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Teacher Checklist

Trip:  Click here to enter text.
Organization:  Click here to enter text.
Teacher:  Click here to enter text.
Dates of Travel:  Click here to enter text.

Paperwork is due to the principal no later than one week before departure.   Please submit information in a three ring binder and use this teacher checklist as a guide.   This page is the first page in the binder.

_____  1.  Copy of detailed trip itinerary.  Include phone numbers, lodging, airline info, etc.  

_____  2.  List of students, district employees and non district chaperones traveling on the trip.  Include home phone numbers and emergency contact names and phone numbers.

_____  3.  Staple together in a group for each student:
-Copy of signed out-of-country student/parent form (this is done on-line)
-Copy of passport
-Documentation from a health provider verifying their “clean bill of health” 
-Documentation from their health insurer that explains how their insurer will respond in a foreign country
-Copy of trip insurance

_____  4.   Copy of the tour company credentials.

_____  5.  Copy of tour sponsors general liability and hired auto insurance.  It needs to show that we are an additional insured to their policy.

_____  6.  Documentation that the companies the tour sponsors are doing business with have insurance.  This includes the transportation companies.

_____  7.  District paperwork for non-district chaperones to receive a stipend.

_____  8.  Each student on the trip must pay a $50 admin fee to the school district.  This money is collected before departure.  Please give the names of students to the Activities Bookkeeper and she will access the fee in the computer system.  Students can then pay the fee at the main office.





Explanation for the Fee
The district currently picks up half of the cost annually based upon the number of students traveling each year, which is equitable given the liability protection the district receives and the related benefit that could be provided to students and chaperones should an accident or illness occur while abroad.
0. The District’s primary general liability policy does not cover occurrences which happen outside the USA/Canada.  The District’s umbrella policy does respond to occurrences outside the USA/Canada but the district must be deemed liable for the claim.  The District’s umbrella coverage cannot respond to any immediate medical problem, assist with immediate medical expenses, transportation costs or any other type of emergency assistance.  
0. The District purchases international liability/accident and sickness coverage as it does  provide liability coverage for suits that occur and are filed outside of the USA.  It also includes auto liability coverage for non owned autos rented outside of the USA.   Medical assistance, legal assistance, crisis planning, personal emergency, translator assistance and repatriation expenses are included in the international travel accident policy. 
0. Accidental death and a medical benefit is also included in this policy.  The school district is the insured under the policy.  There are alternatives to handling out of country field trips but the school district would not be the owner of the policy in most of these situations.  It is important that the school district be the decision maker with regard to insurance coverage in the event of a claim and not another entity.





image1.wmf

