for Possible Trip Cancellation

A number of circumstances can result in a trip being cancelled, including circumstances beyond the control of the College or planners, (e.g., a country has a security incident at the time of recruitment or prior to the visit.)  For this and other reasons the trip payment deadlines should be established well in advance, preferably three months prior to the departure, and the agency contact should outline the circumstances under which they would cancel a trip.
Trip Expenses and Fund Management

The College pays the salary cost of the instruction(s) teaching the course while the trip participants cover all other costs.   Generally, the travel and accommodation expenses of the instructor(s) are incorporated in the cost of the trip paid by the student participants. Other expenses that may be incorporated in the cost per student may be an allowance to cover emergency situations and service gratuities that the lead instructor will handle on behalf of the group. Any amount of additional money negotiated into the cost of the trip beyond travel, accommodations, meals and excursion fees must be discussed with, and agreed upon by, the Dean, Distance Learning Programs and Training prior to including them in an agreement with the travel agency.  

A. While the travel agency may cover travel expenses for the faculty member providing courses for the trip, no costs for family members or guests or the cost of upgrades can be included in the cost of the trip and passed on to the students. Family members or guests should be discouraged from accompanying the faculty member unless there is a specific educational purpose for their presence.  The Dean, Distance Learning Programs and Training must be notified of, and give approval to, any plan to include guests, family members or other non-students.
B. The agency generally provides the lead instructor a check for emergencies and gratuities for the amount agreed upon in the contract. Any unused funds from this negotiation must be returned to the trip participants.

C. If gratuities are to be left to the individual participant’s discretion for each venue where service is provided, students must be informed prior to departure and given an estimate of the expectation of such gratuities.
Faculty Responsibilities

· Faculty responsibilities include, but are not limited to:

A. Obtain approval from the Vice President of Academic Affairs to teach the courses in accordance with the terms of the COCFA contract.  Faculty members may not offer classes for which the District does not provide compensation.
B. Provide students with complete information about the academic requirements of the course, the itinerary, physical requirements, costs, and timelines.

C. Conduct at least one information session prior to students making an academic and financial commitment.
D. Conduct at least one additional meeting prior to departure to information specific to the course and travel, such as:
· Academic requirements of the courses
· Local customs and social expectations

· Daily itinerary

· Physical expectation (see above description). In such instances, an activity need not be canceled but the student should be given the option of not participating.)

· Monetary requirements 

E. Meet and develop strategies with faculty partner(s) that will enable the students to meet course requirements and to take advantage of all field experiences.

F. Monitor student enrollments and inform the Dean, Distance Learning Programs and Training in a timely fashion if a class may need to be cancelled so that students may receive a refund from the travel agency
G. Require that participants be 18 years old unless a parent or the parent’s designee who accompanies the participant is at least 21 years old. Many countries have no minimum age for drinking alcohol or smoking. While faculty must make a conscientious effort to overseeing the wellbeing, safety, and appropriate conduct of all participants while on the trip it is not the responsibility of a faculty member to monitor the activities of underage students.
H. Ensure that students sign all COC required forms.

I. Retain and bring on the trip a copy of all waivers or other pertinent student information. 
J. Review with students the academic and social expectations upon arrival at the trip destination.

K. Consult with the lead instructor when an emergency or student disciplinary action may result in removing a student from the trip.

· Lead Instructor’s Responsibilities

The lead instructor is the liaison between the Instruction Office and all faculty, staff and student participants involved the ET project. The primary responsibilities of the lead instructor are to:

A. Maintain timely communication with the Dean, Distance Learning Programs and Training regarding student enrollments, contract arrangements, itinerary changes, and obtain any assistance to support the success of the ET project.

B. Communicate to faculty and student participants all relevant information about trip requirements. 

C. Ensure all paperwork is completed and turned in to the Dean, Distance Learning Programs and Training at least three weeks prior to the trip departure.

D. Coordinate the marketing, student information, and student orientation session activities between the faculty partner(s).

E. Ensures that the Dean, Distance Learning Programs and Training has a copy of the final trip itinerary and contact phone numbers prior to the trip departure.

F. Represent the College during the trip should issues arise and contact the appropriate administrator if a District authorization is needed.

G. Address emergencies and provide the Dean, Distance Learning Programs and Training with a written report of any emergency. 

H. Ensures that students are encouraged to participate in an anonymous trip evaluation survey provided to them by the Dean, Distance Learning Programs and Training via mail after the trip.
I. Dean, Distance Learning Programs and Training receives a report summary of the trip and any accompanying materials such as brochures and photos and syllabi that could be included in the Educational Travel Archives and resources collection.

Student Responsibilities

The academic requirements, standards, student rights and responsibilities for all COC students are applicable to students participating in educational travel. Additionally, students participating in educational travel, and prior to departing for a destination, will need to meet the following requirements:

A. All students must be registered in the appropriate class.  If more than one class is available it is strongly recommended they be registered in at least two courses unless 
they have already completed  the other courses offered or they are not academically eligible to enroll in another class.
B. If the trip is offered in an interdisciplinary format, the student must enroll in at least one course in two disciplines. 

C. Students must be enrolled in a course to participate in a trip. Non-students may not be part of the Educational Travel program without the consent of the Dean, Distance Learning Programs and Training.
D. Complete all applicable forms and sign all waivers requested by the College and travel agency.

E. Provide a copy of a valid passport and proof of appropriate levels of travel insurance as required by the College.
F. Attend the information and orientation sessions scheduled by the faculty and/or the travel agency prior to departure.

Student Discipline

The same standards for student conduct are applicable to students participating in educational travel projects.  If a student’s behavior results in a need for the student to be sent home, the cost of the return home will be at the student’s expense. Students sign a Student Conduct form informing them of these consequences prior to embarking on the trip.

The lead instructor, in consultation with the faculty member in whose class the student is enrolled, is authorized to act on behalf of the College with regard to addressing student conduct matters.

Appendices

A:  Registration


Students are often late to register in the appropriate courses or the students’ regular registration appointment may be late causing the trip to remain in limbo until after the refund deadline. To resolve this problem A&R developed the following form which will commit a student to the course(s) associated with the trip in advance of the normal registration period.
	REGISTRATION FORM – Travel Education 

Please Print

	Last Name
	First Name
	ID #:

	Section

Code
	Course

Name
	(
	Today’s Date

	
	

	
	

	
	

	By signing this add slip, I understand I am responsible for payment for the classes above and the education travel costs. I understand I will be enrolled once registration begins and will pay for my classes at that time. 

	Student Signature

	Term Course is held                            Year                                   Date Received                              Initials

A&R 044F –Add Form (Travel)


B:  Educational Travel Resources
1.  California Colleges for International Education  (CCIE) 

 Dr. Rosalind Latiner, Director 
(818) 882-9931, email: rabyrl@aol.com
2.  Travel Insurance
The insurers listed below have been used by students and faculty.   . 
Inclusion does not imply endorsement by the district.
Access America

www.accessamerica.com
3.  California Education Code, Section 35330-35332:  Field Trips

EDUCATION CODE 
SECTION 35330-35332 
35330.  The governing board of any school district or the county

superintendent of schools of any county may:

   (a) Conduct field trips or excursions in connection with courses

of instruction or school-related social, educational, cultural,

athletic, or school band activities to and from places in the state,

any other state, the District of Columbia, or a foreign country for

pupils enrolled in elementary or secondary schools.  A field trip or

excursion to and from a foreign country may be permitted to

familiarize students with the language, history, geography, natural

sciences, and other studies relative to the district's course of

study for such pupils.

