SCHOLASTICA TRAVEL INC

STUDENT TOUR PLANNER 

FOR

GROUP LEADERS

WELCOME 

TO SCHOLASTICA TRAVEL.

WE ARE DELIGHTED THAT YOU HAVE CHOSEN US TO ASSIST WITH PLANNING YOUR TOUR.

We stand behind every tour we plan. However to do this we need your help. Planning a successful  tour requires the cooperative effort of many people.  Neither of us can accomplish this alone.  It requires a partnership and mutual trust between Scholastica and you.

  Assisting you every step of the way is our objective. Our experienced team of professionals will be working diligently to insure the highest quality experience for your students.

  On your end we will need you to follow through and insure that the important dates on your trip agreement are met. This follow through could make a tremendous difference in the quality and ultimate success of your tour. 


With Teamwork Everyone Achieves More.  

This Procedures and Policy Planner contains all of the information and forms necessary to successfully organize a safe, educational and fun experience for students. It is presented in an easy to use step by step format to aid in the planning and organization of your tour.
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I: PRE TRIP PREPARATIONS

DETERMINING WHAT TO CHARGE

· Scholastica Travel believes very strongly in providing as much information about your trip as possible. This is why we provide FIVE  (5) price ranges right up front. Group leaders never have to guess the price should they have less than 40 paid.

· SUGGESTION:  If you are uncertain of how many people will sign up for this trip, we suggest charging the middle price. Should your final numbers fall in a lower price category it is easier to refund money to the students than to ask for more from their parents.

· DON’T FORGET THE ROOM SUPPLEMENTS: All adults receiving a complimentary trip package are assigned rooms on a double occupancy basis. If you are planning to take additional adults who would have to pay, and they want to stay two in a room instead of four, don’t forget to add the double occupancy supplement to their cost. You can find this supplement after the five price categories on your proposal and trip agreement.

· SINGLE OCCUPANCY: In planning your price please consider the gender of your chaperons.  Our price covers all complimentary packages on a double occupancy basis. If you have one male and one female requiring two rooms instead of one, our accounting department will bill you for one single occupancy supplement. Another situation would be four females and one male chaperon.  DON’T LET THIS SURPRISE YOU.  Plan it into your cost from the beginning.  (If you have any questions, ask your travel consultant).
THE TRIP AGREEMENT

When you and your travel consultant have reached an agreement on a proposal that is right for your group and you determined your destination and dates, our team will prepare your trip agreement.

Prior to sending the trip agreement our reservation team will:

· Reserve quality motor coaches

· Reserve  rooms at a quality student safe hotel 

· Reserve other significant attractions important to your group.

No other arrangements are made until we receive your signed trip agreement and reservation information form.  Reservations are considered tentative, contingent on the receipt of your signed trip agreement and reservation form. 

DEPOSIT DATES

The trip agreement lists the deposit amounts and due dates.  Certain confirmed reservations need early deposits. These are the dates that you agreed upon with your travel consultant. They are extremely important for the following reasons:

· All reservations are considered tentative until money binds the agreement.

· Receiving your deposits on or before the due date allows our staff to send in the required deposits to guarantee the motor coach reservation, hotel rooms, attractions and restaurants.

· Failing to meet deposit due dates with suppliers jeopardizes these reservations which could result in major disappointment for your students and chaperons.

ROOMING LIST

 Receiving your rooming list by the due date, 45 days prior to departure, is of vital importance for three reasons:

· It allows our accounting department to generate a final invoice. A late rooming list generally results in a late final payment.

· It allows the hotel more time to prepare for meeting the needs of your group and keeping rooms together.

· It solidifies your rooms at the hotel. In addition, it allows the hotel to release rooms that are not being used and gives them enough time to resell them. 

Caveat:  We know that keeping your group’s rooms side by side on the same floor with no other hotel patrons in between is ideal. Even all rooms reasonably close on the same floor is acceptable. This allows for peace of mind and provides greater safety  

We have selected your hotel because it has worked closely with us in meeting these needs in the past. However, NO hotel or Tour Company can guarantee these ideal conditions. 

FINAL PAYMENT

The last of the important dates to consider is your final payment.  Receiving this on time permits our staff to complete the pre trip preparation for your tour.  Paying the balance to transportation companies, hotels, and attractions is the best way to insure the availability for your group.

