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For more information contact:
Jerrika Lightley, Student Life
Penguin Union Building 160  360-992-2404  JLIGHLTEY@clark.edu


TRAVEL PROCESSING TIMELINES
· Local Travel – minimum 3 weeks
(Travel within driving distance)
· Domestic Travel – minimum 6-8 weeks
(Travel within the continental United States reached by airplane or train)



TRAVEL FORMS & INFORMATION
*Available online at https://www.clark.edu/campus-life/student-life/ascc/forms_docs.php or in the Office of Student Life.


· Travel /Off-Campus Request Form
(Required for all off-campus activities)

· Travel Acknowledgement Form - Risk Forms
(Required for all off-campus activities)
· Expenses After Travel- Receipts
(Required after travel if meal or lodging advance is received or approved out of pocket expenses)


Purchasing Services is responsible for making all college-related travel booking with the exception of hotel reservations (staff or faculty personal credit cards are required to book hotel reservations).


For ASCC Travel related questions or quotes contact Jerrika-  jlightley@clark.edu 





ASCC PROGRAM AND CLUB RESPONSIBILITY
· Ensure travel is approved prior to leaving campus
· Ensure travel costs are incurred at the most economical price
· Ensure the budget(s) charged have sufficient funds available
· Ensure all forms are complete and detailed information is provided
· Reconcile travel expenses upon your return

TRANSPORTATION
Transportation requests are initiated by completing the Travel /Off-Campus Request Form
    

· College-Owned Vehicles- Driver requirements met and current
*For a complete list of college vehicle guidelines see Administrative Procedures 410.005
· Motor Pool Vans: 8 or 12 passenger: $15.00/day + $0.70 per mile + gas
· Driver's Requirements and Authorization to Operate a College Vehicle
· Vehicle Rental
*For a complete list of car rental guidelines see Administrative Procedures 410.020
All rental reservations must be placed through the College Travel Coordinator.
· Airline Travel
The College Travel Coordinator will make all reservations for airline flights. The preferred airline and flight time should be indicated on the Travel Request Form . An airfare quote must be attached to the Travel Request Form. A quote request can be made to the College Travel Coordinator.

PER DIEM (MEALS) & LODGING
Per Diem and lodging rates are set by the U.S. General Services Administration.
Current rates of travel reimbursement are available from Jerrika Lightley or Purchasing Services.
· Per Diem. Each student must sign an acknowledgement of receipt for per diem. This document must be included with the after-travel documents/receipts upon your return.  Per diem rates are based on location.
· Lodging. The Authorized Advisor must stay in the same facility as the students and provide their contact information so students can reach the advisor at all times during the event.
· Single gender rooming and one student per bed is required.
· Advisors may have a single room.

ACCIDENT REPORTING
Any accident occurring on an ASCC sponsored trip needs to be reported immediately. The advisor will then need to complete the Student-Visitor Incident Report within 24 hours of returning to campus. Incident/Accident Report Form & Information

Copies of this form should be sent to Environmental Health & Safety and Risk Management following ALL accidents and/or health incidents to ehsdept@clark.edu 
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· Complete all required paperwork in a timely manner
· Be present, attentive, informed and actively concerned for the welfare of the students with whom you are travelling
· Be a role model of appropriate behavior. You should set the tone with behaviors appropriate to the club/program experience
· Encourage your students to represent the College professionally, modeling appropriate leadership behaviors and care for one another
· Ensure you are available to participants and aware of situations that would impede your ability to respond
· Any accident occurring on an ASCC sponsored trip needs to be reported immediately. The advisor will then need to complete the Student-Visitor Incident Report within 24 hours of returning to campus. Copies of this form should be sent to Environmental Health & Safety and Risk Management following ALL accidents and/or health incidents.
· The Code of Student Conduct applies to off-campus College-sponsored activities just as it would to on-campus. Therefore, if you observe behavior that would violate the Code of Student Conduct, you are required to report it.
You have the responsibility to:
· Respond immediately to a situation and request an appropriate modification of behavior or restrict the student(s) activities, if deemed appropriate.
· Inform the student they have violated the Code of Student Conduct (or campus policy), and that further action will be taken when they return to campus.
· Follow-up with appropriate campus officials.

Expectations specific to alcohol and marijuana use:
· Students, including those over the age of 21, shall not possess, sell, distribute or consume alcohol during the trip.
· No student shall engage in the illegal use of drugs. The Drug Free Schools and Campus Act and WAC 132Q-10-228 shall have precedent over local law and custom. Marijuana is a controlled substance, and is prohibited, regardless of local law or custom. Students using prescription medicine shall have the prescription bottles or written prescription(s) with them. Medical use of marijuana, even if prescribed, is not permitted.

Please initial here that you have read and understand the above information and agree to the policy as stated above. X	

GENERAL TRAVEL GUIDELINES
Administrative Procedures Manual – 315.040 – Field and Related Trips Administrative Procedures Manual – 410.000 – Travel and Transportation ASCC Financial Code – Article 7 - Travel
· Students participating in official ASCC events that take place off-campus are subject to all the rules and regulations outlined in Clark College’s Code of Student Conduct (132N-125 WAC).
· All travel regardless of cost must be pre-approved and authorized by the appropriate Clark College Administrator.
· An Authorized Advisor must travel with the students when travel is required (such as Field or Related Trips) or funding for travel transportation is requested. If the travel is not a required activity (optional) and funding for transportation is not requested, an Authorized Advisor is not required.
· When required, the Authorized Advisor must be present during the entire length of the program/activity. When transportation is provided by the College, the advisor and participants must travel together and are not allowed to extend their stay and/or travel separately from the group.
· For activities requiring an Authorized Advisor, the following ratios of Authorized Advisor to students is one (1) advisor for every thirty (30) students on a day trip or one (1) advisor for every fifteen (15) students on an overnight trip.
· All students traveling on ASCC sponsored trips must have a minimum cumulative or previous quarter GPA of 2.0 with the exception of first quarter college students and be currently enrolled in five (5) credits (previous quarter registration will be used for travel during breaks). Student Athletes participating in intercollegiate competition must meet NWAC requirements for travel.
· For all S&A sponsored travel, there is a non-transferrable maximum subsidy of $1,800 per student per trip. Travel expenses are defined as transportation, lodging and per diem.

· S&A fees may not be used to support international travel. 
· The Authorized Advisor must stay in the same facility as the students and provide their contact information so students can reach the advisor at all times during the event.
· Students who share a room are required to room with someone of the same gender identity
· No participants shall share a bed
· No employee or agent of the college may room with a student
By signing below, I acknowledge I have read and understand this form in its entirety, agree to the policies as listed, and all sections are complete.


Travel Advisor Signature	Date
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	Traveler/Advisor:
	

	Program/Club Name:
	

	Registration Fees:

(Link/website or invoice)
	

	Purpose of Trip:
	

	Budget(s):
	

	Traveler Information

List Attendees’- Full Names DOBs (flights)
	

	Travel Dates and Times: Preferred Arrival Preferred Departure
Attach Itinerary for travel
	

	Modes of Transportation / Drivers:

*Driver Requirements must be current
	

	Hotel Info:



(Room Assignments)
Does hotel/conference provide breakfast?
	

	Food Costs: Max per diem or under

· Breakfast/ # Days
· Lunch/ # Days
· Dinner/ #Days
	



	

*Set by the GSA website, contact Jerrika for Per Diem rates.
	

	Misc. Costs (i.e. parking, museums, or luggage fees)



*Out of pocket expenses must be pre-approved on request for reimbursement.
	

	Approved Cost of Trip:
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