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Safety Protocol

***CONFIDENTIALITY NOTICE***

All information herein is the sole intellectual property of Walking Tree Travel, LLC.



2CONFIDENTIAL
Participants volunteer at an Indian elephant sanctuary in 

Kuri Buri National Park, Thailand on the Thailand Elephant 
Conservation Expedition, July 2015.
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 Dear Sir or Madam,

On behalf of Walking Tree Travel and Smithsonian Student Adventures, it is with great enthusiasm 
that I present this Risk Management Overview for your consideration. It is our hope that this 
document can serve as the starting point on the path to becoming an approved travel vendor 
for your school and district. 

We are eager for the opportunity to collaborate with your institution, and thank you in advance 
for your consideration of our offer to become your partner in travel. 

Onward, 

Paul Laurie
Founder, Walking Tree Travel
Business Lead, Smithsonian Student Adventures
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  COMPANY OVERVIEW
MISSION AND COLLABORATION
Our Mission
Our mission is to inspire students to become curious and compassionate global citizens by taking an 
active interest in the world around them. Our programs are designed for a community of travelers who 
seek an authentic, safe, and engaging international experience while providing the opportunity to 
cultivate positive, sustainable change at home and abroad.

“ The best experience of my life. Period. ”
 

- Cassidy Lundy, Current Freshman at UC Berkeley

Our Collaboration
For 170 years, the Smithsonian Institution has inspired generations through its steadfast dedication 
to the “increase and diffusion of knowledge.” In a globalized world, it is more important than ever to 
promote the Smithsonian values of Discovery, Creativity, Excellence, Diversity, Integrity, and Service. 
This is why the Smithsonian, in collaboration with Walking Tree Travel (WTT/SSA), a premier service-
focused student travel provider, is pleased to offer a new collection of dynamic programs for high 
school students – Smithsonian Student Adventures. These educational immersion programs highlight 
our shared mission of learning and discovery, and offer a unique opportunity for travelers to explore 
the world in a meaningful way. Smithsonian Student Adventures uncover the genuine culture of each 
destination and inspire students to take an active role in their local and global community. We partner 
with schools to provide memorable small-group experiences, and invest in cultivating and maintaining 
long-term relationships with our partner communities at home and abroad. This focus allows us to 
meet the diverse needs and desires of our travelers with dynamic and flexible itineraries that inspire 
and delight.

Over the past decade, WTT has provided:

over

250
international programs

bringing over

3400

students

from

45
U.S. States

to

22

countries
to create the most impactful experiential education opportunities available in the high-school student travel 

market.

Whether it is working with Peace Corps volunteers in Senegal on a reforestation campaign, supporting 
a micro-finance project in Guatemala, building schoolhouses in Costa Rica, teaching English at an 
orphanage in Mexico, or living with monks at a Zen Buddhist monastery in China, our programs 
enable travelers to see themselves, other cultures, and the world in a new and exciting light.
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Our Partners
Unlike many other that pack as many students on programs as possible, WTT/SSA takes a different 
approach. Our goal is to ensure that participants have the most culturally engaging experience possible, 
focusing on private, small-group programs and collaborating with educators and schools each year 
that share a belief in this mission. This approach allows us to give unparalleled levels of attention to 
our educator partners, students, parents, and host communities.

OUR PROGRAMS
Program Types
Custom Group Travel are fully customizable itineraries created specifically to meet the learning 
objectives and interests of our Educator Partner and their students. 

Open Enrollment Programs are open to individual high school students (ages 14-18) who are 
interested in traveling with other students from around the country on one of our signature summer 
programs. Candidates are accepted based on the strength of their application, which is reviewed on 
a first-come, first-served basis.

Program Focus

Conservation Expeditions offer participants the chance to learn about and interact with the natural 
world like never before. Due to our unique relationships with conservationists working in some of 
the wildest and most biodiverse places in the world, our groups will participate in research projects, 
learn about local ecosystems and lend a hand in critical conservation efforts. Our Conservation 
Expeditions will see students traveling to dense rainforests, remote tropical beaches or unique 
island ecosystems to learn about local ecology and biology through hands on scientific fieldwork, 
while having the adventure of the lifetime.

      Conservation Expeditions                                                                                                                                   1

The goal of these programs is to cultivate the leadership qualities, self confidence and teamwork 
that are vital as young adults move into college and beyond. Participants will be challenged to 
problem solve in real time, lead group reflections, and navigate their fellow travelers through these 
wonderful and exotic countries. Travelers on this program will return home with increased cultural 
awareness, enhanced language skills, and a deeper understanding of their own capacity to affect 
positive change in their local and global community.

      Cultural Journeys                                                                                                                                   2
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Service Adventures combine meaningful community service with exciting adventure travel and 
range in duration from 10-30 days. Participants spend roughly half of the program in small host 
communities living with carefully selected local families and working on meaningful service projects. 
Travelers will share meals, celebrate holidays and play games with their siblings…all in the local 
language! Decisions about the service projects are made in conjunction with host community 
leaders and aim to benefit the community as a whole. The other half of the program is spent 
traveling between the countries’ most well known and adventurous destinations. Participants may 
hike, bike, kayak, surf or soar through breathtaking surroundings.