   (b) Engage such instructors, supervisors, and other personnel as

desire to contribute their services over and above the normal period

for which they are employed by the district, if necessary, and

provide equipment and supplies for such field trip or excursion.

   (c) Transport by use of district equipment, contract to provide

transportation, or arrange transportation by the use of other

equipment, of pupils, instructors, supervisors or other personnel to

and from places in the state, any other state, the District of

Columbia, or a foreign country where such excursions and field trips

are being conducted; provided that, when district equipment is used,

the governing board shall secure liability insurance, and if travel

is to and from a foreign country, such liability insurance shall be

secured from a carrier licensed to transact insurance business in

such foreign country.

   (d) Provide supervision of pupils involved in field trips or

excursions by certificated employees of the district.

   No pupil shall be prevented from making the field trip or

excursion because of lack of sufficient funds.  To this end, the

governing board shall coordinate efforts of community service groups

to supply funds for pupils in need of them.

   No group shall be authorized to take a field trip or excursion

authorized by this section if any pupil who is a member of such an

identifiable group will be excluded from participation in the field

trip or excursion because of lack of sufficient funds.

   No expenses of pupils participating in a field trip or excursion

to any other state, the District of Columbia, or a foreign country

authorized by this section shall be paid with school district funds.

Expenses of instructors, chaperones, and other personnel

participating in a field trip or excursion authorized by this section

may be paid from school district funds, and the school district may

pay from school district funds all incidental expenses for the use of

school district equipment during a field trip or excursion

authorized by this section.

   The attendance or participation of a pupil in a field trip or

excursion authorized by this section shall be considered attendance

for the purpose of crediting attendance for apportionments from the

State School Fund in the fiscal year.  Credited attendance resulting

from such field trip or excursion shall be limited to the amount of

attendance which would have accrued had the students not been engaged

in the field trip or excursion.

   Credited attendance shall not exceed 10 schooldays except in the

case of pupils participating in a field trip or excursion in

connection with courses of instruction, or school-related educational

activities, and which are not social, cultural, athletic or school

band activities.

   All persons making the field trip or excursion shall be deemed to

have waived all claims against the district or the State of

California for injury, accident, illness, or death occurring during

or by reason of the field trip or excursion.  All adults taking

out-of-state field trips or excursions and all parents or guardians

of pupils taking out-of-state field trips or excursions shall sign a

statement waiving such claims.

   No transportation allowances shall be made by the Superintendent

of Public Instruction for expenses incurred with respect to field

trips or excursions which have an out-of-state destination.  Any

school district which transports pupils, teachers or other employees

of the district in schoolbuses within the state and to destinations

within the state, pursuant to the provisions of this section, shall

report to the Superintendent of Public Instruction on forms

prescribed by him the total mileage of schoolbuses used in connection

with such educational excursions.  In computing the allowance to

such school district for regular transportation there shall be

deducted therefrom an amount equal to the depreciation of schoolbuses

used for such transportation in accordance with rules and

regulations adopted by the Superintendent of Public Instruction.

35331.  (a) The governing board of any school district conducting

excursions and field trips pursuant to this article shall provide, or

make available, medical or hospital service, or both, for pupils of

the district injured while participating in any excursion or field

trip under the jurisdiction of, or sponsored or controlled by, the

district or the authorities of any school of the district.

   (b) (1) The medical or hospital service, or both, described in

subdivision (a) shall be provided, or made available, through any of

the following:

   (A) One or more nonprofit membership corporations defraying the

cost of medical or hospital service, or both.

   (B) One or more group, blanket, or individual policies of accident

insurance from an authorized insurer.

   (C) A self-insurance program of the school district.

   (2) The cost incurred by the school district pursuant to this

subdivision may be paid from the funds of the district, or by the

insured pupil or his or her parent or guardian.

   (3) The membership may be taken in, or the insurance may be

purchased from, only those corporations or insurers that are

authorized to do business in this state.  If the coverage described

in this subdivision is to be provided through a self-insurance

program of the school district, claims may be paid from a fund

established for that purpose pursuant to Section 39602.

35332.  No transportation by air may be provided under this article

unless the transportation by air is provided by any of the following:

(a) aircraft owned and operated by the state or federal government;

(b) chartered or regularly scheduled aircraft operated exclusively by

an air carrier or foreign air carrier as defined in subdivisions (3)

and (19) of Section 101 of Title 1 of the "Federal Aviation Act of

1958" (Public Law 85-726; 72 Stat. 731) engaged in air transportation

as defined in subdivision (10) of the same section while there is in

force a certificate or permit issued by the Civil Aeronautics Board

of the United States, or its successor, authorizing such air carrier

to engage in such transportation; or (c) chartered or regularly

scheduled aircraft of a passenger air carrier as defined pursuant to

Section 2741 of the Public Utilities Code that is authorized to

engage in transportation by air in the State of California by the

Public Utilities Commission pursuant to Chapter 4 (commencing with

Section 2739) of Part 2 of Division 1 of the Public Utilities Code.

C:  Vendors 
EDUCATIONAL TRAVEL VENDORS

The vendors listed here have been used by for trip planning. 
Inclusion does not imply endorsement by the district.

1.
ACCENT – Paris, Summer 2006, Etienne, Walker 


Attn:  Allison Keith


870 Market Street, Ste. 1026


San Francisco, CA  94102


(800) 869-9291 
Fax:  (415) 835-3749

2.
American Institute for Foreign Studies (AIFS)


Attn:  Patti Garcia


13501 Falmouth Drive


Tustin, CA  92780

3.
CAPA (formerly CIE)


Attn:  Timothy Gori, Program Development Consultant


2021 Business Center Drive, Ste. 209


Irvine, CA  92612


(949) 955-1700
Fax:  (949) 955-2945


e-mail:  tgori@capaprograms.org
4.
Journeys of Discovery


Attn:  Eduard Schmiege


4025 Camino del Rio South, St., 200


San Diego, CA  92108-4017


(800) 877-5223 
Fax: (619) 283-3131


(619) 282-3848

5.
ULACIT (for Costa Rica program)


Attn:  Mr. Marino Protti


101 Monterey Blvd., #1


Hermosa Beach, CA  92054


Tel/fax:  (888) 433-3055

6.
Centro de Estudios Para Extransjeros (CEPE) (for Guadalajara program)


Universidad de Guadalajara


M. En L. Jocelyne Gacel-Avila , Director General


Tomás V. Gomez No. 125, Col. Ladrón de Guevara, C.P. 44600


ó Apdo. Postal No. 1-2130, C.P. 44100


Guadalajara, Jalisco, Mexico


(3) 616-4399 or (3) 616-4382  Fax:  (3) 616-4013

7.
Grand American Travels, Inc.  (for China program)


Attn:  May Lee


2512-2514 Huntington Drive


San Marino, CA  91108

(818) 285-3933  Fax:  (818) 285-8909

email:  gatatt@worldnet.att.net
8. 
Explorica Educational Travel  - Boston, Ma Summer 2007, Peterson, Trip
415 Tremont St. 6th Floor

