
 

EDUCATION PROGRAM TERMS AND AGREEMENT 

Contract and Deposit, and Payment 
Groups booking more than 14 days (2 weeks) prior to their requested reservation date will be required to place a 
50% deposit at the time of booking.  The 50% deposit can be charged by credit card or paid by check.  All checks must 
be received within 7 days of booking.  
(Checks should be made out to the International Spy Museum and mailed to: International Spy Museum, ATTN: 
Group Sales, 800 F Street, NW, Washington, DC 20004  

If your group is unable to make a 50% deposit at time of booking, you must place a credit card on file in order to hold 
your reservation. Your credit card will only be charged 14 days (2 weeks) before your reservation if we have not 
received notice of cancellation or another form of payment. 

Full payment must be made within 14 days (2 weeks) of your reservation date.   

Late Arrival and Schedule 
The International Spy Museum has the right to adjust your group’s pre-determined schedule if you arrive at the 
Museum later than your reservation start time. Workshops may be truncated and exhibition entry times may be 
adjusted by Museum staff if your group arrives late. Your group is expected to adhere to the pre-determined 
schedule.  

Cancellations 
You can cancel your reservation, with a full refund, up to 14 days (2 weeks) prior to your arrival date.   

If you cancel within 14 days (2 weeks) of your arrival date, the Museum will not refund your 50% deposit. The 
Museum will directly invoice you/your school for any cancellation fees if a deposit has not been previously 
processed. 

 If your school qualifies for a School Fee Waiver, you will be required to pay a $50 cancellation fee if you cancel your 
reservation within 14 days (2 weeks) of your arrival date. 

The Museum will rebook or refund any groups whose dates are cancelled due to the International Spy Museum 
Complex being closed or unavailable.  If your group’s school closes due to inclement weather or a state of emergency 
on the date of your scheduled visit, the Museum will work with you to provide an alternate date.  In order to secure 
an alternate date, the school’s principal must verify that the school was closed on the original reservation date. 

Guest Attendance and Program Adjustments 
Increases in the number of guests are permitted within 14 days (2 weeks) prior to the visit based on availability, but 
the remaining fee balance (at the agreed upon rate), must be paid prior to your group entering the Museum.  All 
payments must be made in one form (check, cash, credit card) in order to secure the agreed upon educational rate.  
If the additional members of your group wish to pay individually at our ticketing counter, they will be charged full 
admission price. 



A decrease in the number of guests must be submitted to the Museum up to 14 days (2 weeks) before your arrival 
date.  Any request, made within 14 days (2 weeks) of your reservation, to decrease the number of guests will not be 
honored by the Museum, and you and/or your school will be responsible for paying the total cost of the original 
reservation. 

Adjustments of the number of guests attending an educational workshop must be made up to 14 days (2 weeks) 
before your arrival date.  All adjustments must fall within the workshops minimum and maximum participant 
capacity. Additional workshops can be added to the reservation pending approval by the Museum’s Exhibition and 
Programs Department. 

Chaperone “Handler” to Student “Recruit” Ratio 
The Museum requires one chaperone to be present for every 10 members of the group under 18 years-old. The 
required chaperones must be present with the under-aged guests at all times within the Museum complex, a student 
workshop, or while participating in an off-site Museum experience. Un-chaperoned or misbehaved individuals who 
cause risk or damage to the Museum, or disturb other guests, are subject to being escorted out of the Museum 
Complex and may not be allowed admission in the future. 

Group chaperones are responsible for ensuring the safety of their students.  All groups should properly head-count 
their students prior to arriving and leaving the Museum complex. 

Lunch 
All lunch room reservations must be booked during the reservation process, and can only be arranged for groups that 
purchase an on-site education workshop or experience. These lunches must be disposable and carried up to the 
classroom by the group. We are unable to refrigerate items. The Museum cannot accommodate requests for lunch 
spaces made on the day of arrival.     

Bus Parking 
The Museum has a bus loading zone located on F Street.  Buses are not permitted to park for extended periods of 
time at the loading zone.  The Museum entrance, lobby, café, and store do not have the capacity to hold groups for 
extended periods of time, so please ask your buses to arrive at the loading zone 10 minutes prior to your assigned 
departure time, in order to expedite your departure process. 

Museum Exhibition Etiquette  
There is no photography, videography, eating, drinking, chewing gum, or strollers permitted in the Museum 
exhibition.  Please remind your group that when they are in the exhibition they should honor the Museum’s efforts 
to protect historical artifacts through the use of barriers. Students should refrain from leaning on and touching 
artifacts.  The spy rule of thumb, “leave no trace” should always be upheld!  

 