When we receive the final payment our production team can prepare the tour packet for your professional tour leader. This packet contains reservation forms, meal tickets, admission vouchers, and payment vouchers. The final payment tells us how many people will be on the trip. Therefore, the packet cannot be prepared accurately without these final numbers.  Early receipt of your tour packet gives the tour leader more time to review the itinerary, recheck the number of tickets and verify reservations. 

WARNING - When final payments are late, payments to suppliers must be postponed and preparation of your tour packet is delayed.  In some cases, reservations could be cancelled without notice.

II: HELP YOU ORGANIZE FORMS

Located on the Student Tour Planning Web Page we have included several sample forms that many group leaders have found to be helpful in organizing their trip. The rooming list can be completed on line then either be emailed (as an attachment) to your travel consultant or aprinkey@scholasticatravel.com or printed out and faxed or mailed to us.  The other forms can be printed out and copied for your use.

1: Rooming List Form-specific instructions on how to complete it out properly are included in the appendix

2: Accounting Form to keep track of payments (can be completed on line then printed to send in with your 

     payments.)

3: Refund Request Forms in the event of a cancellation

4: Deposit Tickets. These should accompany every payment mailed to our office. A properly

    completed deposit ticket with your payment insures it will be credited to the proper account. 

5. Parent Permission Form.

Special Note: When completing forms on-line, use your tab key or arrow keys to navigate, DO NOT use the enter key.

ROOMING LIST FORM

The rooming list is a very important document. It is your declaration to the hotel of who is staying in each room. 

We have included a sample form on our web page. You do NOT have to use this form.  If it easier to use a similar format on your computer or one of your own, please feel free to do so 

IT IS HIGHLY RECOMMENDED THAT ALL ROOMING LISTS BE TYPED. Hand written rooming lists are difficult to read and they encourage problems at the hotel. 

ACCOUNTING FORMS

· The accounting form is a useful document in helping you to record your payments.  Please feel free to use your own form.  IF SENDING A SCHOOL CHECK FOR PAYMENT, IT IS NOT NECESSARY TO SEND AN ACCOUNTING FORM. 
DEPOSIT TICKETS

· The deposit ticket is very important to properly credit your account. Every year we have several schools with the same name.  A properly completed deposit ticket insures that there is no confusion over which school is making the deposit. Your deposit ticket should accompany all payments.

REFUND REQUEST FORMS

· These forms must be used to request a refund for anyone who must cancel. The cancellation policy outlining the amount of refund is clearly stated on the form.

· All request forms should be signed by the group leader acknowledging the amount to be paid and instructing us on whom should receive the check.

· We will not divulge information about your trip to parents or other parties without first speaking to the group leader and receiving permission to do so. BECAUSE OF THIS WE ASK THAT YOU LET US KNOW WHEN YOU HAVE INSTRUCTED A PARENT TO DEAL DIRECTLY WITH US.

SPECIAL NOTES FOR TRIPS TO WASHINGTON DC

Certain sites in Washington, D.C. do not permit tour companies to make reservations. If your group is planning to go to any of the following attractions, please follow the instructions to insure your group’s reservations.

· US CAPITOL: The U.S. Capitol requires reservations for guided tours.  These tours can be arranged by your U.S. Senator or Congressman.  Contact your local office and give them your dates of travel.  This should be done at least six months in advance.

· BUREAU OF ENGRAVING AND PRINTING: School Group Tours
School Group Tours at the BEP will be conducted weekdays (excluding federal holidays and the week between Christmas and New Year’s Day) at 9:00 a.m., 9:15 a.m., 9:30 a.m., and 9:45 a.m. ONLY. (Extended Evening Hours are available at 5:00 p.m. in May through August ONLY). 

All requests must be made on a completed School Group Reservation Request Form that may be found at  http://www.moneyfactory.com/locations/section.cfm/20/21 Scroll down to School Group Tours and click on the “here (PDF Format)” link.  The form must be mailed or faxed back to the BEP (requests are handled on a first come first serve basis, so get your requests in early).  We cannot schedule any tours on a form that is not complete. Once your tour is scheduled, you will be faxed a School Group Confirmation Form to the fax number indicated on your form, with a confirmation number that you will need to gain entry to the BEP. Please note: School group reservations may be scheduled up to one year in advance. 

For updated Tour Information, please call the Tour Operations Office at (202) 874-2330 or Toll Free at 1-(866) 874-2330
· UNITED STATES HOLOCAUST MEMORIAL MUSEUM: For groups over 12 years of age, if you would like to view the entire museum (we suggest you allow a minimum of 2 ½ hours for your visit). You must complete the application which can be found on the web at: http://www.ushmm.org/visit/index.php?content=entry/  (click on groups in the left hand column to reach the on-line form).