Boston, MA 02111

888-310-7120 x118

Lindsay Fisher
9. Leonardo World LLC Central America, Winter 2007, 2008, South America Winter 2009 Acosta, Golbert

9370 Sky Park Court, Suite 230

San Diego, CA 92123, USA

(858) 715-8350, (888) 661-6620

www.LeonardoWorld.org
10. Odysseys Unlimited, Inc. - China Summer 2007, Cheng-Levine, Pennington 

85 Main Street

Watertown, MA  02472

Marjorie Bride

(781) 370-3600

corp@odysseys-unlimited.com
11. Contiki Holidays – Italy, Winter 2008, Minarsh

801 E. Katella Ave, 3rd floor

Anaheim, Ca 92805

Kelly Cornelius

866-652-4483

Kely.cornelius@contiki.com
12 .
     All Celebrity Travel – Mexico, Spring 2007, Reynolds


     111 E. Main Street


      Morris Town, Tennessee 37814


      Richard Fix 

                   800-370-2399     

13.  Washington Art Associates 

D.  Educational Travel Trips 
Examples for illustrative purposes only. All dates and trips subject to change.
	2007
	Location
	Date
	Faculty
	Classes

	Winter
	Ecuador & Galapagos
	Jan 4-14
	Acosta
	Biology

	
	
	 
	Golbert
	Spanish

	
	
	
	
	

	Spring 
	Mexico
	Mar 30-
	Reynolds
	Hist 101-2

	
	 
	April 4
	Yamane
	Hist 111-112

	
	
	
	
	

	Summer
	China
	June 11-25
	Cheng-Levine
	Hist 191

	
	 
	 
	Pennington
	Hum 100

	
	
	
	
	

	
	Boston
	Jul 31-
	Tripp
	Hist 120

	
	 
	-Aug 9
	M. Petersen
	Eng 260

	
	
	
	
	

	
	Spain
	July 24-
	Acosta
	Span 101,

	
	 
	Aug 11
	 
	102, 150

	2008
	
	
	
	

	Winter
	Costa Rica, 
	Jan 10-24
	Acosta
	Bio 106

	
	Panama
	 
	Golbert
	Span 101-2

	
	
	
	
	

	
	Italy
	Jan 5-16
	Minarsch
	ID 114-115

	
	 
	 
	Kavesh, Jon.
	Archt 198B/C

	
	
	
	
	

	
	BVI, VI, Dom, Rep
	Jan 13-20
	Reynolds
	Hist 102,112

	
	Bahamas
	 
	Yamane?
	240

	
	
	
	
	

	Spring
	New York
	Mar 24-30
	 
	Art 205

	Proposed
	 
	(approx)
	Brill-Wynkoop
	Photo 150

	
	
	
	
	

	Summer
	England, Scotland
	Aug 12-16
	Reynolds
	Hist 101-2

	
	Ireland (opt)
	 
	Hinshaw
	Th 110

	
	
	
	
	

	
	Yosemite
	July
	Brill-Wynkoop
	 

	
	 
	 
	G-Grossklag
	 

	
	
	
	
	

	
	Galapagos & 
	July
	Golbert
	Bio 102, 106

	
	Ecuad. Amazon
	 
	Nishiyama
	218/19

	 
	 
	 
	 
	 

	
	
	
	
	

	Proposals
	France
	June-July
	Walker, 
	Art 205

	
	 
	 
	Etienne
	Fr 150,198

	2009

	Winter
	Argentina, Urguay
	Jan. 10-25
	Acosta
	Span 240

	
	Brazil
	 
	Golbert
	Bio 106

	
	
	
	
	

	Spring
	New York
	Apr 6-12
	Hinshaw
	Theater 110

	
	 
	 
	(Brill-Wynkoop?)
	 

	
	
	
	
	

	Summer
	Australia
	June
	Minarsch
	ID 114/115

	
	 
	 
	& 1 other
	 

	
	
	
	
	

	
	Edinburgh, 
	Aug
	Peterson
	Cinema 127, 

	
	Scotland
	 
	Gerda
	131, Math 140

	
	
	
	
	

	
	China
	June
	Cheng-Levine
	Hum100

	
	Tibet
	 
	Pennington
	Hist 194, 2

	
	
	
	
	

	
	Spain, Portugal
	 
	Reynolds
	Hist 101-2

	
	Morocco
	 
	(Suarez, ElCam?)
	 

	2010
	
	
	
	

	Winter
	Tahiti
	January
	Reynolds
	 

	
	 
	 
	Etienne
	 

	
	
	
	
	

	
	Dominican Repub.
	Jan 12-25
	Acosta
	Span 150

	
	Puerto Rico, Miami
	 
	Golbert
	Bio 130

	
	
	
	
	

	Summer
	Hawaii
	June 20-30
	Kempler
	PE 135

	
	 
	 
	Nishiyama
	Bio 130

	2011
	
	
	
	

	
	Spain
	July 23-
	Acosta
	Span 101-2

	
	 
	Aug 23
	 
	201-2, 098E


E.  Best Practices

Selecting a Vendor 
Selecting a Vendor

Presented by Shari Bricker and Bradley Reynolds

Educational Travel Advisory Committee, 10/10/06

Some questions to ask or issues to consider:

1.  Ask faculty who have traveled or people from other colleges with travel programs for recommendations.

2.  Does the vendor specialize in a particular region or service?

3.  Is the vendor bonded?

4.  Negotiate with the vendor for such things as:


Price


Cost


Type of hotels (get names of hotels)


Number of travelers per room


Leaders’ accommodations



Single rooms


Local cell phone


Minimum number of students


Are meals included?  Which ones?


Are admission costs to museums, etc. included?


Refund policy

5.  Will they combine our group with another group?

6. Do they have a local (U.S.) contact?

7.  Will there be a contact from the agency with the group at all times? 

8.  Vendors should add in an amount for gratuities and emergencies.  Any unused emergency funds need to be returned to the students. (Depending on the country the emergency fund should be $50-$200 per person.)

9.  Does classroom or other meeting space (e.g. at hotel) exist or will they arrange for it?

10.  What tours do they suggest?

11.  Do they lead the tours?

12.  Is there a limit to the number of students that can go on a tour (i.e. some museums limit the group size)

13.  Are there heath issues you need to think about for a particular country?

14.  Is a Visa required in addition to a passport?

15.  Does the vendor have travel insurance available for students?

16.  Will the agency pay for a brochure or other advertising?

Santa Clarita Community College Distict

EDUCATIONAL TRAVEL PROCEDURE

1. One year or more prior to trip departure date, Trip Planner must obtain approval from the Dean, Distance Learning Programs and Training, to plan the trip.

2. Selection of travel agency should be coordinated between Trip Planner and Dean, Distance Learning Programs and Training.

3. AFTER approval of trip by Dean, Distance Learning Programs and Training, Trip Planner must contact Contract Services to arrange for the following documents to be sent to the selected travel agency:

a. A sample of the District’s Educational Travel Agreement.

b. A sample of the “Specific Trip Details”, including itinerary and additional information, which becomes Exhibit A to the Agreement.