      Service Adventures                                                                                                                                   3

Program Destinations

* Walking Tree Travel Destinations
For a current listing of our destinations, please visit our website at walkingtree.org.
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PROGRAM CURRICULUM
Walking Tree Travel has developed a Global Leadership Curriculum (GLC) that will help WTT/SSA 
travelers mature as global leaders before, during, and after their program. This simple, engaging 
curriculum is meant to spark discussion, frame the group’s experience and prepare participants 
to travel ethically and effectively on our programs now and into the future. At its core, the first 
step toward global leadership is developing inter-cultural competence – a set of cognitive skills 
that support effective and appropriate interaction in a variety of cultural contexts. We want our 
participants to have the ability to collaborate with people who are different from them and for 
them to thrive within different cultures. Our curriculum also encourages students to take initiative 
as leaders in their local communities to make a difference on a global scale, helping them to 
understand the impact that they can have when they combine cultural understanding with personal 
and social responsibility. The curriculum helps develop cultural world-view frameworks, verbal and 
non-verbal communication, personal and social responsibility, cultural self awareness, curiosity, 
openness and empathy.

Below are the student learning objectives addressed by the GLC, which are also the key components 
of inter-cultural competence as described above. Each activity will address a minimum of two or 
more of these objectives.

           STUDENT LEARNING OBJECTIVES

                      Cultural World-view Frameworks

                  
Verbal and Non-Verbal Communication

                         Personal and Social Responsibility

                     Cultural Self-Awareness

                     Curiosity

                  
Openness

                    Empathy
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TUITION AND FUNDING
WTT/SSA offers all-inclusive tuition for high quality programming at very reasonable prices.

Tuition includes:

* For custom programs only.

To participate on a program, students must submit an enrollment form and a deposit of $250 
to reserve a space. Any participant can utilize our internal fundraising campaigns. For families 
that might need some additional support, we offer extended payment plans, fellowships and full 
scholarships for those who qualify. 

 Early Withdrawal Refund Policy:
• 120 days prior to departure, 25% of tuition is nonrefundable.
• 90 days prior to departure, 50% of tuition is nonrefundable.
• 60 days prior to departure, 100% of tuition is nonrefundable.

“I have made so many valuable friendships and found out more about myself. 
I have had my eyes opened to another culture and way of life  which has made me 

appreciate my own life and be more understanding of differences.”
- Alison Lewis, Boulder High School, CO.

ALL 
ACCOMMODATIONS

BASIC TRAVEL
INSURANCE

3 MEALS PER
DAY

DRINKING
WATER

GROUND
TRANSPORTATION

GROUP ACTIVITY &
ENTRY FEES

FULL TIME
LEADERSHIP TEAM

TAXES AND
TIPS

INTERNATIONAL
AIRFARE



10CONFIDENTIAL

STAFF TRAINING
The WTT/SSA team is made up of truly exceptional individuals who are committed to guiding the 
next generation of global leaders. Our international staff has an intimate understanding of the local 
environment, language and culture of our host destinations, helping to ensure that our adventures 
are as smooth, safe, and authentic as possible. Our Program Leaders have traveled extensively and 
hail from the world’s top colleges and universities. They are extraordinary guides, teachers, mentors 
and friends.

OUR TEAM ON AVERAGE
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 RISK ANALYSIS
Hiring Program Staff
WTT/SSA is highly selective when choosing the right candidate for each position. Each year, we 
receive around 400 applications for program leadership positions alone, and we hire about 5% of the 
applicants. Each candidate is vetted on the strength of their written application, interviewed twice by 
our team members and undergoes a language skill test. Candidates additionally must undergo and 
clear a background check. WTT/SSA employs a zero tolerance policy on alcohol and drugs during 
program leadership

Training
Once selected, WTT/SSA provides Program Leaders and Country Directors with a three part training: 

1. A ten-hour curriculum focusing on voluntourism, cultural engagement and an introduction to our 
mission and philosophy towards travel.

2. A four-day retreat for our core staff, Tour Leaders and Country Directors to do a comprehensive 
review of our programs, emergency protocols, and itineraries, and to grow as a team.

3. A review of our comprehensive leadership packet/Country Director Packet, and a question and 
answer session prior to the program.

Supervising
Our headquarters are in constant contact with our worldwide staff over Skype, email, Whatsapp, or in 
person throughout the year. During programs, our headquarters are in contact with both the Country 
Director and Program Leaders on a daily basis to ensure that everything is running smoothly. 

STANDARDS OF BEHAVIOR
WTT/SSA provides fun, safe and meaningful programs for our travelers. In order to achieve this goal, 
we must create an environment of trust, security and respect. All participants are required to take 
responsibility for their actions and adhere to a high standard of behavioral conduct. Any of the following 
are grounds for early dismissal or in-country consequences at WTT/SSA’s discretion:

Absolute Dismissal
• Possessing, consuming or distributing alcohol or illegal drugs
• Associating with participants while they are in possession of or are consuming or distributing 

alcohol or illegal drugs
• Behaving in a way that consistently damages the group dynamic or jeopardizes personal or 

group safety. This includes consistently displaying a negative attitude, intimidating or excluding 
other participants, sneaking out, disobeying group leaders and any other behavior that is not 
conducive to an atmosphere of trust and mutual respect.

