SPICER ORCHARDS  |  FIELD TRIP POLICIES
Part V — Off-Site Trip Coordinator Guide
For the person who books and organizes the trip but will not attend in person.
	Your responsibility continues even when you do not attend. The person who makes the reservation is the official group coordinator and must transfer all information and responsibilities to the on-site leader before the trip.



Assign On-Site Roles in Writing
	Role
	Required responsibility

	On-site trip leader
	Receives the full confirmation, keeps the group on schedule, communicates with staff, and makes operational decisions.

	Payment representative
	Brings the final attendance count and one group payment; completes check-in before the tour.

	Bus contact
	Has arrival, parking, accessible drop-off, pickup, and late-arrival instructions.

	Class/wagon leaders
	Know their assigned students and adults; conduct head counts and supervise their group.

	Medical/allergy contact
	Manages medication, emergency plans, allergies, and required support personnel.

	Lunch lead
	Confirms whether lunch is reserved and ensures the group vacates the pavilion on time.



Information You Must Send to the On-Site Leader
☐ Current confirmation email and reservation details
☐ Full Field Trip Policies and Planning Guide
☐ Bus Driver Information page
☐ Payment Representative Instructions
☐ Teacher and Chaperone Guide
☐ Current map, seasonal check-in location, and parking directions
☐ Final guaranteed count and attendance breakdown
☐ Payment method and amount due
☐ Lunch reservation and assigned time, if applicable
☐ Accessibility arrangements and emergency contacts
☐ Spicer Orchards phone number: (810) 632-7692
Seven-Day Confirmation Checklist
☐ Call Spicer Orchards no later than seven calendar days before the visit.
☐ Confirm the final guaranteed count, reservation range, arrival time, tour time, selected package, lunch, and accommodations.
☐ Report whether parents or other adults will arrive separately.
☐ Verify that the on-site leader understands that unapproved participants are not guaranteed admission.
☐ Confirm that the school has collected funds and that one representative will make the payment.
☐ Confirm any gluten-free or vegan donut requests and make sure the payment representative knows the additional charges.
☐ Provide the on-site leader with authority to communicate with Spicer Orchards and respond to itinerary changes.
After You Transfer the Trip
Send the on-site leader’s name and cell phone number to Spicer Orchards if requested. Remain available by phone on the day of the visit for school-level questions, but understand that the on-site leader must follow Spicer Orchards staff directions regarding safety, timing, rotations, activity substitutions, and departure.
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