4. Prior to the Trip Planner or the District committing to a trip, the travel agency must agree that it will sign the District’s Agreement and that it will provide the information required for “Specific Trip Details”.

5. Once the travel agency has agreed that it will sign the District’s Educational Travel Agreement, Trip Planner will work with the selected travel agency to develop the “Specific Trip Details”.

6. Trip Planner must submit Specific Trip Details to Dean, Distance Learning Programs and Training for review and approval.

7. Once Specific Trip Details are approved by Dean, Distance Learning Programs and Training, the same will forward to Contract Services for review.

8. Upon finalization of Specific Trip Details, Contract Services will incorporate Specific Trip Details into the District’s Educational Travel Agreement as Exhibit A.

9. Dean, Distance Learning Programs and Training will prepare Board Agenda Item and using “blurb” prepared by Trip Planner then forward both to Assistant Superintendent/Vice President of Instruction for approval.

10. Assistant Superintendent/Vice President of Instruction will forward the Board Agenda Item and “blurb” to Superintendent’s/President’s Office for placement on the Board Agenda.

11. Contract Services will forward the Agreement to Superintendent’s/President’s office for matching to Board Agenda Item and “blurb” for placement on the Board Agenda.

12. After Board approval, the Agreement will be forwarded by Contract Services to selected travel agency for signature.

13. Upon receipt of a fully-executed Agreement, Contract Services will send a copy of the Agreement to Trip Planner and maintain the original in the Master Contract File.

Standards of Good Practice for Education Abroad


(from The Forum on Education Abroad)

Code of Ethics

Academic Framework

Health, Safety and Security

Mission, Policies and Procedures

Organizational and Program Resources

Learning Environment

Student Learning and Development

F.  Frequently asked Questions

What is Appendix A?
*** SAMPLE – FOR ILLUSTRATIVE USE ONLY ***

ACTUAL PACKAGE TO BE PREPARED BY TRAVEL AGENCY

SPECIFIC TO TRIP BEING OFFER 

Prepared by:

(Agent Name)

(Agency Name)
Date:  May 28, 2004

VIENNA INSTITUTE – ITINERARY
STUDY ABROAD PROGRAM FEATURING

VIENNA AND SALZBURG, AUSTRIA AND VENICE, FLORENCE, SORRENTO AND ROME, ITALY

JUNE 14 – JUNE 21, 2005

8 DAYS

Day 1 ~ Tuesday, June 14: Departure Day

Depart from LAX on your overseas’ flight this afternoon.

Day 2 ~ Wednesday, June 15: Vienna, Austria

Change planes at the airline’s hub (Lufthansa: Frankfurt or Munich) and continue to Vienna where you arrive later this afternoon. We’ll welcome you at the airport and transfer to the hotel.

Welcome meeting and dinner this evening.

(D)

Day 3 ~ Thursday, June 16: Vienna

Half-day city tour of Vienna followed by Instruction at lecture room at the University of Vienna.

Dinner.

(B,D)

Day 4 ~ Friday, June 17: Vienna

Morning: Instruction at lecture room at University of Vienna.

Afternoon visit and guided tour of Schoenbrunn Palace and Gardens. The seat of the Habsburg dynasty until the fall of the empire 1918.

Dinner.

(B,D)

Day 5 ~ Saturday, June 18: Vienna

Assuming today is Saturday: free day in Vienna or take an optional excursion

(B)

Day 6 ~ Sunday, June 19: Vienna

Assuming today is Sunday: free day in Vienna or take an optional excursion

(B)

Day 7 ~ Tuesday, June 20: Rome

Free morning and afternoon.

Farewell dinner at Roman Trattoria this evening.

(B,D)

Day 8 ~ Wednesday, June 21: Rome to the U.S.A.

Transfer to the airport and board you flight for the United States, arriving at home later on the same day.

The Price Includes for the Participant
1. Round-trip air transportation from Los Angeles to Europe, East-bound to Vienna with a return from Rome in shoulder season, economy class, fare basis apex, midweek travel.

2. Accommodation in 3-star and 4-star hotels, price per person sharing a twin bedded room with private facilities with the exception of Venice and Sorrento where accommodation can be in triple rooms.

3. A Total of 27 meals plus in-flight meals:  21 breakfast (mainly buffet style); 15 dinners
4. Transportation and transfer by private, deluxe and air-conditioned motor coach.

5. Sightseeing tours with English speaking local guides including admission fees to museums while on these tours.

6. Comprehensive excursion and special events program as detailed in the itinerary, from a performance in the Vienna State Opera to a lunch on the slopes of Mount Vesuvius.

7. Services of a professional and English speaking tour director from arrival in Vienna until departure from Rome.

8. Service charges and taxes as related to hotels and restaurants.

9. Complete travel documentation and itinerary production.

The Price includes for the Institution, the Santa Clarita Community College District

1. Travel arrangements for two instructors including air transportation, accommodation in single rooms and included items as per the other participants.

2. Lecture room facilities in Europe.

3. Production of 2,000 brochures, outside color inside one color and transfer to PDF format.

4. Billing, money intake and students’ counseling as related to this study abroad program.

5. Comprehensive pre-departure orientation and welcome meeting upon arrival in Europe.

6. Fee for the College: $50 per student for 45-49 students; $100 per student if 50 or more have been enrolled.

7. Cell phone provided for each instructor, with the equivalent of $50.00 USD of air time.

The Price Does Not Include
1. Air ticket related departure taxes, currently about $100.

2. Customary gratuity to tour director and motor coach driver.

3. Enrollment fees and books.

4. Health or accident insurance.

5. Travel Protection Plan.

6. All other items not listed under “The Price Includes.”

Price

Prices are per person and net of commission to the participants on this Study Abroad program. Prices are based on the currently applicable air fare, air fare conditions and seasonality. Prices are based on the exchange rate US Dollar 1.00 = Euro 0.84 and on current agreement with suppliers of services. Prices are subject to change.

Number of fully

Paying participants

40-44

45-49

50,51

Per person

$
X,XXX

X,XXX

X,XXX

Single room supplement:  Range $XXX-$XXX

Guaranteed twin/double room supplement (which means that client would be guaranteed staying also in Venice and in Sorrento in twin or double rooms)  $XX

Prices are for payment by check or transfer. Payments by credit card require a 3% fee on the credit card paid balance.

GENERAL INFORMATION & CONDITIONS

RESERVATIONS & PAYMENTS:  In order to make a reservation, you need to mail to (Insert Agency Name) the completed Reservation form and the first deposit. Checks are to be made payable to (Insert Agency Name). There will be a $50 per person service fee for any Final Payment received after the due date.

First Payment 

$500 due with registration

Second Payment

$1500 due by March 1, 2005                       

Final Payment

Balance due by April 14, 2005                  

CANCELLATIONS:  All cancellations must be submitted in writing to (Insert Agency Name) and are based on the departure date of the core program.  The cancellation date is the date on which (Insert Agency Name) receives the written notification of the intent to cancel at its place of business.