Grounds for Dismissal or In-Country Consequence
• Getting a piercing or tattoo
• Stealing, or deliberately damaging or defacing any personal property, buildings or materials
• Threatening with or using weapons such as firearms, knives, explosives, etc.
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• Riding mopeds, motorcycles or any other type of unauthorized vehicle
• Being out of a designated area or accommodations after curfew
• Breaking group rules 

INSURANCE COVERAGE
Our experience has taught us that international travel can be unpredictable. For that reason, WTT/
SSA includes travel insurance for each participant on all of our programs with coverage for lost or 
stolen baggage, flight delays, medical emergencies, missed connections, emergency evacuation and 
more.
 
Walking Tree Travel (operating as Smithsonian Student Adventures) maintains a $2,000,000 
professional and foreign liability insurance policy underwritten by the following companies:

• Steadfast Insurance Co. (Zurich) – Domestic General Liability and Professional Liability
• The Insurance Company of the State of Pennsylvania (AIG) – Foreign Package
• United States Fire Insurance Group (Crum & Forster/Travel Insured Int’l) – Group and individual 

travel/accident insurance
• Wesco Insurance Co. & Security National Insurance Co. (AmTrust) – CO and other states Work 

Comp  

Educational Organizations or school districts can be added as additionally insured as required by 
written contract for the duration of travel, insofar as WTT/SSA’s liability is concerned with said 
individual travel contract between Walking Tree Travel and the contracted entity. Certificates of 
Liability insurance reflecting evidence of coverage can be provided by request to individuals and 
legal entities by request.

TRAVEL DOCUMENTS
A valid and current passport is required for all travelers. The passport must be valid for six months 
beyond the time of travel and must be in reasonable condition. Participants are responsible for 
obtaining visas ahead of time if required. Students can visit www.visahq.com to determine if they need 
a visa to a WTT/SSA destination.

DIETARY NEEDS
We understand that some students have special needs related to health, diet or other concerns. 
We are committed to doing all we can to accommodate the special needs of participants and it 
is of utmost importance that we know as much about the issue as possible before the program’s 
departure. A student should list any and all medical issues on the student’s medical information form 
when applying to a program.
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Participant holding a leatherback sea turtle at the WIDECAST 
Station in Pacuare Nuevo, Costa Rica on the 15 Day Sea Turtle 

Expedition, June 2016.
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All meals provided during a tour should be nutritionally balanced. All vendors should also offer a 
vegetarian, gluten free and lactose free option. Breakfast should be filling, offer local foods, include 
one hot item and a beverage (coffee, tea or juice). Lunch and dinner will be varied, filling, be tailored 
to the local diet, and include a main course with at least 1 side and a drink. Safe drinking water will 
be available and provided by guides during the entire trip, not just meal time. Restaurants must have 
excellent food preparation standards, especially in underdeveloped areas. Potable water must be 
used for cooling and food prep. WTT/SSA groups will not visit any restaurant that does not meet the 
requirements listed above.
 
Restaurants are an important component to these trips as they expose students to the cuisine of the 
country they travel to. The restaurants we choose meet the following criteria:
• Restaurants are locally owned and operated.
• They offer typical food of the region.
• They are able to comfortably accommodate large groups.
• They are able to accommodate vegetarians, vegans, gluten free and other dietary restrictions.
• When dining at a restaurant is not possible (for example, during a hike), box lunches are 

prepared.
• While spending time in the host community, students share at least two meals a day with their 

host families.
• Occasionally, groups will order pizza or buy snacks that remind them of the United States. This 

is a great way to combat homesickness and enables students to share a part of their culture with 
locals.

MEDICAL CONSIDERATIONS
All of our leaders are trained in CPR and First Aid and are equipped with a fully-stocked medical kit 
while traveling, which allows them to handle minor ailments like headaches, blisters, sunburns or 
upset stomachs. If the issue is more severe, our staff will contact families directly, whenever possible, 
before going to the nearest and best medical facility. At all times during a program, WTT/SSA 
leaders have with them the phone numbers of the nearest medical facility and ready means by which 
to contact emergency medical services if need be.
 
Health and medical considerations particular to the country to be visited are known and researched. 
Program staff are aware of specific health and medical concerns in the countries being visited and 
how these concerns may or may not be relevant to the planned activities. Things to consider could 
be close interactions with local population; location, distance, accessibility, staffing and training of 
local medical facilities; and advising participants and staff to bring an extra supply of medications, 
medical kits, and any other items deemed necessary.
 
The personal health history of all participants and staff is reviewed and considerations are made for 
the health conditions that may present challenges in another country.
 
Staff and participants are made aware of any vaccinations required for international travel to a host 
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country. Vaccination information and requirements can change frequently. Because of this, and for 
more information, we suggest that you consult your local travel clinic and/or family physician for 
specific details.
 
Standards are adhered to and adapted if necessary for providing adequate drinking water. Hygiene 
practices are followed and adapted as necessary for the local conditions.

EMERGENCY PROTOCOL
Our team employs a strict emergency protocol. WTT/SSA requires incident reports (see appendix), and 
employs a robust array of safety standards guiding all aspects of program planning, implementation, 
and evaluation.

Program Safety Checklist

 þ Program management is aware of the political and social conditions that prevail in the 
countries being visited and has made contact with the appropriate government officials. 

 þ Participants are registered with the appropriate home country embassy and US State 
Department.  