Applications are NOT necessary to view the special exhibit for children entitled “Daniel’s Story.” This can be done anytime during normal museum hours.

· ARLINGTON CEMETERY WREATH LAYING:  To arrange a special wreath laying ceremony for your students at the Tomb of the Unknown Soldiers Grave follow these instructions:

Contact: Public Wreath Ceremony Coordination Office 

              Arlington National Cemetery




Arlington, VA 22211




703-607-8559

Send your request on school letterhead and include your name, the name  and address of the school, school phone number, date and time requested for ceremony, alternate date and time
.

· VIP WHITE HOUSE Tours: White House tours can be arranged by your U.S. Senator or Representative.  Contact your local office and give them your dates of travel.  This should be done at least six months in advance.

· FBI TOURS – As of September 2003, FBI Tours are not available for 2004.  The building is under renovations.  Re-opening dates will be posted when we receive them.

CANADIAN TOURS

If you are planning a trip to Canada proper identification is required.  An original birth certificate or valid passport is acceptable. Questions on entry into Canada or return to the United States should be directed to the PORT OF ENTRY AT 905-871-5660 in Canada or 716- 885-3367 in New York

BROADWAY SHOW TICKETS/ SPORTING EVENTS 

It is our policy NOT to include the price of tickets into your original proposal. We feel that it is the customer’s decision to choose the quality of the tickets purchased. A ticket order form should accompany your trip agreement. Requests for tickets will be processed only upon receipt of a signed ticket request form authorizing us to purchase the designated non-refundable tickets on your behalf.

CUSTOM ITINERARIES: 

When all reservation requests have been confirmed, our planning department will design a detailed itinerary. This itinerary will describe the activities for the entire day.

Washington, D.C. itineraries requesting Arlington wreath ceremonies, U.S. Capitol tours, Bureau of Engraving and Printing tours, Holocaust Museum tours or any other special event may take longer to complete

LAST MINUTE ITINERARY REVISIONS

We highly discourage making revisions to your itinerary less than three (3) weeks prior to departure. Changes within three (3) weeks create confusion and can result in oversights seriously compromising the quality and smooth running of your trip.

PARENTAL PERMISSION SLIPS

 It is highly recommended that every group leader receive a signed parental permission slip from each tour participant. This slip should have authorization from the parents to have their son or daughter treated in an emergency. In addition it should give the parents an opportunity to list special medical needs and all medications their son or daughter is currently permitted to take.

 A sample permission form is posted on this web site.

PRIVATE NIGHT SUPERVISION

This is a special safety feature of Scholastica Travel that allows for a restful night’s sleep while keeping the students safe in their rooms. It is important that the group leader inform the students of this feature so that they are not surprised by their presence in the hotel. 

LOST OR STOLEN ARTICLES

Personal belongings are the responsibility of the tour participant. Scholastica Travel Inc will not be held liable for personal belongings that are lost or stolen during the course of their tour. Groups should be advised that while the motor coach will be locked when the group is not on board, motor coach companies will not assume liability for belongings left on the motor coach in your absence.

Tour Participants should also be instructed NOT to leave valuables in their hotel room while touring.

HOTEL NAME AND BUS COMPANY 

The name, address and telephone number of the hotel your group has been assigned along with the motor coach company will be listed on your final itinerary.  

HELPFUL SAFETY REMINDERS FOR GROUP LEADERS

Planning a student tour of any length is a major responsibility. The foremost objective must be safety. We recommend that all group leaders share the following safety concerns with their group prior to departure:

· Luggage: Please remind students and adults to place their name on all luggage and other belongings.

· Special Medical Problems: The group leader and chaperons should be aware of any special medical or physical needs prior to departure.  All medications should be listed on the parental permission form.

· Clothing: Depending on the time of year it is recommended that students wear layers of clothing.  Early mornings can be cool with it warming up by afternoon.

· Inclement Weather - We do not stop touring because of rain. Please advise all students and chaperons to bring a rain poncho or fold up umbrella

· Watch – Being on time is very important in order to see everything on your itinerary. It is important that all tour participants have a watch to maintain punctuality.

· Cameras and film – Film can be very expensive in tourist cities. It is suggested that students bring extra film 

· Tape and CD players must be accompanied by earphones

III: PREPARATION FOR DEPARTURE DAY

· Depending upon the size of the group, we recommend you request all tour participants to arrive  thirty (30) minutes before your scheduled departure.