Date of Cancellation

Cancellation Charges


Until February 28, 2005


$300*


From March 1-31, 2005


$600*


From April 1-April 30, 2005   


$1500*


May 1, 2005 or later


No Refunds


*In addition to these fees, any unrecoverable expenses and/or cancellation charges imposed by the airlines, cruise lines or other suppliers of travel services will be assessed.
In order to guard against losses due to last minute program cancellations, it is strongly recommended that program participants consider the purchase of a travel plan, which includes cancellation insurance upon their program enrollment (see Insurance).

REFUNDS:  All refunds will be based upon the cancellation schedule provided above.  No refunds will be made until payments are recovered by (Insert Agency Name) from the pro​gram suppliers.  No refunds will be made on any services, meals or accommodations result​ing from a participant’s absence from the tour itinerary or from other situations thereby resulting in the non-utilization of these program components by the participant.

TOUR PRICES:  All rates, quoted in U.S. dollars, are based upon tariffs and current exchange rates.  Adjusted prices will be advised if airfare conditions, land prices, or currency exchange rates are revised.  

DEVIATIONS: Under certain circumstances, land and air deviations form the tour itinerary may be available. A deviation fee of $100, plus the cost of the change, must be paid at time of request. Cost of additional arrangements will be added to your invoice.

TRAVEL DOCUMENTS:  U.S. citizens are required to possess a valid passport for travel to the program destinations.  Holders of passports of countries other than the United States should inquire about their individual visa requirements from the consular offices of the countries in which they will be traveling.  (Insert Agency Name) does not assume responsibility for obtaining passports, nor responsibility if participants do not acquire the required documentation and must cancel participation in the program as a result. Regular cancellation terms will still apply.

PROGRAM PRICE INCLUDES:  Please refer to the program brochure for an itemized listing of those items included in the program price.

PROGRAM PRICE DOES NOT INCLUDE:  Generally, those items not specifically listed on the program brochure are not included in the program price.  In addition, extra transportation that is not part of the itinerary, passport and visa fees, insurance, foreign airport taxes, U.S. airport immigration and customs fees, excess baggage charges, additional meals not listed in the itinerary, laundry services, telephone calls and other items of a personal nature are not included in the program price.  Beverages at meals and any beverages at other times are not included.

TRAVEL PROTECTION INSURANCE: It is strongly recommended that program participants consider enrollment in a Supplemental Travel Protection Plan. Neither (Insert Travel Agency) nor District are responsible for personal injury, acci​dent or illness or the loss, damage or theft of luggage or other personal belongings.  Travel insurance can be purchased either independently by program participants or through (Insert Agency Name).  Premium must be paid not later than final payment.

TRAVEL PROTECTION PLAN: (Insert Travel Agency) is pleased to provide our clients with a Supplemental Travel Protection Plan offered by (Insurance Agency Name). This plan protects you and your travel investment. Travel with peace of mind, knowing you are covered for the following benefits:

Schedule of Coverages           

Maximum Benefit Amount

Pre-Departure Trip Cancellation


Up To Trip Cost

Post-Departure Trip Interruption


Up To Trip Cost

Accidental Death & Dismemberment

$25,000

Medical Expense/Emergency Assistance
$25,000                               

Trip Delay (maximum of $100 per day)

$     500

Baggage / Travel Documents


$  1,000

Baggage Delay (maximum of $100 per day)
$     200

BAGGAGE:  Owing to the limited baggage capacity in motorcoaches, trains and/or ships required for the program itinerary, (Insert Agency Name) will handle the transportation of one normal size suitcase per person only.  One flight bag per person is also allowed with the understanding that it is to be constantly in the care of the owner.  Airline regulations require that the flight bag must fit beneath the seat and should not exceed 45 inches overall.  Garment bags cannot be carried.  It is the responsibility of each 

program participant to identify and comply with other baggage restrictions designated by the applicable airline.  This may be done directly with the airline when air tickets are distributed approximately three weeks prior to the group departure date.

AIRLINE RESPONSIBILITY: No IATA air carrier shall be liable for any inconvenience, loss, damage, injury, accident, delay or irregularity which may be occasioned by reason of defect or through the acts or omissions of any person or company performing or rendering the services, other than carriage by air, described in this brochure.  The services described in this brochure, other than carriage by air furnished by an IATA air carrier, are furnished by independent contractors who are not servants or joint ventures or partners with an IATA carrier.

RESPONSIBILITY: (Insert Agency Name) does not own or operate any of the relevant suppliers of services, and therefore acts only in the capacity as agent for such suppliers in making arrangements for transportation, hotels, and other services. In no event shall (Insert Agency Name) be liable for the failure of any such supplier to render any transportation, accommodations, or other service considered part of the travel services arranged privately or by (Insert Agency Name). Passenger agrees that (Insert Agency Name) assumes no liability whatsoever for any injury, death, damage, loss, accident, delay, or irregularity that may occur as a result of any act of default of any supplier of service or the college. In addition to the foregoing, passenger agrees to hold (Insert Agency Name) harmless for any damage or delay due to machinery breakdown, quarantine, weather, act of war or insurrection, terrorist activity, travel warning, declared or undeclared act of war, revolt or other civil disturbance/hostility, military action, strikes or labor unrest or any act of God or for any other act of any third party including the college. (Insert Agency Name) does not accept responsibility for losses or additional expenses that result from delay or changes in air schedules, airline or hotel over-bookings or other causes, or for loss or damage to luggage. Passenger agrees that (Insert Agency Name) is not responsible for any omission, delay, rerouting, additional expense, or other events resulting from improper health certificates or travel documents, or acts of any government authority. Any and all such losses or expenses are the responsibility of the passenger. (Insert Agency Name) reserves the right to cancel any tour prior to departure. The right is reserved to adjust the itinerary or to substitute hotels. The right is reserved to decline to accept any person as a member of the tour, or to refuse to retain any member of a tour. The “Passenger Contract” in use by the airline and public carriers, when issued, shall be the sole contract between the carrier and the passenger. Acceptance of final documents, vouchers, and/or tickets shall be deemed to be consent to the above conditions.

ARBITRATION:  Any dispute arising out of, or relating to, any part of the trip offered as described herein shall be submitted to non-binding arbitration under the Federal Arbitration Act.  To the extent that the Federal Arbitration Act either is inapplicable, or held not to require arbitration of a particular claim or claims, California law pertaining to agreements to arbitrate shall apply and the arbitration shall be conducted under the terms of the California Code of civil procedure.  The non-binding arbitration shall take place in or near the County of Los Angeles, State of California.  Each party shall pay for its own costs, arbitration fees and attorneys’ fees, if any.
What does a contract look like?

SANTA CLARITA COMMUNITY COLLEGE DISTRICT

EDUCATIONAL TOUR/FIELD STUDY

TRAVEL AGREEMENT

GENERAL TERMS AND CONDITIONS

TRIP NAME:      
TRIP DATES:      
THIS AGREEMENT is made this       day of       20     , between Santa Clarita Community College District (“District”), Los Angeles County, State of California, and       (“Agency”).  The District and Agency may be referred to herein individually as “Party” and, collectively, as “Parties.”
WHEREAS, the District and Agency are desirous of entering into an Agreement whereby District students would be permitted to take course work as part of the District’s Educational Tour/Field Study program; and

WHEREAS, the District and Agency are desirous of providing the opportunity for District students to incorporate this program as a part of their learning experience; 

IN CONSIDERATION of the covenants, promises and agreements of the District and the Agency herein contained, District and Agency hereby covenant, promise and agree as follows:

1. Instructional Services.  District shall arrange for, and provide all, instructional services, including but not limited to appropriate course announcements, course descriptions and registration pre-requisites, student selection and registration, pre-trip student orientation, lectures (staff and guest), student supervision, instruction by trip instructor and evaluation for said Educational Tour/Field Study Trip. 