 þ SSA programs will not travel to countries where the State Department has issued a Travel 
Warning. 

 þ WTT/SSA monitors any SOS travel warnings and abides by their recommendations. 

 þ Participants and staff are made aware of the political and social conditions prior to agreeing to 
go. 

 þ WTT/SSA performs background checks on all staff. Background checks are performed on 
vendors and homestay families when available. 

 þ Health and medical considerations particular to the countries to be visited are known and 
researched. 

 þ Program staff are aware of specific health and medical concerns in the countries being visited 
and how these concerns may or may not be relevant to the planned activities. Things to 
consider could be close interactions with local population; location, distance, accessibility, 
staffing, and training of local medical facilities; and advising participants and staff to bring an 
extra supply of medications, medical kits, and any other items deemed necessary. 

 þ Participants and staff are informed of health and medical considerations and health risks 
associated with the planned itinerary prior to agreeing to go and additional individual medical 
and health concerns for international travel are specifically addressed. 

 þ The personal health history of all participants and staff is reviewed and considerations are 
made for the health conditions that may present challenges in another country. 
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 þ Staff and participants are made aware of any vaccinations required for international travel to 
host country. 

 þ  WTT/SSA has reviewed the carbon footprint and environmental impact of the program. 

 þ  WTT/SSA has developed an emergency action plan for international travel.  

 þ  The program and/or participants have obtained appropriate insurance coverage for 
international travel. 

 þ  WTT/SSA has the required insurance policies to fulfill most district requirements.  

 þ  WTT/SSA plans and conducts activities with knowledge and awareness of the cultural context 
of the host country. Considerations include, but are not limited to, having some ability 
to speak the local language and communicating with local residents; knowledge of laws; 
knowledge of religious or spiritual customs; dressing appropriately; and understanding the 
contextual differences of being in a different country and culture. 

 þ  WTT/SSA has appropriately addressed possible unique situations related to nutrition, 
hydration and hygiene specific to locale. 

 þ  WTT/SSA has ensured that local area is able to provide safe food and drinking water for 
participants and staff, particularly in rural areas.  

 þ  Standards are adhered to and adapted if necessary for providing adequate drinking water. 
Hygiene practices are followed and adapted as necessary for the local conditions. 

 þ  Participants and staff have, or are provided with, the appropriate equipment, clothing, and 
footwear for each activity. 

 þ  Field staff has an appropriate understanding of the equipment they will be using. 

 þ  Participants are provided with or have access to adequate water. 

 þ  Participants are provided with or have access to adequate nutrition. 

 þ  Hygiene training or education is provided, and appropriate measures are taken to minimize 
the spread of bacteria and disease.

One of the riskiest settings which WTT/SSA travelers visit are waterways and bodies of water. As such, 
WTT/SSA employs strict water safety requirements for Program Leaders (see appendix) which are 
designed to mitigate risk when participating in activities such as rafting, surfing, and snorkeling.  
 
Depending on the acuteness of the crisis, the Leaders, Country Director and U.S. Staff will all consult 
to determine the course of action to follow. This will be done collaboratively as soon as possible 
after the initial crisis is contained.
 
During a political crisis or some other emergency during which foreigners in general or U.S. citizens 
in particular may be at risk, the Leaders and Country Director should advise the Participants to 
keep a low profile and avoid demonstrations, confrontations or situations where they could be in 
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danger. The group should avoid locales where foreigners or Americans are known to congregate and 
attempt to be as inconspicuous as possible. To maintain a low profile, any signage, name badges, 
WTT/SSA t-shirts, and other similar items will not be used or worn. In the event of a significant 
crisis, Participants do have the option of returning to the United States. Leaders and all Participants 
will be evacuated or sent home if a situation deteriorates to the point where the degree of risk to 
all is deemed unacceptable. In this unlikely event, the U.S. Staff, in consultation with the Country 
Director, the U.S. Embassy and State Department, will develop an evacuation plan. All programs are 
registered with the U.S. State Department’s Safe Traveler Enrollment Program (STEP), which ensures 
that international diplomatic agencies are aware of our itinerary and location throughout the duration 
of our program.

During the program, WTT/SSA keeps parents informed of their children’s activities. WTT/SSA staff 
are in constant communication with families to let them know when groups leave the USA, arrive 
to their host country, and depart from their host country back to the USA. Group leaders are also 
in charge of sending blog posts every other day, which WTT/SSA posts to its website and emails 
directly to parents. This allows parents to follow along on their student’s journey. There are strict 
media checklists that leaders follow to ensure that each student gets equal representation in WTT/
SSA media online (i.e. no individual shots if everyone does not have an individual shot, or restrict 
posts to group shots only with an equal representation of students).

QUALITY STANDARDS
All of WTT/SSA’s in-country service providers must go through a rigorous selection process before 
WTT/SSA will engage in business with them. Once a specific activity has been determined, WTT/SSA’s 
in-country staff researches reputable service providers in that area. Positive consumer reviews of that 
specific activity and references furnished by other travel industry professionals determine whether or 
not a site visit is made to that specific activity. Our in-country staff must do a “dry run” of the specific 
activity.  A “dry run” means that our in-country staff takes part in the activity exactly how a group of 
students would in order to make sure it meets the following guidelines: 

 þ The activity is safe for students to participate in. Service provider will include English-language 
copies of waivers for all activities that require waivers.

