Educational Travel Program Contracts AR 3312.2

EDUCATIONAL TRAVEL PROGRAM CONTRACTS
A PURPOSE AND SCOPE

Field trips and other travel opportunities for students are a valuable tool in
supporting classroom instruction and promoting students' awareness of places
and events. In contracting with organizations to provide educational travel
services, the district will ensure a quality educational experience and the health,
safety and welfare of each student traveler.

The Superintendent or designee shall contract only with educational travel
organizations which adhere to state law and exhibit safe and reputable business
practices.

These procedures are intended to ensure the district selects the highest quality
vendor, taking into account student safety, quality of the program and fiscal
integrity.

B. GENERAL
Definitions

Educational travel organization or organization means a person, partnership,
corporation, or other entity which offers educational travel programs for students
residing in California. (Business and Professions Code 17552)

Student traveler or student means a person who is enrolled in elementary or
secondary school, grades kindergarten through grade 12, at the time an
educational travel program is arranged with an educational travel organization.
(Business and Professions Code 17552)

Educational travel program means travel services that are arranged through or
offered to an elementary or secondary school in the state, and where the services
are represented to include an educational program as a component. (Business and
Professions Code 17552)

Owner means a person or organization which owns or controls 10 percent or
more of the equity of, or otherwise has claim to 10 percent or more of the net
income of, the educational travel organization. (Business and Professions Code
17554)
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EDUCATIONAL TRAVEL PROGRAM CONTRACTS (continued)

Principal means an owner, an officer of a corporation, a general partner of a
partnership, or a sole proprietor of a sole proprietorship. (Business and
Professions Code 17554)

Contract Requirements

C. FORMS USED AND ADDITIONAL REFERENCES

Travel claims, purchase requisitions, purchase orders, vendor contracts, insurance
forms and applications.

D. PROCEDURE
The Superintendent or designee shall ensure that each written contract with an
educational travel organization includes all of the following: (Business and

Professions Code 17554)

1. The travel organization's name, trade or business name, business address,
business telephone number and a 24-hour emergency contact number

2. An itemized statement which shall include but not be limited to:

a. Services to be provided as part of the program

b. Agreed cost for the services

c. A statement as to whether or not the educational travel organization
maintains insurance that supplies coverage in the event of injury to any
student traveler, including the type and amount of coverage, the policy
number and issuer, and the name and telephone number of the person
or organization which is able to verify coverage

d. Any additional costs to students

e. The qualifications, if any, for experience and training that are required
to be met by the educational travel organization's staff who shall

accompany students on the educational travel program

3. A written description of the educational program being contracted for,
including a copy of all materials to be provided to students
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EDUCATIONAL TRAVEL PROGRAM CONTRACTS (Continued)

4. The number of times the educational travel program or a substantially
similar educational travel program proposed by the contract has been
conducted by the organization and the number of students who completed the
program

5. The length of time the organization has either been arranging or
conducting educational travel programs and, at the option of the organization,
other travel services with substantially similar components
6. The name of each owner and principal of the organization
7. A statement as to whether any owner or principal of the organization has
had entered against him or her any judgment, including a stipulated judgment,
order, made a plea of nolo contendere or been convicted of any criminal
violation in connection with the sale of any travel services for a period of 10
years predating the contract
District staff shall inform all vendors representing educational travel
organizations that they may not arrange a travel program before the district
has first entered into a written contract with the organization.
E. REPORTS REQUIRED
Monthly reports to the Board for purchase orders issued and payments made are
submitted by Financial Services for all funds. Construction projects are submitted
to the Board for approval on an individual basis.
F. RECORD RETENTION
Financial Services maintains documentation of payments made.
G. RESPONSIBLE ADMINISTRATIVE UNIT
Purchasing Development

H. APPROVED BY

Assistant Superintendent for Business Services

TUSD Adopted / /