2. Travel Services.  Agency shall arrange for, and provide, all transportation and lodging for the Educational Tour/Field Study Trip, the details of which Agency shall specify in Exhibit A, District-approved copy of “Specific Trip Details”, which is attached hereto and made a part hereof.  Vice President, Academic Affairs shall perform said written approval and acceptance.  In the event of a conflict between the terms and conditions of any of the “Specific Trip Details” set forth in Exhibit A and the terms and conditions set forth herein, the General Terms and Conditions set forth in this Agreement shall prevail.

3. Promotional Material.  Agency shall prepare and provide, at its own expense, additional promotional material, which must have the written approval of the District, Vice President, Academic Affairs, before publication and distribution to the participants of the Educational Tour/Field Study Trip.  Such material shall prominently display the statement: “INSTRUCTIONAL ACTIVITIES PROVIDED BY COLLEGE OF THE CANYONS.”  All travel arrangements are the responsibility of Agency.

4. Payment by Trip Participants.  All payments by Educational Tour/Field Study Trip participants for travel services shall be made directly to Agency.  All checks drawn by Educational Tour/Field Study Trip participants shall be made to the order of Agency’s firm name, or to such other name as Agency may direct via written communication.

Agency shall manage all charges collected from Educational Tour/Field Study Trip participants in accordance with applicable Federal and State laws and regulations, and the requirements of this Agreement.  Any and all funds received by Agency shall be held in trust for the benefit of the Educational Tour/Field Study Trip.  Agency shall account in detail to the District, Vice President, Academic Affairs, the total cost to each participant of each and every Educational Tour/Field Study Trip carried out by Agency under this Agreement.

Agency shall provide to District, Vice President, Academic Affairs, a detailed itemization of all costs and expenses for each and every Educational Tour/Field Study Trip.  Trip costs and expenses shall include, but are not limited to, details regarding the extent of free transportation, per diem allowance, incidental support, any direct payment to or prerequisites intended by Agency for Trip Instructor.  Disclosure of these costs and expenses for each and every Educational Tour/Field Study Trip shall be labeled “Specific Trip Details”, Exhibit A, attached hereto and incorporated herein.  Cost figures so disclosed will not be changed, except that costs quoted may be based on tariffs and foreign exchange rates in effect at the time of the quote and may be subject to change without amendment to this Agreement if the possibility of such changes has been disclosed in advance and in writing by Agency to District and to each participant in the Educational Tour/Field Study Trip.

5. Cancellation.
a. Cancellation by Educational Tour/Field Study Trip Participant.  Cancellation rates and penalties as described herein and on the travel brochure for the Educational Tour/Field Study Trip will apply.

b. Cancellation of Trip (not related to US Department of State Travel Warning). In the event an Educational Tour/Field Study Trip is cancelled for any reason prior to the time of its scheduled departure, Agency shall refund, in full, within ten (10) days any payments received from Educational Tour/Field Study Trip participants minus any non-recoverable charges or expenses incurred by Agency in connection with its provision of travel services for such participants.

c. Cancellation of Trip (related to US Department of State Travel Warning).  Agency actions shall be based on the official travel warnings issued by the US Department of State for a specific destination on the Educational Tour/Field Study Trip itinerary.  There are two distinct levels of travel warnings:

i. The US Department of State recommends that US citizens avoid and deter travel to a particular country;

ii. The US Department of State publishes travel warnings in which US citizens visiting or living in a particular country must immediately evacuate.

In the case that a warning against travel to a certain country is issued, Agency will consult with District in terms of possible cancellation of the Educational Tour/Field Study Trip.  If District decides to cancel the Educational Tour/Field Study Trip to a certain country against which a travel warning has been issued, two scenarios may occur:

Scenario 1 - District Cancels the Educational Tour/Field Study Trip After Participants Have Paid Deposits but Prior to Departure.  In this event, Agency will waive all cancellation charges imposed by Agency and will attempt to recover all payments made to suppliers of services such as airlines, hotels, institutes and others.  Agency will make every effort to refund all monies paid, however, some deposits may not be refundable, and/or it may take awhile until these monies are actually refunded.  For example, the airlines may impose a cancellation fee (typically $150), and/or certain already pre-paid deposits to hotels or accommodation providers may occur.

Scenario 2 – District Cancels the Educational Tour/Field Study Trip While In Progress.  In this event, the US Department of State will have issued a travel warning stating that US citizens must evacuate the host country while the Educational Tour/Field Study Trip is in progress.  Agency will make every attempt to fly the Educational Tour/Field Study Trip participants back to the point of origin of the Trip as swiftly as possible.  Agency will waive all cancellation charges imposed by Agency.  Refunds will reflect a pro-rated amount for unused services if such funds can be recovered from Agency’s in-country suppliers.
6. Restrictions on Trip Participation.  All Educational Tour/Field Study Trip participants shall be registered in the District course related to the Educational Tour/Field Study Trip.  Though registration is open to the public, some individuals may be denied admission on the basis of academic prerequisites or other constraints.  AGENCY SHALL NOT MAKE THE EDUCATIONAL TOUR/FIELD STUDY TRIP TOUR PACKAGE AVAILABLE TO INDIVIDUALS WHO ARE NOT STUDENTS OF THE DISTRICT EXCEPT UNDER CONDITIONS ACCEPTED BY THE DISTRICT, VICE PRESIDENT, ACADEMIC AFFAIRS, IN WRITING AND MADE A PART OF THIS AGREEMENT.  IN THE EVENT PERSONS WHO ARE NOT DISTRICT STUDENTS SHALL PARTICIPATE IN AN EDUCATIONAL TOUR/FIELD STUDY TRIP WITHOUT DISTRICT PERMISSION, THE AGENCY HEREBY ASSUMES ALL LIABILITY, AS DEFINED IN THIS AGREEMENT, FOR SUCH NON-STUDENT PARTICIPATION.  Prior to the departure of any Educational Tour/Field Study Trip, Agency shall provide the District, Vice President, Academic Affairs, at the address set forth below, with a roster of all Educational Tour/Field Study Trip participants, showing participant’s name, address and telephone number; emergency contact, address and telephone number; as well as the same information for any non-student the District has agreed, in writing, to allow to participate in the Educational Tour/Field Study Trip.

7. Educational Tour/Field Study Correspondence.  Agency shall forward a copy to the address as set forth below of all correspondence between the Agency and any Trip Participant, Trip Instructor, Trip Presenter or Trip Guide of the District.

8. Indemnification.  Agency agrees to indemnify, defend and hold harmless District, the District’s Board of Trustees, College of the Canyons Foundation and each of their officers, directors, agents, volunteers and employees, against any and all claims, lawsuits, damages, liabilities, losses, fines, penalties, expenses, judgments, demands and costs, including reasonable attorney’s fees, whether against Agency, District or others, including those arising from injuries or death of persons and for damages to property, arising directly or indirectly out of the obligations herein described or undertaken or out of operations conducted or subsidized in whole or in part by Agency, save and except claims or litigation arising through the sole negligence or wrongdoing, or the sole willful misconduct of District.