 þ The activity accurately represents the local culture and facilitates direct interaction with locals.
 þ The activity should be fun and enjoyable for a high school student.
 þ The service provider is based in that specific area and supports the local economy.
 þ Service provider employees and tour guides are professional, engaging and fun to be around.
 þ Service provider employees are CPR and first aid certified and are trained how to handle 

emergency situations.
 þ Service provider must have an active insurance policy.

Hotels where groups stay also go through the same initial selection process. WTT/SSA’s in-country staff 
make site visits to prospective group hotels in order to make sure that the following criteria are met:



18CONFIDENTIAL

• The hotel must be an independently owned and local business that contributes to the local  
economy. Large chain hotels are avoided whenever possible.

• Accommodations should be clean, comfortable and well located (generally three stars).  Students  
should stay in hotels that “the average local” would normally stay in order to emphasize  
cultural immersion. 

• Must be located in a safe area of town and located close to planned activities to minimize time  
spent in transportation.

• Hotel staff must be friendly, willing to help and able to accommodate groups from 10-30  
students.

• There should be a common meeting area where groups can conduct meetings.
 
When choosing a host community, the below protocol must be followed:

• The host community must be small, rural and reflect the local culture. Usually, host communities 
are “at the end of the road” in areas almost never frequented by tourists.  This is done so that 
students can more authentically experience local culture.

• Although it’s harder to quantify, it’s important to get a good vibe for the community.  Are people 
friendly to you when you visit? Does there seem to be a genuine sense of community in the host 
community? Do people look you in the eyes and say hello when you walk by them or do they 
have their heads down? Are there an abnormally large number of bars or overarching social 
issues you can identify?

• Ultimately, the host community decides if they would like to host groups of students. WTT/SSA’s 
in-country staff meets with a representative from the host community, explains the mission and 
asks whether or not the host community would be interested in hosting a group of students and 
organizing a community service project.

• The community service component of the group’s time in the host community is crucial to 
the success of the program. Projects should leave participants feeling as if they accomplished 
something significant while providing a useful service to the community. It is critical that this 
project is robust and will keep the group occupied throughout their stay in the host community 
without feeling like there is a lot of wasted time or downtime.  

• There must be enough families willing to host students for a particular group. Unless specifically 
requested by a group organizer, WTT/SSA places one student in each host family to ensure the 
most authentic cultural and linguistic exchange possible.

 
Host families must meet the following criteria in order to host groups:

• Host families must show a genuine interest in hosting a student.  Although this is hard to 
quantify, they should seem excited about the experience and ideally have previous experience 
in hosting.

• Families are recommended to WTT/SSA’s in-country staff by the main host community contact, 
the primary person who works with WTT/SSA, to help organize families and the service project. 
The host community contact knows SSA’s mission, philosophy and exactly what it looks for in a 



19CONFIDENTIAL

host family. WTT/SSA may ask that they be recommended by a community leader in order to 
identify the families that may not be ideal for students. 

• Once a family has been recommended, WTT/SSA’s in-country staff personally interviews the 
family and visits the home, as well as the room the student traveler will be using.

• WTT/SSA’s in-country staff does not discriminate based on how the home is constructed, or 
the socioeconomic status of the family.  The home must be comfortable and clean and apt to 
receive a student.

• In order to accommodate a student, the student must have his or her own bed. They may 
share a room with a host sibling of the same sex and age, but they must have their own bed. 

• Families must understand and comply with WTT/SSA’s zero alcohol policy and may not serve 
alcohol to students. Families must report to in-country staff if students are caught or suspected 
of drinking, smoking or consuming drugs. 

PERFORMANCE BENCHMARKS AND METRICS
Preferred Lodging
When Group Organizers arrange a program, WTT/SSA will provide them with a list of our preferred 
accommodations on their program’s personalized program webpage. As our reservations are 
confirmed, we update the group’s page with any changes, and add the names of the accommodations 
into the itinerary itself. A listing of our accommodations for any program is always accompanied by 
the statement: “Walking Tree Tree/ Smithsonian Student Adventures partners with locally-operated, 
three star or equivalent hotels that are centrally located, clean, safe and wifi-enabled. Below are some 
examples of our partner hotels in all of our host countries:”. In the case that accommodations have to 
deviate from the originally agreed-upon list, a comparable lodging arrangement will be decided upon 
the discussed with the Group Organizer.

The hotels currently contracted with WTT/SSA meet all of the following proposed benchmarks and 
metrics.

Lodging Selection Guidelines
• Lodging should be locally owned whenever possible.
• Economical, yet clean and comfortable. Groups will stay in principally three star hotels considered 

“average accommodations” for the location that are very clean and well maintained.  
• There will be adequate sunlight, ventilation and space to accommodate groups of students.
• Lodging should have a meeting area in order to hold group meetings.
• Staff will be friendly, accommodating and welcoming.
• The location of the hotel will be conducive to the overall itinerary, keeping travel time between 

destinations to a minimum. 
• The location must be safe and centrally located with regards to the itinerary.  
• If breakfast or other meals are provided, they will be filling, nutritionally balanced and offer 

vegetarian, gluten free or lactose free options.   
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• Should have great reviews on sites such as Trip Advisor.
• Lodging should be able to accommodate groups of various sizes. 