· To make your hotel check-in much smoother, we suggest you assign all roommates to the same motor coach.

· The tour participant’s luggage should be on the same coach they are riding. Please note that it is not the responsibility of the motor coach driver to load the luggage although many of them will do so. We suggest you have some of your students help the driver with this duty.

DEPARTURE DAY

 Problems arise when you run out of resources. The more information you have with you the less chance you have of encountering serious difficulties

· WHERE WILL YOU MEET YOUR TOUR LEADERS:  If your tour leader is NOT meeting your group at the departure site they will inform you in advance of the location they will meet your group. IF YOU ARE DELAYED FOR AN EXCESSIVE LENGTH OF TIME WE WOULD APPRECIATE IF YOU WOULD CALL OUR OFFICE AT 800-245-3511. We can then inform the tour leader and assist in making all necessary adjustments to your itinerary.

WHAT DO I DO WHEN THERE IS A:

· LATE PASSENGER: Please exercise good judgement in how long you wait for a person that is late. Every minute you are late could have an impact on your itinerary.

· LATE MOTORCOACH: Professional motor coach companies do everything possible to insure that their drivers will be on time for departure. There are occasions when unforeseen circumstances cause delays.  PLEASE DO NOT PANIC.  We recommend that in your preparation for departure, ask your travel consultant for the after hours phone number of the motor coach company. In the unlikely event they are late, you can either call the company yourself or call our emergency assistance team. 

· NEED FOR EMERGENCY ASSISTANCE: Scholastica Travel is pleased to offer you 24 hour emergency assistance.  You will be comforted to know that you can receive the assistance of a real person any time – day or night. Simply call our 800- 245-3511 and follow the directions. Our emergency assistance team will respond within a short time to offer assistance.

SUGGESTIONS FOR AIRPORT DEPARTURES

· Prior to arrival at the airport be certain all luggage is properly tagged with identification.

· Upon arrival at the airport we suggest the group leader check in with the airline supervisor on duty

and ask how they want to handle the luggage check in. (They may have a location just for your group)

· After luggage check in proceed to your gate of departure

· Check your airline website for carry on rules: 3 oz. liquids, etc. and if they charge for bags.

· While in flight ask the flight attendant to make an announcement prior to landing reminding your group to please stay seated until everyone else has deplaned. This will help keep your group together so you can all proceed to baggage claim as a group.

· After exiting the plane, follow signs to baggage claim to meet your guide and motorcoach.

MEET YOUR TOUR LEADER

We believe your tour leader is one of the most important elements in the success of your tour.  They will be with your group and available 24 hours a day. Independent tour leaders contracted by Scholastica Travel  Inc are selected based on their experience,  knowledge and ability to work with students. They have invested countless hours into education and preparation. And they care about making learning fun.

· TOUR LEADERS ARE UNIQUE: Tour leaders are similar to teachers, no two of them are exactly alike. While their material may be similar each one has a specific style and method of conducting tours.  On multiple bus trips where appropriate we will assign a tour leader to each bus. 

· TOUR LEADERS SEAT: To effectively run your trip, the tour leader will need to use the public address system often. Therefore please reserve the seat next to the aisle either behind the driver or opposite of the driver for the tour leader.

· TOUR LEADERS ARE NOT CHAPERONS: While your tour leader will be happy to assist you in general organization and group leadership, disciplinary and chaperon duties are the responsibility of the organized group members.

SUGGESTED GUIDELINES FOR FIRST TIME CHAPERONS

A good chaperon is a unique person. He or she has to maintain discipline and control but realize that the tour is for the benefit and enjoyment of the student. Chaperoning is a BIG RESPONSIBILITY.  To take a group of any size on an overnight trip requires the cooperation of many individuals. COMMUNICATION IS CRUCIAL.  When all chaperons share a common vision for the trip, it is fun, exciting and easy to manage.

