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A Step-By-Step Guide for Planning  
Your EcoTeach Student Trip  
 
 
INITIAL STEPS  

 Talk to teachers who have traveled with us before to determine if our program is a good fit for you. 
We will provide you with names and contact information for references upon request. 

 Decide if this will be a school-sponsored trip or not. Talk to your principal and administration about 
the school’s policy on trips. If you present the trip to your principal or the school board, talk about 
how an EcoTeach trip fits with the school’s mission and educational objectives. 

 If interested, talk with your school administration about designing the trip as a course and offering 
credit to students who participate. 

 Pick a trip date! 

 Work with EcoTeach to select (or create) an itinerary that meets your goals and expectations for the 
trip.   
 

CREATE INTEREST IN THE TRIP  

 Start early! Many trip leaders begin the process more than a year in advance.  

 Put up notices and pass out flyers. Talk to your students, other staff, and school clubs about the trip. 
Direct interested students to a quick online video about our trips. 

 EcoTeach will create a customized webpage for your group with all your itinerary details—check out 
a sample here. Use this as a marketing tool to get potential participants excited about the trip.  

 Think about fundraising. If you would like to have group fundraising activities, we suggest you find a 
few motivated parents and/or students to take the lead. EcoTeach recommends Grounds for 
Change coffee fundraising. For details, contact Stephanie Hall. 

 

HOLD AN INFORMATIONAL MEETING  

 Send out an email or letter and put up flyers inviting interested parents and students to an 
informational meeting. Request a sample flyer from EcoTeach. Here are some things you can cover:  
o Have a sign-up sheet asking for student name, parent name, email address, and phone number. 
o Introduce yourself and talk about why you want to lead this trip, how it fits into the school 

mission and educational objectives or complements classroom work. 
o Go over the itinerary, trip costs, what’s included and what’s not, due dates, and refund policy. 
o Explain the process you plan to use for selecting applicants. 
o Distribute paperwork and give a firm due date for returning registration forms and deposits.  
o Leave time for questions. Answer those you can, and make a list of those you can’t answer to 

go over with EcoTeach staff.   
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SIGN UP PARTICIPANTS            

 Decide how you will select participants. First come, first serve? Require an application or essay? 
Priority for students in upper grades? Will parents or other adults be allowed to join the group?  

 Hand out the registration packet or direct folks to the group webpage where they can find all 
relevant trip information and download the registration forms. Provide a firm due date.  

 Once you have 7 to 10 committed participants, the trip is a “go.”  Send us the registration forms 
and deposits. You will be able to add participants to your group approximately 3 months prior to 
travel.  
 

EDUCATE PARTICIPANTS ABOUT THE COUNTRY WHERE YOU WILL BE TRAVELING   
 

Here are several suggestions to prepare your group for the experience: 
 Have participants, individually or in groups, research areas where you will be traveling or general 

information on the country such as climate, health, bio-diversity, etc. Ask each group to prepare a 
presentation or activity on their findings.  

 Check out your local universities, community colleges, businesses and non-profits to see if there is 
anyone knowledgeable about the country you are traveling to or related topics who would be 
willing to speak to your group. 

 Plan a series of “cultural activities” such as a cooking class (you can find recipes on the web) or 
basic Spanish lesson, etc. 

 Call a local travel clinic or medical provider and ask if a staff member can speak to your group about 
travel health and immunizations. 

 

PUTTING IT ALL TOGETHER  
 

Staying on top of trip logistics doesn’t have to be difficult or time consuming and EcoTeach can help! 
Put together an email list of participants and their parents for easy communication, and plan to hold a 
minimum of 3 meetings with participants and parents. Your EcoTeach liaison follows up directly with 
parents and participants about paperwork, payment reminders, and is available to answer questions as 
needed.  
 
Below are suggested agendas for your trip meetings: 
 
Approximately 6 months before the trip: 

 Go over the itinerary, required paperwork, trip costs, due dates, and refund policy. 

 Talk about passports. Passports are required. Encourage those with passports to find them and 
check the expiration date and those without passports to apply for one as soon as possible. 
(Participants from outside the United States should contact their country’s embassy in Washington 
DC to check entry requirements). 

 Talk about travel medicine. Call a local travel clinic and ask if someone will speak to your group 
about travel health / immunizations. The Center for Disease Control (CDC) provides 
recommendations; a link to the CDC is provided on your trip webpage.  
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 Encourage participants to consult a medical professional or a travel clinic.  