Rooming Protocol
In order to provide a safe and memorable experience for our students, teachers, and staff, Program 
Leaders and Country Directors will follow the below guidelines when deciding on lodging, making 
reservations, and assigning program participants to rooms. 

• Students are never to room alone, except in cases where there is only one member representative 
of his/her gender on the program.

• Students will not room with anyone over the age of 18.
• Students will always be grouped in rooms and/or sleeping areas by gender.
• Group Organizers and Program Leaders will be roomed separately from each other and from 

other students.
• Group Organizers will each be assigned their own single room, apart from a Program Leader.  In 

the case there are multiple group organizers of the same gender, they may be roomed together 
with their advance approval. Program Leaders and Group Organizers that agree to share a room 
may do so.  

• Country Directors, when making bookings, will ensure that one group of students will not be 
separated in the spatial layout of the accommodations from the rest of the group (e.g. if there 
is not enough room to house all students on one floor of a hotel, then rooms/students will be 
evenly split between two floors)

• In a situation where groups are split between two areas of a hotel or other accommodation, 
Program Leaders and Country Directors will make every effort to ensure that Program Leaders 
and/or Group Organizers will be split up between those areas, or will be assigned to room in 
between those areas where they can be aware of and tend to any nighttime happenings.  

• Program Leaders will always know the room assignments of the students, and will clearly specify 
an “in-your-rooms-by” curfew, as well as a “lights-out” time, which will be enforced as necessary.

Host Families
Host families must express a genuine interest in hosting an international student. Families must be 
given a good reference by the main host community contact in order to host and background checks 
are implemented. Ideally, these host families have experience hosting international students in the 
past. The home must have two extra beds and room to host two students. The students may share a 
room with a host sibling of the same sex and age, but must have their own bed. The family must be 
present during the entire stay, and may not leave the students with other family members for days at 
a time. Families may not host other international students when hosting two of WTT/SSA’s students. 
This takes away from the authenticity of the trip and does not facilitate organic language learning. 
Three balanced meals a day must be provided by families, and consumption of alcohol by students 
is completely prohibited.  Families should check in with local guides in the event that they feel that a 
student is having problems adjusting. Likewise, guides are responsible for periodically checking in with 
each student and host family to ensure that both are comfortable. 
 
In the event that a student or host family feels uncomfortable, leaders are able to put that student with 
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another pre-approved host family. That family will then be questioned to see if they are at fault for 
anything.  If the family was deemed to be at fault for breaking any rules, they will encounter appropriate 
consequences. Families who break the rules (such as serving alcohol or behaving inappropriately with 
students) will be prohibited from hosting in the future. At the end of their stay, each student fills out a 
survey about their host family in order to report any concerns that they have about their families to in-
country staff. Homestay communities on WTT/SSA programs have all been used successfully before.

Transportation
Private transportation must be from reliable, locally owned companies with an impeccable safety 
record, which will be verified by in-country staff annually. Proof of insurance must be submitted to 
WTT/SSA in-country staff. Private coaches will take students from destination to destination and must 
be equipped with air conditioning or heat as needed for the destination. For trips over 6 hours, a 
bathroom must be included in the bus. For shorter journeys, a bathroom is not required but bathroom 
stops will be made as needed. Drivers undergo a local background check and adhere to the same zero 
tolerance policy for alcohol and drugs as program staff. They are an integral part of the experience. 
Drivers will interact with the group, be talkative, answer questions and be willing to show interesting 
attractions along the way.
 
If drivers are found to be unfriendly, combative or difficult, a request for a new driver will be immediately 
submitted and changed as quickly as possible. In the event of an accident, the safety of everyone on 
board will be assessed and the driver and vehicle will be changed at once. The transport company will 
no longer be able to provide services to future WTT/SSA groups.

Service Providers
Activity service providers must be approved by in-country staff who have personally done a dry run of 
the activity to assure that quality standards have been met. The activity must be safe and the company 
must have an active insurance policy and an impeccable safety record. The company must be locally 
owned and contribute to the local economy. Employees of the service provider must have undergone 
background checks by their employer and adequately trained on how to handle emergency situations. 
Employees must be courteous, engaging and friendly with groups, as they are a representation of the 
local culture and our program. Finally, service providers must furnish excellent references by other tour 
operators.
 
WTT/SSA will not work with service providers who do not meet the above requirements. If for some 
reason safety is compromised during the tour, WTT/SSA will immediately suspend the activity and 
assess the situation to see if future groups are at risk.  If deemed that the safety of future groups is at 
risk, the partnership with that company will end. In the event that employees of that service provider 
don’t comply with WTT/SSA’s standards, a formal complaint will be filed with the company and that 
employee will no longer be able to work with WTT/SSA groups. 
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Participant engaging with a local student in 
San Gerardo de Rivas, Costa Rica on the 15 

Day Service Adventure, June 2015.
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EDUCATOR REFERENCES
WTT, our partner organization, has run over a hundred programs in the past three years, with the main 
focus being cultural engagement, community service, language immersion, conservation projects, and 
leadership training. Below is a sampling of WTT’s programs and educational partners: 

Bellarmine College Preparatory
Sample Website: https://walkingtree.org/product/2015-bellarmine-mexico-programs/
Years of Partnership: 6
Average Program Length: 12 Days
Country of Focus: Mexico
Program Focus: The program travels to Oaxaca, Mexico City, and Puebla and is a mixture of community 
service at a boys home, culinary exploration in local markets, and a cultural introduction to Mexico. 
WTT has run this program 14 times for Bellarmine and averaged 22 students per program. 