District agrees to indemnify, defend and hold harmless Agency and each of its, officers, directors, agents, volunteers and employees, against any and all claims, lawsuits, damages, liabilities, losses, fines, penalties, expenses, judgments, demands and costs, including reasonable attorney’s fees, whether against District, Agency or others, including those arising from injuries or death of persons and for damages to property, arising directly or indirectly out of the obligations herein described or undertaken or out of operations conducted or subsidized in whole or in part by District, save and except claims or litigation arising through the sole negligence or wrongdoing, or the sole willful misconduct of Agency.

9. Affirmative Action.  Agency does not discriminate on the basis of race, color, religion, national origin, ancestry, sex, age, medical condition, mental or physical disability, marital status, sexual orientation or Vietnam-era veteran status in its acceptance, assignment, treatment, evaluation or compensation of students who participate in programs sponsored or arranged by District.

10. Liquidated Damages.  Agency acknowledges that the District is a non-profit public entity that makes no economic gain on travel arrangements for Educational Tour/Field Study Trips.  If Agency fails to perform in accordance with the Educational Tour/Field Study Trip as set forth in the “Specific Trip Details” or in promotional brochures provided by Agency to Educational Tour/Field Study Trip participants, such breach may cause hardship to the Educational Tour/Field Study Trip participants.  However, from the nature of the case, it would be impracticable and difficult to fix the amount of damages sustained by Educational Tour/Field Study Trip participants in the event of any such breach.  District and Agency, therefore, presume that in the event of any such breach by Agency, the minimum amount of damages that will be sustained by Educational Tour/Field Study Trip participants will be One Hundred Dollars ($100.00) per trip per participant and that Agency shall pay such amount as liquidated damages and not as a penalty, provided, however, that the rights set forth in this paragraph shall not preclude each Educational Tour/Field Study Trip participant from claiming, and from being awarded, upon proper proof thereof, damages in a greater amount than the liquidated damages amount specified in this paragraph.

11. Travel Agents.  All travel agents used by Agency to arrange for transportation (or Agency itself, if it is a travel agency) shall be licensed and bonded by the International Air Transport Association (IATA) and the Air Traffic Conference (ATC) and shall be members of the American Society of Travel Agents (ASTA) or an equivalent professional travel agent’s association.  

12. Trip Cancellation Insurance.  Agency shall make available to each Educational Tour/Field Study Trip participant trip cancellation insurance that will insure trip participant of trip transportation due to accident or illness of any participant that prevents that participant from either commencing the trip or requires the participant’s early return from the trip.
13. General Liability Insurance.  Agency shall, for the duration of each Educational Tour/Field Study Trip, maintain a comprehensive, worldwide, general liability policy or policies insuring Agency’s activities under this Agreement against risk of loss due to: (a) bodily injury, death or property damage caused by an occurrence arising out of the operation, maintenance or use, including loading and unloading of hired automobile, watercraft or aircraft in Agency’s operation; (b) personal injury arising out of Agency’s operations, and shall provide emergency medical services to Educational Tour/Field Study Trip participants while on the Educational Tour/Field Study Trip, and other general trip insurance benefits as specifically set forth in “Specific Trip Details”.  If the Educational Tour/Field Study Trip is to travel to locations beyond the continent of the United States, such policy shall be endorsed to provide coverage for planes brought into the United States, for occurrences elsewhere.
a. Certificate of Insurance-Liability Insurance.  Agency shall provide a valid Certificate of Insurance for each Educational Tour/Field Study Trip to the District’s Contract Services’ office naming the District as additional insured with a single limit of liability of not less than One Million Dollars ($1,000,000.00) with evidence that the policy covers the worldwide exposures of each Educational Tour/Field Study Trip.  The Certificate of Insurance shall be submitted with the executed Agreement to the Contract Services’ office at least fifteen (15) working days prior to commencement of the Educational Tour/Field Study Trip.
14. Agency Information and Identification.  Agency shall maintain on file with the District, at all times, an accurate information sheet listing the person(s) responsible for assisting with the Educational Tour/Field Study Trips along with the(ir) address, telephone number, facsimile number and email address.
15. Exclusivity.  This Agreement shall not be an exclusive Agreement with Agency.  District may enter into Agreement(s) with other agencies at any time and/or simultaneously, for the purpose of educational travel and field study trips.
16. Term.  This Agreement shall be effective on the date first noted above when signed by Agency and District and shall continue in full force and effect for ninety-days (90) after return date of the trip described in Exhibit A.  Either Party may, upon written notice to the other Party, cancel any particular Educational Tour/Field Study Trip not later than thirty (30) days prior to the departure of the Educational Tour/Field Study Trip (or fewer days upon the express mutual, written agreement of District and Agency), if the minimum number of participants specified in “Specific Trip Details” fail to enroll for the Educational Tour/Field Study Trip.  District may, upon written notice to Agency, (a) cancel any particular Educational Tour/Field Study Trip; (b) may terminate this Agreement in its entirety at any time if Agency fails to satisfy any of the terms and conditions of this Agreement; or (c) may terminate this Agreement in its entirety at District’s sole discretion thirty (30) days prior to departure of a scheduled Educational Tour/Field Study Trip (or fewer days upon the express mutual, written agreement of District and Agency).  The termination or expiration of this Agreement shall not relieve any party from any liability arising from breach of this Agreement.  Provisions of Paragraph 5, “Cancellation.” shall apply in the event of termination for any reason.
17. No Assignment / Time is of the Essence.  This Agreement is for the particular services of Agency and shall not be assignable by Agency, in whole or in part, without the prior written consent of District.  Time is of the essence on the performance of each and every provision of this Agreement.  The provisions of this Agreement shall extend to be binding upon, an inure to the benefit of, the heirs, executors, administrators, successors and assigns of the respective parties hereto or of any third-party beneficiaries of the Agreement.
18. No Modification of Agreement.  This Agreement constitutes the full and complete understanding of the parties on the subject hereof, and supersedes all prior understandings or agreements on that subject.  No oral understanding or agreement not incorporated herein shall be binding on any of the parties hereto.  No prior or contemporaneous agreements, representations or understandings between Agency and any Trip Instructor for any Educational Tour/Field Study Trip that are not set forth herein shall be binding upon District.  No waiver, modification or amendment of any provision of this Agreement shall be effective unless it is in writing and signed by both parties.
19. Notice.  All notices or demands to be given under this Agreement by either party to the other, shall be in writing and given either by: (a) personal service or (b) by U.S. Mail, mailed either by registered or certified mail, return receipt requested, with postage prepaid.  Service shall be considered given when received, if personally served, or, if mailed, on the third day after deposit in any U.S. Post Office.  The address to which notices or demands may be given by either party may be changed by written notice given in accordance with the notice provisions of this section.  At the date of this Agreement:

To the District:

James Glapa-Grossklag



Dean, Distance Learning Programs and Training




Santa Clarita Community College District





26455 Rockwell Canyon Road





Santa Clarita, CA  91355

To Agency:

