GUIDANCE FOR
TRAVELING GROUP LEADERS
Updated August 2026


At (your company name here), we believe the best student travel experiences happen when tour operators and educators work closely together. That partnership, your knowledge of your students and our expertise in planning and operations, is what makes a trip truly exceptional.

In this document a Group Leader is defined as you, our valued client. A Group Leader may be an educator, coach, performance director and/or any other person.

A tour participant is defined as any student, youth or other traveler on your tour.

A chaperone is defined as any adult responsible for helping the Group Leader manage the travelers on the tour.

This guide is designed to support that collaboration. It brings together health, safety, and operational practices that we've built into every tour we plan, and we're sharing them here so that you and your chaperones can review them together, ask questions, and feel confident heading into your trip.

Every group is different, and there's no one-size-fits-all approach.
Tips for a Smooth and Enjoyable Trip Social Media
(May wish to consider sharing pre-tour)
Before the tour, talk with your tour participants about being thoughtful with social media. Posting real-time locations or tagging the hotel can attract unwanted attention. Students should also NEVER share personal information — phone numbers, handles, or names — with anyone outside the group.

Staying Street Smart

(May wish to consider sharing pre-tour)
Tourist areas in any city, at home or abroad, can attract pickpockets and street vendors. When tour participants are relaxed and having fun with friends, it’s easy to let their guard down. A few simple habits go a long way: keep wallets in front pockets, be mindful of headphones that limit awareness of surroundings, and avoid dangling bags or purses that are easy to grab. If
street vendors approach offering jewelry or trinkets, a polite “no thank you” is always fine. A little
awareness keeps the focus where it belongs, on enjoying the experience.
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Communication on Tour

(May wish to consider sharing pre-tour)
Most tour participants will have a smartphone on tour, which makes group communication easy. Choose a group chat app before you go, collect cell numbers, and set clear expectations about how and when it will be used. A quick pre-trip chat can save a lot of confusion once you’re on the road.

Everyone Belongs — No Bullying Policy

(May wish to consider sharing pre-tour)
Travel is a great equalizer — everyone is in it together. Every participant on this trip matters, and no one should feel excluded or targeted. Bullying or intentional exclusion will not be tolerated and may result in a tour participant being sent home at their family’s expense. Setting this expectation clearly before departure helps ensure the whole group has a positive experience.

International Tours

Part of what makes international travel so rewarding is experiencing different customs and cultures firsthand. Your tour operator will prepare you and your tour participant with helpful context — what to expect, what to be aware of, and how to be respectful guests in the places you visit.	Comment by Scholastica Travel: If this document is provided by the tour operator to the group leader, this should be rephrased. Your “tour guide” could work if a guide is a part of their contracted package. 	Comment by Lisa Curtin: Tour operators can white label this document and change wording as it is designed to be a tool in case the operator does not have their own guide. 

Hotels

· When you arrive at the hotel, take a few minutes to check in with staff about emergency and evacuation procedures. Walk your group through the key points: evacuation routes, where to assemble outside the building, and a backup meeting spot if the primary location isn’t accessible. Remind everyone to use stairways (not elevators) during an evacuation and to keep exit paths clear.
· Let tour participants know they are responsible for any damage to their room and for any TV, Wi-Fi, or other charges they incur during their stay. Setting clear expectations upfront avoids surprises at checkout.
· Walking tour participants to their rooms on the first night is a great habit. It gives you a chance to inspect the room for any existing damage, confirm nothing was left behind by previous guests, and cover hotel etiquette, such as:
· Adhere to proper dress in hotels, no uncovered swimsuits and no bare feet.
· Never hang anything from the fire suppression sprinklers in hotel rooms — point them out so students know what they look like.
· Be considerate of other guests by keeping noise at an appropriate level.
· Keep hallways and pathways clear and unobstructed.
· Keep room doors closed and locked, and avoid leaving valuables in plain sight.
· Reinforce the no bullying expectation — it applies in rooms and throughout the trip.
· Conduct a brief room check each evening once students are in for the night. Two chaperones of the same gender as the room occupants should conduct the check