Colorado Academy
Sample Website: https://walkingtree.org/product/2015-colorado-academy-spain-program/
Years of Partnership: 5
Countries of Focus: China, Senegal, Costa Rica, Canada, Spain
Program Focus: WTT has taken CA students to Shaolin Monastery’s in China to study Kung Fu and 
teach orphaned monks English, provided homestays and French language courses in Quebec, trekked 
the Camino De Santiago in Northern Spain, worked with Peace Corps Volunteers on sustainability 
projects in eastern Senegal, and learned about rainforest ecology in Costa Rica. WTT has become one 
of Colorado Academy’s select travel partners. 

Ralston Valley High School
Sample Website: https://walkingtree.org/2015-rv-guatemala-program/
Years of Partnership: 8
Average Program Length: 10 Days
Countries of Focus: Guatemala, Costa Rica
Program Focus: All three programs to Guatemala and Costa Rica have blended conservation education, 
community service, homestays and language immersion. 

The Purnell School
Sample Website: https://walkingtree.org/product/2016-purnell-ecuador-program/
Years of Partnership: 4
Average Program Length: 15 Days
Countries of Focus: Spain, Morocco, Costa Rica, Peru
Program Focus: The 15 day program in Spain and Morocco was a traveling photography the history 
and culture of the region. The Costa Rica program was focused on homestays and community service. 
The Peru program focused on cultural engagement and saw the group exploring lesser-known paths 

to Machu Picchu on the Inca Trail.

https://walkingtree.org/product/2015-bellarmine-mexico-programs/
https://walkingtree.org/product/2015-colorado-academy-spain-program/
https://walkingtree.org/2015-rv-guatemala-program/
https://walkingtree.org/product/2016-purnell-ecuador-program/
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 COMPANY OVERVIEW
INCIDENT REPORT FORM 1 & 2

Incident Report Form One
1) Provide a brief description of the emergency, the steps that have been taken and the current status. 
2) List the location of the event, accident or emergency and location of the group.
3) Have any calls have been made to local law enforcement, U.S. Embassy or Consulate?
4) List the phone numbers and the name of your contact.
5) Has the injured party been in contact with his/her family?
6) Has the injured party been hospitalized or received medical attention?
7) What is the contact information of the facility where the injured party is being kept?
8) Has any information been released to the media? Has the media tried to contact anyone?
9) What impact, if any, did the emergency have on the group’s access to food, water, and medical 
supplies?
10) Are there military or emergency personnel at the site of the emergency? In your opinion, is the 
continuation of the travel program feasible? How able are participants to travel in the country?
11) What is the advice of the nearest U.S. Embassy or Consulate?

Incident Report Form Two
Date:
Location:
From the entire group, who was present?
From the entire group, who was absent? Where were they?
 
1)Provide a brief description of emergency, the steps that have been taken and the current status.
2) List the location of the event, accident or emergency and location of the group.
3) Have any calls have been made to local law enforcement, U.S. Embassy or Consulate? List the 
phone numbers and the name of your contact.
4) Has the injured party been in contact with his/her family?
5) Has the injured party been hospitalized or received medical attention?
6) What is the contact information of the facility where the injured party is being kept?
7) Has any information been released to the media? Has the media tried to contact anyone?
8) What impact, if any, did the emergency have on the group’s access to food, water, and medical 
supplies?
9) Are there military or emergency personnel at the site of the emergency?
10) In your opinion, is the continuation of the travel program feasible?
11) How able are participants to travel in the country?
12) What is the advice of the nearest U.S. Embassy or Consulate?
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WATER SAFETY REQUIREMENTS FOR PROGRAM LEADERS
Water Safety Requirements for Program Leaders
• Check with instructors and guides before the activity begins to makes sure the environmental 
conditions are safe (weather, temperature, currents, tides, etc.). Postpone or cancel the activity if the 
conditions are dangerous. If you have any doubt, stay out!
• A leader should always be scanning the ocean, river, lake or pool, observing student behavior and 
looking for signals that someone in the water requires assistance.
• Make sure a leader has a clear, unobstructed view of entire area where students are swimming or 
surfing. For rafting, make sure one leader is in the first boat and one is in the last boat.
• Identify the weaker and stronger swimmers in your group and, when possible, make sure weaker 
swimmers stay closer to shore or only go in water up to their waist. If a student cannot swim, they 
cannot go in the water.
• Monitor any changes in the environmental conditions for their potential impact on safety. Be careful 
of conditions that affect visibility, such as glare from the sun, cloudy water or shadows on the water at 
different times of the day.
• Stay alert and aware throughout the activity. If students show signs of fatigue, injury or illness, call 
them out of the water to rest.
• Respect the environment. We depend on a clean and healthy ocean, so always properly dispose of 
any trash.
• Maintain a positive attitude! Your aquatic activity should be fun for you and everyone else in the 
group.
• Follow the local laws at the beach, lake, river or pool you visit. Check with a lifeguard or instructor 
for relevant rules before you enter the water.
• Drink plenty of water, even if you do not feel thirsty. Your body needs water to keep cool.
• Avoid drinks with caffeine in them. They may taste good but they will dehydrate you.
• Watch for signs of heat stroke.
• Wear eye protection. Sunglasses are like sunscreen for your eyes and protect against damage that
can occur from UV rays.
• Wear foot protection. Many times, people’s feet can get burned from the sand or cut from glass in the sand. 