     




     




     




     
20. Controlling Law.  This Agreement is made in California and its terms and conditions shall be construed in accordance with the laws of the State of California, excluding the body of law applicable to conflicts of law.  Agency warrants and agrees that any suit brought by District or any Educational Tour/Field Study Trip participant against Agency based upon this Agreement may be brought in any California court of competent jurisdiction.
	SANTA CLARITA COMMUNITY COLLEGE DISTRICT


	
	AGENCY

	BY:
	
	BY:

	
	
	

	Authorized Representative

Print
	
	Authorized Representative

Print

	Name
SHARLENE L. COLEAL
	
	Name

	Print

Title
VICE PRESIDENT, BUSINESS SERVICES
	
	Print

Title

	Date
	
	Date

	Board Meeting

Date of Approval
	
	


EDUCATIONAL TOUR/FIELD STUDY

TRAVEL AGREEMENT

EXHIBIT A

SPECIFIC TRIP DETAILS

TRIP NAME:      
TRIP DATES:      
THIS EXHIBIT, including the pages that follow which include the details specific to the Educational Tour/Field Study Trip, is made a part hereof and incorporated into the master Educational Tour/Field Study Travel Agreement dated      , 20     , Between Santa Clarita Community College District (“District”), Los Angeles County, State of California, and       (“Agency”).  In the event of any conflict between the provisions of the Agreement to which this Exhibit is included and this Exhibit, the Agreement shall govern.

SPECIFIC TRIP DETAILS, AS DESCRIBED IN THE FOLLOWING PAGES, HAVE BEEN REVIEWED AND APPROVED BY:

	SANTA CLARITA COMMUNITY COLLEGE DISTRICT



	BY:

	

	Print

	Name
James Glapa-Grossklag 

	Print

Title
Dean, Distance Learning Programs and Training

	Date

	


Student Forms

Student Forms to be collected by lead instructor/trip planner and submitted to Dean, Distance Learning Programs and Training:

1. Student Traveling Independently To/From Destination
2. Student Traveling Independently Of Group

3. Foreign Travel Waiver

4. List Of Student Names And Emergency Contact Information

5. Copy Of Students’ Passport Photo Page With Passport Number Clearly Readable

6. For US Permanent Residents/Resident Aliens, A Copy Of The Green Card Is Advisable

SANTA CLARITA COMMUNITY COLLEGE DISTRICT

COLLEGE OF THE CANYONS

EDUCATIONAL TRAVEL

STUDENT TRAVELING INDEPENDENTLY TO/FROM DESTINATION

I, the undersigned, plan to leave the College of the Canyons’ Educational Travel Group

(








) and return from


Program Title/Course Name and Number)
I will make my own travel arrangements (circle)To/From destinations. I understand that 

I am responsible for my own needs (food, hotel, tours, etc.) and that I release Santa 

Clarita Community College District, College of the Canyons from any further liability 

and/or responsibilities.


_________________________

Student’s Signature

_________________________

Parent’s Signature (if student is 


under 18 years of age)             


_________________________


Date
STUDENT TRAVELING INDEPENDENTLY OF GROUP

I, the undersigned, plan to leave the College of the Canyons’ Educational Travel Group

(








) and return to the group


Program Title/Course Name and Number)
on 








   

I will make my own travel arrangements during this period. I understand that when I 

leave the group in 





, I am responsible for my own





City and Country
needs (food, hotel, tours, etc.) and that I release Santa Clarita Community College 

District, College of the Canyons from any further liability and/or responsibilities.


_________________________

Student’s Signature

_________________________

Parent’s Signature (if student is 


under 18 years of age)             


_________________________


Date
SANTA CLARITA COMMUNITY COLLEGE DISTRICT

FOREIGN TRAVEL

MEDICAL TREATMENT AUTHORIZATION

WAIVER, RELEASE AND INDEMNITY AGREEMENT

ASSUMPTION OF RISK FOR PARTICIPATION IN VOLUNTARY ACTIVITY

	Participant Name as it Appears on Passport:
	
	
	(“Traveler”)

	Description

of Trip:
	
	PARIS
	(“Trip”)

	Scheduled Trip Date(s):
	
	JUNE 15, 2008-JULY 15, 2008

	Passport Number
	
	
	Expiration Date:
	


The undersigned Traveler expressly understands, acknowledges and agrees to the following:

1. That this Trip is voluntary and is not a mandatory part of any Santa Clarita Community College District, (“District”), program.  

2. Travel to any foreign country may involve changes in plans, unexpected delays and limited access to some services.

3. Traveler is subject to the laws of the country visited.

4. District cannot be held responsible or accountable for the actions of a foreign government or its representatives.

5. By their very nature, the use of transportation, housing, food and other goods, services or activities in connection with this Trip carries a risk to Traveler of personal injury, property loss or both.

6. The cancellation and refund policy as stated in the Trip package will be followed in the event of cancellation or early termination of this Trip for any reason.  In no event will the District assume any responsibility or loss.  Traveler hereby saves and holds harmless the District for any and all travel arrangements and liability arising therefrom.

7. Pursuant to California Code of Regulations, Subchapter 5, Section 55450, by participating in this Trip, Travel is deemed by law to have waived any claims against the District for injury, accident, illness or death occurring during or by reason of this Trip.

8. Traveler is expected to follow all applicable Board policies that may apply to the course and Trip and adhere to the Student Code of Conduct.

In the event of accident or illness, I do hereby consent to whatever x-ray examination, anesthetic, medical, surgical or dental diagnosis or treatment and hospital care considered necessary in the best judgment of the attending physician, surgeon, or dentist and performed under the supervision of a member of the medical staff of the hospital or facility furnishing medical or dental services.

In the event of accident or illness please notify:   



            Name
                   Phone

I, the undersigned Traveler, hereby voluntarily release, discharge, waive and relinquish any and all actions of causes of action for personal injury, bodily injury, property damage or wrongful death occurring to Traveler arising in any way whatsoever as a result of engaging in said Trip or any activities incidental thereto wherever or however the same may occur and for whatever period said activities may continue.  Traveler does for him/herself, his/her heirs, executors, administrators and assigns hereby release, waive discharge and relinquish any action or causes of action, aforesaid, which may hereafter arise for him/herself and for his/her estate, and agrees that under no circumstances will he/she or his/her heirs, executors, administrators and assigns prosecute, present any claim for personal injury, bodily injury, property damage or wrongful death against the District or any of its officers, agents, servants, or employees for any of said causes of action, whether the same shall arise by the negligence of any of said persons, or otherwise.

I, the undersigned Traveler, hereby acknowledge that I knowingly and voluntarily assume all risk of bodily injury, as stated, and expressly acknowledges my intention, by executing this instrument, to exempt and relieve the District, its officers, agents, and employees, from any liability for personal injury, bodily injury, property damage, financial loss or wrongful death that may arise out of or in any way be connected with this Trip.  I have read the foregoing and have voluntarily signed this agreement.  I am aware of the potential risks involved in this Trip and I am fully aware of the legal consequences of signing this instrument.  

	
	
	

	


Traveler Signature as it Appears on Passport








	
	    
Date





Print Traveler Name
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