ON THE MOTORCOACH

· For the safety of all, please do not permit glass bottles or containers on the motor coach
· Students should NOT take flash pictures at night while the coach is in motion. The flash may temporarily blind the driver.
· Rest stops will be provided.  We recommend that you ask the students to refrain from use of the rest room on the coach except in emergencies. Servicing the lavatory isn’t always possible.  When it is used heavily the odor may make the coach uncomfortable for everyone.
· We suggest that all students be aware of their motor coach number as there may be several coaches from the same company in the city at the same time.  
· Anytime the students are off the coach, it is important that they know how long the stop will last and where to meet the group.
· To accomplish everything planned in your itinerary it is important to stay on schedule.  Chaperons should insist that students take their seats quickly when boarding the coach so a count can be taken.  The group cannot proceed to the next attraction until this is completed.
TOURING

· An important safety precaution to repeatedly mention to your students is to never go anywhere on the tour by yourself. Even when going to the public rest rooms they should be with a friend. REMEMBER THERE IS SAFETY IN NUMBERS
· At many of the attractions your group will have to wait in line. Please instruct your chaperons to space themselves in the front, middle and rear of group.  TEAMWORK IS VERY IMPORTANT.
· When we eat our meals we recommend that some chaperons eat first and some chaperons watch the students in line and others monitor those eating. When the chaperons who have eaten first finish their meal then they can take over supervising and allow those who haven’t eaten a chance to do so.
· One of the primary purposes of this trip is education. We ask the cooperation of the chaperons in keeping the students quiet when the Tour Leader is giving commentary or instructions.
AT THE HOTEL  (For A Smooth Check In)

· When your group arrives at the hotel we recommend that you ask your students to stay seated on the motor coach while the tour leader and group leader register and receive the keys.

· While they are in the hotel instruct the chaperons to recruit several young men to assist the driver in unloading the luggage.

· Before giving out keys and releasing the students to their rooms it is helpful to station chaperons in the lobby and on the floor to help contain some of the student excitement. 

SUGGESTED GUIDELINES FOR FIRST TIME CHAPERONES CONTINUED

· Those in the lobby can help in keeping the noise level down and assist with the elevators.

· Chaperons going to the floors should be available to direct students to their rooms, help with keys, open doors and be present to keep the noise level down to minimize the disturbance to other guests.

· Once students are in their rooms, we recommend that you instruct them to inspect their rooms for damages.    If there is anything wrong, it should be reported to their chaperon and subsequently to the Tour Leader. This will prevent your students from being charged for something they did not do.

· WE STRONGLY SUGGEST THAT STUDENTS BE REMINDED OF BEING CONSIDERATE OF OTHER HOTEL GUESTS, REFRAIN FROM LOUD TALKING IN THE HALLS,, SLAMMING DOORS, OPENING WINDOWS OR POUNDING ON WALLS

HOTEL CHECK OUT

· On the morning of check out chaperons should check all rooms thoroughly for damages before dismissing the students to the motor coach. 

· We recommend chaperons check for broken beds, missing towels or other damages.  If anything is missing from a room after check out, all occupants will be held responsible.

· Once a room has been approved students should take their luggage to the motor coach and follow instructions for breakfast.

INSTRUCTIONS FOR COMPLETING YOUR ROOM LIST

· Sending in your rooming list on time may be the most important ingredient of a successful tour

· Spend additional time planning where you want your chaperon rooms

· Don’t hold up your rooming list because some rooms aren’t finalized

· Revisions aren’t as detrimental to your trip as not having the rooming list in on time

· You may use your own form or the sample provided on our web page.  What’s most important is that you follow these instructions :

1: All rooming lists should be typed. (Translating individual’s handwriting can result in mistakes and confusion.)

2:  Number the rooms in the order you would like the hotel to assign them, with four students per room. Hotel reservations are dealing with a block of rooms.  And it has been our experience that the people assigning the rooms go down your list and assign each room a number.

3: Do not place your adult or chaperon rooms at the end of your list. Hotels will not take the time to intersperse these rooms amongst the students.  If you do not know who the adults will be put chaperon room on your rooming list and indicate the number of male or female chaperons to that room. 

We do not know how you want your chaperons placed on your floors. Therefore we suggest you take time and position the adult rooms near the rooms they will be assigned to supervise.

4: Designate all adults and chaperons with the word adult after their name.

5: On multiple bus tours it is helpful to have the bus number of the participants next to their room.

6: Send in your completed rooming list a minimum of 45 days prior to departure.

SPECIAL REMINDERS:

· Complimentary rooms are double occupancy

· Paying students and adults choosing  NOT to stay four per room will re required to pay a room occupancy supplement

· Remind your group members that additions to the rooming list within 14 days of the departure require a prepaid $50.00 rooming list change fee

PREPARATION IS THE KEY TO SUCCESS 

PLEASE SPEND A LITTLE EXTRA TIME PREPARING YOUR ROOMING LIST.

 Guaranteed it will make everything smoother when you arrive at the hotel. 

If you have any questions, please contact your travel consultant.
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