— without entering the room — to confirm everyone is present. Tour participants
should understand they are not to leave after check unless there’s an emergency.
· A buddy system works well at hotels. Pair each tour participant with a travel buddy, and require them to move around the hotel in pairs.
· Consider hiring a security service to patrol hotel floors where your group is staying. This added visibility helps keep tour participants where they belong after evening check.	Comment by Scholastica Travel: For Scholastica, this document is provided about one month before departure. Nighttime security is already contracted (or not). This language could be updated to, “If nighttime supervision is included in your trip, inform students that a security guard will be patrolling the hallways where the group is staying. If they need assistance in the evening and a chaperone cannot be reached, please inform the security guard and they will contact the group leader.”	Comment by Lisa Curtin: Leaving this in now because the guide is just a tool for operators to personalize. Hoping this decision to leave in is a good one.
· Make sure every tour participant knows the room number and contact info for each group leader and chaperone.
· If tour participants have free time to explore the area around the hotel, use a simple check-out and check-in system: note where they’re going and their expected return time. Tour participants should travel in small groups, each with a charged phone, the hotel’s address, and a chaperone’s number. For younger participants (elementary and middle school), we recommend keeping the group together rather than allowing independent free time.
· Remind tour participants to keep their room door closed and locked, and to call a chaperone if anyone — including hotel staff — knocks and asks to enter. A quick call to confirm is always the right call.
· Remind tour participants to keep their room key nearby in case the need for a quick retrieval is necessary – such as a hotel evacuation.

Swimming Activities

· A certified lifeguard should be present for any swimming activity. If a lifeguard isn’t
available, we recommend skipping the swim.
· Before any pool activity, confirm with property management that water treatment is current and within local regulatory requirements.
· Confirm that all required safety equipment is available and in working order per local and state regulations.
· For beach swimming, only swim where a lifeguard is on duty. Make sure students are aware of any posted rip current warnings and know the basic steps for swimming out of a rip current if needed.


Motorcoach Travel

· Before departure on any motorcoach, make sure a safety briefing is delivered. Your coach driver or a tour operator staff member will typically handle this. If not, the Federal Motorcoach Safety Briefing from the U.S. Department of Transportation is included in this guide and covers everything students need to know — including seat belt use, which we recommend whenever belts are available.
· Emergency exits - Point out the location of all emergency exits (push-out windows, roof vent, and side door) and explain how to operate them. Emphasize that, whenever feasible, the motorcoach door should be the primary exit choice. Encourage able-bodied passengers to assist any injured or mobility-impaired passengers during an emergency evacuation.	Comment by Scholastica Travel: This is formatted different from the rest of the document. I’m just making a note. 	Comment by Lisa Curtin: Font size fixed.

Provide passengers with sufficient guidance to ensure compliance with 49 CFR 392.62, "Safe operation, buses."
· Seat Belt Use - If equipped, recommend the use of shoulder/lap seat belts
whenever passengers occupy any seating position.
· Emergency Contact - Advise passengers to call 911 by cellular telephone in the event of an emergency.
· Driver Direction - Advise passengers to look to the driver for direction and follow his/her instructions.
· Fire Extinguisher - Point out the location of the fire extinguisher.
· Restroom Emergency Push Button or Switch - Inform motorcoach passengers of the emergency signal device in the restroom.
· Avoiding Slips and Falls - Warn passengers to exercise care when boarding and exiting the motorcoach and to use the handrail when ascending or descending steps. Encourage passengers to remain seated as much as possible while the motorcoach is in motion. If it is necessary to walk while the motorcoach is moving, passengers should always use handrails and supports.

· Note that the Department of Transportation no longer requires motorcoach companies to
carry first-aid kits, and drivers are not permitted to administer first aid. We suggest bringing your own kit and, if possible, having one or more chaperones certified in first aid, CPR, and AED use.
· Ensure travelers can locate all emergency exits and fire suppression equipment before the coach departs — this is also covered in the safety briefing.
· Coach transportation standards vary by country. Your tour operator will let you know the mode of transportation being used and any relevant safety information in advance.	Comment by Scholastica Travel: If this is a document provided by the tour operator to the group leader, this should be rephrased. “Relevant safety information will be communicated in advance.”



