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EDUCATIONAL STUDY TRIPS 

BUS RESERVATIONS & VENUE ADMISSION PROCEDURES Aug. 2018  

 

These guidelines will follow the format of the Study Trip Request Form (STR), and the two-

page Study Trip Form Instructions (excel doc), and the items below are numbered to 

correspond to the appropriate numbered circle 'field' on the STR Template. Some fields are 

self-explanatory, and some fields will benefit by further information supplied here. 

 

3.  TRIP DATES:  It is very beneficial to put a ‘second and third choice date’ on the form if at 

all possible.  If your first date is not available, the bus company will then immediately quote 

on the second date – which can save a substantial amount of time.  Remember: Fridays are 

the absolute busiest day.  Starting in late April, and especially during May, buses are in short 

supply.  PERIOD.  Another caution: try NOT to plan a trip the Friday before a three day 

weekend because everyone else thinks it's a great idea as well.  If you want to do this, it is 

highly recommended to put in for the date asap. You can submit a trip request for next 

spring NOW!!! 

 

6.  GRADE/NUMBER OF PASSENGERS:  Bus capacity can't be stressed enough.   

Here’s the rule:  IF any part of anyone's body extends in to the center aisle, that person will 

need to disembark and find alternate transportation for the trip.  The bus driver is required 

by law to do this.  Please plan accordingly.  Yellow School Bus seats are 39" wide AT 

MAXIMUM (and the newer ones with 3 point seatbelts are even narrower), so take a very 

close look at your passengers and determine how many buses you want me to reserve.  IF 

your numbers are close to the estimated maximum capacity given on the STR, you may want 

to consider reducing your passenger count or adding a bus.  Capacity numbers will vary 

slightly depending on the available transportation, but general guidelines for seating 2 per 

seat or 3 per seat by grade are noted on the STR. 

 

10.  Use of Personal Vehicles for Student Activity Transportation:  If personal vehicles are to 

be used, please complete the appropriate VCSSFA forms and file them with your site.  Forms  

available online here: http://www.vcssfa.org/Forms/TransportationForms.aspx. It is the site’s 

responsibility to collect data, file, update and maintain the records of Personal Vehicle Use.  

“Personal Vehicles” also include Rental Cars and District Vehicles per the JPA guidelines.   

 

Reminder:  The District is NOT doing vehicle ‘safety’ inspections anymore. Do not send 

parents to the District office for this purpose, and do not have custodians inspect vehicles. 

 

11.  Purchase Requisitions:  All P Requisitions pertaining to the study trip are to be included in 

the packet behind the STR.  P Requisition forms are available online here:  

https://www.santapaulaunified.org/Page/672 

 Buses cannot be reserved nor can venue tickets be ordered without verification of 

funding and appropriate signatures for that funding source.  Site?  LCAP?  Categorical? 

The account fund code determines who ‘else’ needs to sign the P Requisition. It is the 

site’s responsibility to confirm and write in the correct account code string. 

 You need a P Requisition for each vendor:  car rental, hotel, bus, tickets to the venue,  

- - whatever the District is being billed for MUST have a purchase requisition.    

http://www.vcssfa.org/Forms/TransportationForms.aspx
https://www.santapaulaunified.org/Page/672
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 If a P Requisition is missing, if the funding information is not included, if the form is 

not signed:  the package will be returned to the Principal.   

 Usually, you will not know what bus company you will be using so please leave the 

Vendor area blank on the P Requisition.  This also pertains to the Amount charged for 

bus transportation, as it depends on the distance and the number of roundtrip hours.  

Leave that area blank as well.  When you get your final trip documents, both fields 

will be filled in for your records by the business office and you will see it on your 

completed/final copy of the P Requisition. 

 P Requisition for Admission fees/Tickets/Reservations to the venue (if needed):  Please 

do all you can to reserve or hold your ‘spot’ at the venue ahead of time.  This is a 

huge time saver and will help assure your spot while we look for a bus.  Be sure to 

include any written confirmation numbers/reservation postcards/ticket info/notes 

along with your packet.   

 Parking Costs are very rarely to be included on a P Requisition.  Most often, parking 

fees are to be paid when you arrive, so please make arrangements to have your 

parking payment with you on the day of the trip.  Bus drivers are not responsible for 

parking fees. Check the venue website for the most current information.  You may 

submit for reimbursement using a Reimbursement Claim form found online at: 

https://www.santapaulaunified.org/Page/90 . 

