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STANDARD OPERATING PROCEDURE

BILLETING ARRANGEMENTS FOR STUDENTS AND COACHES/SPONSORS

WHEN ATTENDING CO-CURRICULAR ACTIVITIES

PURPOSE: To establish procedures and controls for the arrangement of billeting for
students and coaches/sponsors when attending co-curricular activities.

REFERENCES:

1.
2.
3.

DoDEA Regulation 2740.1, August 19, 1997
DoDEA Manual 2740.2, August 19, 1997
Isles SOP 98-032, Travel Orders for Co-curricular Sponsors

PROCEDURES:

1.

All teams/student groups will be sponsored and chaperoned by an appointed Public
Law Employee. This individual must attend every practice and athletic/co-
curricular competition or performance.

There will be no overnight travel for 7" & 8™ Grade participants unless
specifically authorized by the Deputy Director.

. The DoDDS European Transportation Management Office will be responsible for

providing the most economical method of transportation for teams/student groups.

Teams/student groups will travel as a unit under the supervision of the
coach/sponsor to and from athletic/group events. Exceptions will be the
responsibility of the local school administration.

. Visiting coaches/sponsors are responsible for the conduct of students under their

supervision from the time of departure until the time of return. Coaches or faculty
sponsors directed by the principal are to travel with and be billeted with their
teams/groups.

. Overnight travel arrangements are to be coordinated in advance between the

visiting and host school. The host school has the responsibility for making all
arrangements for visiting teams, to include a sponsor to meet the team, sleeping



arrangements, local transportation, eating, etc., as required, for a positive
competitive experience. Principals will request orders for the coach/sponsor when
an overnight stay is involved, or if the trip requires the coach to be away from
his/her duty station in excess of 12 hours. The use of appropriated funds to
provide lodging and/or meals for students participating in the co-curricular
program is prohibited.

7. Visiting teams/student groups and visiting coaches/sponsors are expected to sleep
in school facilities as provided by the host school, if such facilities are available.
Coaches/sponsors do not make the decision as to whether hostels, hotels, or base
facilities are used to billet students and coaches. Students will not be required to
pay for billeting when school facilities are available.

8. If housed in school facilities, coaches/sponsors will receive limited per diem to
cover meals & incidental expenses.

9. If students are housed in private homes, they will be under the supervision of the
host families during the time they are away from their activity sponsor or coach.
Specific instructions clarifying school rules and regulations and the school’s
expectations for students will be provided to each host family by the athletic
director/coach/activity sponsor.

10. If the host school cannot provide facilities within the school or community, e.g.
during a tournament where several schools are participating and there is not
sufficient room to accommodate all teams, then the use of hostels, hotels, and base
billeting will be authorized under the following conditions:

a) The traveling team booster club provides funds to pay for all students’
billeting costs; or

b) The team/student group conducts fund raisers, e.g. bagging at the Base/Post
Exchange, sufficient to pay all students’ billeting expenses; or

¢) Arrangements cannot be made to house students and coaches/sponsors with
Host School families.

11.1f there are insufficient funds generated based on paragraph 9(a.),(b.), or (c.), then
the coach/sponsor may pro-rate the remaining balance needed and request that
each parent pay for the balance of their child’s billeting needs.

12. When students are billeted in hostels, hotel, or base billeting, the coach/sponsor
will receive full per diem to cover the billeting, meals, and incidental expenses
incurred.



13. Summary Statement: It is the norm that all coaches/sponsors will stay in school
facilities with the students and supervise accordingly. It is the exception when
coaches/sponsors and students stay in hostels, hotels, or base billeting.

CONTROLS

1. School Administration Publication of SOP to all Coaches and Sponsors
2. Athletic Director Verification of Host School’s Capabilities for Billeting

3. Request for Orders for coaches/sponsors for full per diem will be accompanied by
a justification from the principal and a full explanation as to why full per diem is
required.
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