Keeping Everyone Together

· A count-off system is one of the simplest and most effective tools for group management. Assign each traveler a number at the start of the tour and have the group practice counting off. For larger groups, create smaller sub-teams of about 10 per chaperone. Do a count-off:
· Before the motorcoach departs each stop.
· Whenever the group passes through a crowded area.
· Randomly throughout the day — students appreciate knowing you’re paying
attention.
· Any time you feel the need to confirm group attendance.
· Tip: Also ask tour participants directly if anyone is missing —it’s easy to forget an
assigned number and someone may call out the wrong one.
· On sidewalks and pathways, keep the group to the right so others can pass easily.
· Position chaperones at the front, rear, and throughout the group to maintain clear visibility of all travelers.

· Keep everyone at least five feet back from the curb when walking near traffic.


Dining on Tour

· When arriving at a restaurant or dining venue, confirm that any special meal accommodations — for food allergies or medical dietary needs — are in place. Your travel organization will have communicated these needs in advance, but the individual traveler (or their chaperone) should always verify before eating. If a participant cannot reliably identify safe foods on their own, a medical aide should travel with them.
· Tour participants, depending on their age, are generally aware of their own dietary restrictions. Give them a quick reminder before meals, especially when visiting food courts or dining internationally where ingredients or preparation methods may be unfamiliar.

Theme Parks and Attractions

· Before arriving at any theme park or attraction, make sure chaperones have medical forms on hand for the students in their care.
· Let parents know ahead of time that the itinerary includes theme parks or major attractions, and share your supervision plan for those visits.
· As with any public venue, briefly review your group’s emergency plan before entering — what to do and where to go if an unexpected situation arises. Many parks now share this information through their apps or at the entrance.
· Designate a clear meeting point when you arrive,and physically walk the group there so everyone knows exactly where it is. This is your go-to spot if anyone gets separated.
· Find out where the first-aid station is located and the hours it’s staffed. Point it out to your participants when you arrive, and note that park staff can assist in reaching first aid quickly if needed.
· Take a moment to introduce yourself to first responders at the first-aid station, learn their process, and share that information with your group.
· Leave group leaders’ phone numbers with the first-aid team so they can reach you directly if needed.
· Pick up park maps at the entrance or have your group download the park’s app — most parks have gone digital, and apps often include real-time wait times and show the location of key services.
· Note where the emergency exits are located and share that information with the group.
· Check the weather forecast in advance and know where to take shelter if conditions change quickly — thunderstorms, high winds, or other severe weather. Most parks have designated shelter areas and will make announcements if needed.
· Decisions about unsupervised free time at a theme park are yours to make based on your group. Each group is different, and you know your group best.
· If high school students are given time to explore on their own, keep them in groups of at least four so no one is alone or navigating an unfamiliar place by themselves.
· Elementary and middle school students should remain with an adult chaperone at all times.

· Set clear meeting times and make sure everyone understands they should be at the meeting point a few minutes early, not right at the deadline.
· Use a group communication app to stay connected throughout the day. Since most participants have smartphones, this is an easy and reliable way to share updates and check in.
· Point out charging stations when you arrive — keeping devices powered up keeps everyone reachable.
· Encourage travelers to follow the instructions of attraction staff — they know their venue and are there to help everyone have a great experience.
· In theaters and shows within attractions, phones should be silenced. Set the example as the group leader.
· Before leaving any attraction, do a full count and have each chaperone check in with the tour director to confirm their assigned participants are accounted for. Tour participants should depart only with their assigned chaperone.
· Remind your group never to leave the park or go anywhere with someone they don’t know — and never to share their phone number or social media information with strangers, regardless of age.


Medical Situations

· Before the trip, take a few minutes to research the location of medical facilities near your destinations. Your tour operator may also provide this information as part of your pre-trip materials.	Comment by Scholastica Travel: This should be deleted. This document will be provided by a tour operator to a group leader. 
· If a tour participant needs medical attention, an adult chaperone should stay with them. If an overnight stay at a medical facility is required, the chaperone should remain until the participant’s family arrives.
· It’s worth thinking through your chaperone-to-student ratio before the trip. If a chaperone needs to step away to support a participant, you’ll want confidence that the rest of the group remains well supervised.