 Please note: Only certain information is needed on the P Requisition – you do NOT 

need to write all the Study Trip details on the P Requisition. A template is attached.  

 

11.  Scholarships Covering Costs from Outside Groups/Agencies (admission fees and/or 

transportation)  Attach ALL correspondence pertaining to grants/scholarships/specific 

confirmation of funds/ etc. to your study trip package.  Include the name and all contact 

information of the granting agency so that we may invoice them for reimbursement of costs. 

This includes name, email, phone AND mailing address of the specific person we are to send 

the bill to!  

 

Remember, our normal procedure is: The granting agency does not pay for the bus directly.  

The District contracts and pays for the buses, and then we bill the granting agency for 

reimbursement.  Make sure that they know our procedure on this.   

 

12.  LUNCHES:  This section is included on the Study Trip form at the request of the sites. If 

you need to arrange for sack lunches, please complete a “SACK LUNCHES MEAL COUNTS” 

form.  This half sheet sized form is online at: https://www.santapaulaunified.org/Page/672. 

Please complete it and return it to CNS at your site.  They need two weeks lead time on this.  

DO NOT send this to the District Office with your STR. 

 

General Notes:  

 

 Teachers:  please direct any trip questions to your site staff who will contact the 

appropriate staff at the business office directly.  

 Please do not ask the District Office to supply a verbal bus quotes.  There are so many 

variables, it is impossible to give you one, nor do the bus vendors want to give a ‘phone 

quote’.  Check your past years’ completed trips for historical costs which will give you an 

idea of what costs might be. 

https://www.santapaulaunified.org/Page/90
https://www.santapaulaunified.org/Page/672
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 Food or beverages are usually NOT allowed on any bus.  Don’t be surprised if you are 

asked to leave your latte behind!  Expect additional charges to be levied if anything more 

than routine cleaning needs to be done.  Also, make sure nothing is left behind when 

leaving the bus as some buses are contracted from outside our local area and retrieval of 

personal property may be difficult. 

 Making reservations early in the year cannot be stressed enough.  There is no downside 

to having your trip packet for May completed, turned in and reserved in October).   

With the current shortage of bus drivers and the reduced number of vendors available to 

us, early submission of Study Trip Packets cannot be stressed enough.   If something 

happens in February and you see your schedule has changed, we can change or cancel 

your trip with no financial consequences.  But sending in a request in at the end of April 

for a mid-May trip---it just may not be possible to find a bus!  This is even more critical 

for a big event that you know other schools / districts are going to. There are only so 

many bus vendors available, and all the Districts are using the same companies. 

 Keep in mind also, that this is a two-step process:  first we find transportation and THEN 

we follow up on venue/admission tickets.  Again, you cannot submit your packet too 

early.    

 According to Board Policy, all student trips which are out of state, exceed 250 miles one 

way or involve overnight stays shall require prior Board approval and at LEAST six 

weeks' notice.  These must also be approved by the Governing Board at a regular board 

meeting before the trip.  Hence, there is a longer time period required for the approval 

process. 

 

When your Packet is complete: 

 

 This form should be the first page of your packet.  You must complete the STR even 

when it is a walking trip, when a rental car or when personal vehicles are being used, or 

your transportation is being arranged by someone like VC Innovates (as an example). 

Whenever students are taken off campus, a STR form must be completed and sent in.  

 All forms should remain together for proper processing. (In other words, please don’t 

send over the STR by itself with a sticky note saying “Purchase Requisitions will be sent 

later”)   

 Please keep a copy of the entire package for yourself !   

 Place the original documents in a District Envelope and send it to:  Darai Roundy/District 

Office.  

 The business office will contact the approved bus companies to get a quote on the costs 

of the bus/es for your trip. (Please do not call the bus companies directly.)     

 As soon as a quote/s is received, and email is sent to the Principal/ budget administrator  

requesting approval. 

 The Principal or the budget administrator must reply via written email confirming that 

the quoted cost(a is agreeable.   

 A final confirmation will be requested of the bus company by the business office. 

 Your final Study Trip transportation documents will be scanned to the Principal for final 

verification of all the times, dates, additional stops, etc.   

 The trip packet will then go to Purchasing and Accounts Payable where the final 

arrangements for tickets, reservations, etc. are made and the Purchase Orders are prepared 

for the various vendors for your trip.  