OCEAN SAFETY
• Only enter the water if you can swim.
• When visiting unknown beaches, be especially cautious. Make sure students don’t go out beyond
their waist.
• Stay within the designated swimming area, ideally within the visibility of a lifeguard, leader or
instructor.
• Never swim alone.
• Check the surf conditions before you enter the water.
• Stay away from piers, pilings, and diving platforms when in the water.
• Keep a lookout for aquatic life. Water plants and animals may be dangerous. Avoid patches of plants.
Leave animals alone.
• Make sure you always have enough energy to swim back to shore.
• Understand how to get out of rip currents and undertows.
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 o If caught in a rip current, try to relax. A rip current is not an “undertow” -- it will not pull you 
under. Do not try to swim against the current, as this is very difficult, even for an experienced swimmer. 
If you can do so, tread water and float. Call or wave for assistance. Swim parallel to shore until you feel 
the current relax, then swim to shore. Most rip currents are narrow and a short swim parallel to shore 
will bring you to safety.
 o Undertows are often confused with rip currents. The difference is quite simple: an undertow 
is a current of water pulling down to the ocean floor, while a rip current pulls out into the open sea. 
Undertows are common along steeply sloped beaches. If caught in an undertow, do not panic. Go with 
the current until the wave has passed. Take a deep breath when an undertow pulls you down under the 
water. When the wave breaks, the water that pulled you under will return you to the surface in a few 
seconds.
  
LAKE AND RIVER SAFETY
• Only enter the water if you can swim.
• Stay within the designated swimming area, ideally within the visibility of a lifeguard, leader or 
instructor.
• Never swim alone.
• Select an area that is clean and well maintained.
• Select an area that has good water quality and safe natural conditions. Murky water, hidden underwater 
objects, unexpected drop-offs, and aquatic plant life are hazards. Water pollution can cause health 
problems for swimmers.
• Always enter the water feet first. Many swimmers are seriously injured every year by entering head 
first into water that is too shallow. A feet first entry is much safer than diving.
sure rafts and docks are in good condition, with no loose boards or exposed nails. Never swim under 
a raft or dock.
• Always look before jumping off a dock or raft to be sure no one is in the way.
Avoid drainage ditches and arroyos. Fast water and debris in the current make ditches and arroyos 
very dangerous.

SURFING SAFETY
• Wear a leash. Not only is it a law at many beaches, but also wearing a leash is an important way to 
keep your board close to you and to keep it from becoming a hazard to other surfers. However, do not 
depend on a leash as a life-saving device. A leash can break in big surf, leaving you to swim for your 
board.
• Get help from an instructor or leader if you or a fellow participant encounters trouble in the water. 
Signal for help by treading water and waving your arms.
• Never surf in conditions above your ability level; if you are uncomfortable, you will have a great risk 
of injury.
• When paddling out and while in the lineup, always be aware of other surfers and swimmers in your 
area. Knowing roughly where bathers and surfers are located will help you determine when it is safe 
to paddle into a wave.
• Avoid paddling directly into the area where the waves are breaking (the impact zone). This is important 
for several reasons. First, if you choose to paddle out in a channel or in a rip current, you will spend less 
energy. Second, you will less likely encounter a surfer riding the face of a wave.
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• When paddling out, be aware that a surfer actively riding a wave has the right of way. As a paddler, 
it is your obligation to avoid a surfer on a wave.
• When two surfers paddle for the same wave, the surfer closer to the peak has the “right of way.”
• Do not snake! A snake is someone who aggressively positions him/herself in front of another surfer
who otherwise would be in position to catch the wave. Remember to always respect other more
experienced surfers and share waves.
• Call out “left” or “right” to designate which way you will turn as you drop in. This is especially
important when two surfers positioned close together near the peak of the wave.
• Don’t dive or fall head first. Serious, lifelong injuries occur every year due to diving headfirst into
unknown water and striking the bottom. When falling off a surfboard fall flat always extending a hand 
ahead of you. Surfing can result in a serious neck injury when the swimmer’s neck strikes the bottom. 
Check for depth and obstructions before diving, and then go in feet first.
• Protect your head. After falling off your board or “wiping out” always know where your surfboard is. 
As you come back to the surface after falling off your board use your hands and arms to protect your 
head by covering your head or extending your arms until you locate where the board is. Many a surfer 
has received head injuries from the board striking them on their head as a result of not protecting 
themselves properly.
• Use the buddy system. Always surf with at least one other person. Not only will you have more fun if 
you are sharing your waves but you will always have someone to help you out if you need it.

RAFTING SAFETY
• Always wear an approved life jacket.
• Do not overload the raft.
• Do not go rafting after a heavy rain.
• When rafting with a tour company, make sure the guides are qualified.
• Know local weather conditions and make sure the water and weather conditions are safe.