 Make sure parents & students have access to your group’s trip webpage. This will give them access 
to your itinerary, flight details, payment due dates, forms that need to be completed, links to the 
CDC, passport information, etc. 

 Your EcoTeach liaison sends a monthly “Trip Leader Update” report detailing participant paperwork 
and payments that have been received. Request an updated report for the day of your meeting!  

 Give an update on fundraisers. 

 Leave time for Q&A. 

 
Approximately 3 months before the trip: 

 Invite a guest speaker who has traveled to the country you will be visiting. 

 Talk about additional expenses participants might have such as airline luggage bag fees, food and 
snacks while enroute, tips for the guides and drivers if applicable, money for souvenirs, etc. 

 Invite a notary so parents can notarize the travel affidavit at the meeting (if both parents are 
present). 

 Collect passport copies and notarized affidavits. Bring these with you on the trip! 

 Leave time for Q&A. 

 
Approximately 3-4 weeks before the trip: 

 Collect any remaining passport copies and notarized affidavits. 

 Plan where and when to meet on the day of departure (at the school and carpool to the airport, or 
meet at the airline counter, etc.). 

 Participants can call the airline to set up a frequent flyer account if they want to collect miles. 
Submit the frequent flyer number to EcoTeach, and we can add it to the group flight record.  

 Your EcoTeach liaison will post Emergency Contact and flight information on the group webpage so 
it is readily available for participants and parents.  

 Your EcoTeach liaison will send a few email updates with photos during the trip.  Prior to your 
departure, you will receive a list of email addresses for communication during the trip.  You will 
have the opportunity to edit and/or add to the list.  
 

GETTING THERE!   

 We recommend you re-check your flight times a few days prior to departure. 

 Review the Travel Day Tips document and bring along your Departure packet. (Your departure 
packet will be provided by EcoTeach several weeks prior to travel). 

 Board the plane and relax – your EcoTeach guides will be waiting for you on arrival! 
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NUTS AND BOLTS: Paperwork and Payments and Travel Protection 

 
EcoTeach helps you manage the nuts and bolts. Your Trip Liaison will be in regular contact with you 
and your trip participants and will provide a range of support throughout trip planning! 
 
Required Paperwork 

1) Registration Forms: The registration forms will be posted on your group webpage. Completed and 
signed forms must be submitted for each participant signing up, including Trip Leaders.  

2) Notarized Affidavit for Permission to Travel: This form is required for participants under the age of 
18. It must be signed by both parents/guardians (and the signatures notarized, even if one parent is 
traveling with the child). Trip leaders should have these affidavits with them on the day of 
departure. Keep the affidavits and bring them with you on the trip. EcoTeach does NOT need 
copies.  

3) Passport Copy: Please have all participants (including Trip Leaders and adults) make a copy of the 
first page of their passport and submit them to you prior to departure. Keep the passport copies 
and bring them on your trip.  

4) Cancellation Form: If a participant needs to cancel, they must submit the official cancellation form. 
Participants are considered active group members until the cancellation form is received by 
EcoTeach. Refunds, where applicable, will be calculated in accordance with the refund policy.  

 
Payments 

1) A $200 non-refundable deposit, along with the completed registration forms, is required to sign 
up for the trip. Please forward to EcoTeach once you have 7 to 10, or more, participants. Trip 
Leaders do not need to pay the deposit. 

Once we receive the registration forms and deposits, we will send a Welcome Letter to your 
participants via email!  

2) The typical payment plan includes payments of approximately one-third of the trip cost 7 
months, 5 months, and 2 months prior to departure.  

Specific payment dates will be developed for your group based on your dates of travel. If you 
would prefer a different payment process (i.e. – you’d like to collect the funds and send us a 
school check) let us know and we can work out a system that meets both our needs 

 
Travel Protection Plan  

As a courtesy, EcoTeach will purchase a Student Protection Plan for most groups. This helps provide 
coverage for things post-departure such as travel delay, accident & sickness medical expense, 
emergency evacuation, and delayed baggage. While it does NOT cover Trip Cancellation, additional 
optional coverage is available for groups of 10 or more. EcoTeach encourages the purchase of Travel 
Insured’s Deluxe Plan or the Deluxe with Cancel for Any Reason Plan. This additional coverage provides 
trip cancellation in addition to many other insurance benefits and non-insurance assistance services. 
Additional information will be available on your group’s customized web page. 