Navigating Flight Changes	Comment by Scholastica Travel: I think this section is a nice addition. However, to me it feels out of place without also including some basics on group airline check-in. The process is different than individuals and unless the group leader has flown with a group many times, they would likely be unfamiliar with it or not remember. Scholastica separates out “Flying Recommendations for Group Leaders” and “Flying Recommendations for Tour Leaders (re: tour guides)” into separate docs to be provided to groups that fly, and leaves this doc as applicable information for all groups. If you would like me to send those documents, please let me know. 

Flight changes and cancellations happen occasionally, and knowing what to expect makes them
much easier to manage. Here’s what to keep in mind:
· Your group’s flights are typically booked under one locator number, though larger groups may have several. It’s helpful to know how many locators are associated with your booking.
· If a flight is cancelled, airline systems rebook passengers by locator number, which can sometimes split a group across multiple flights. Your tour operator will work to keep everyone together or in small, supervised groups. However, the airlines will rebook based on availability and at times the tour operator may not be able to control the number of passengers per group.	Comment by Scholastica Travel: Insert [Company Name] instead of “Your tour operator”	Comment by Scholastica Travel: Insert [Company Name] or “we”
· When multiple locator numbers are involved, your tour operator will generally ensure that at least one adult chaperone is assigned to each record with students.	Comment by Scholastica Travel: Rephrase to “priority will be given to ensuring”

· Airlines have reduced dedicated group support services in recent years. Rebooking a group takes time, and your tour operator will be working hard on your behalf. Patience goes a long way — they want to get your group home just as quickly as you do.	Comment by Scholastica Travel: Replace with “We” or “company name”	Comment by Scholastica Travel: Replace with “we” or “the airline wants”
· If an overnight stay becomes necessary due to a cancellation, airlines will typically provide hotel accommodations and meal vouchers when the cause is within their control (mechanical issues, for example). For weather-related cancellations or other factors outside the airline’s control, check with your tour operator on how accommodations and meals will be handled and who is responsible for costs.	Comment by Scholastica Travel: Replace with “the team at Company name”
· The best approach to a flight disruption is a calm one. Your tour operator and the airline are working the problem — staying relaxed and flexible helps keep the whole group on an even keel.	Comment by Scholastica Travel: Delete”Your tour operator and the airline are workign on the problem”. Start with “Staying relaxed and flexible..”

Have a Wonderful Trip!

We hope this guide is a helpful resource as you prepare for your trip. If you have any questions or just want to talk through something, please don’t hesitate to reach out to our team at (company phone number) and we would be happy to help.
With warm wishes from all of us at (your company name). We can’t wait to hear all about it
when you return!




	Client Representative
	Date
	(Your company name) Representative
	Date



Motorcoach Passenger Safety Briefing with Seat Belt Reference

Welcome and thank you for traveling with us today. We are happy to have you aboard! Your safety and comfort are important to us.
Before we get started on our trip, we want you to become familiar with the safety features on this vehicle and how to use them properly.
· Please stay seated while the vehicle is in motion.
· If your bus has seat belts: Please be sure to use your seat belt when the motorcoach is underway. Although motorcoach travel remains one of the two safest forms of travel, research has shown that those who wear their seat belt are up to 77% less likely to experience serious injury or death in the unlikely event of an accident. Please buckle up for your own safety.
· Never block the center aisle.
· Follow all safety instructions given by the driver.
· If necessary, notify authorities of an emergency by using a cellular telephone to call 911.
· There is a fire extinguisher on this vehicle. Please watch as we point out the location (it will be located behind the driver’s seat, beneath the front row passenger’s seat, or in the front-most overhead compartment).
· Please remember, the primary exit from this vehicle is the same door at the front through which you entered.
· In an extreme emergency situation, the windows may also serve as exits.
· In case of an emergency, follow the instruction markings on the windows or the window frames.
· Also note: There is an emergency exit hatch in the roof above the center aisle.
Please take a moment to locate the emergency exits nearest to you. If you have any questions about the safety procedures, please ask.
