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OBJECTIVE To provide guidance for planning, conducting, and financial 
accounting of WSC day trips. 

AGREEMENT WITH 
WSC POLICIES 

This document contains or references WSC policies.  If a conflict 
between this document and a WSC policy arises, the WSC policy takes 
precedence. 

RESPONSIBILITIES 

Winter Trip Chair o After the dates and resorts are set, publicizes trips with the 
Eastern Pennsylvania Ski Council. 

o Fulfills the Day Trip Coordinator’s responsibilities if that 
person is unable to continue, or secures a replacement. 

Day Trip Coordinator o With the Winter Trip Chairperson, establishes the times and 
prices for day trips, subject to WSC Council approval. 

o Recruits and trains Trip Leaders and Co-Leaders. 

o With the WSC Website Manager, publicizes trips in the WSC 
Scrapings. 

o Informs the WSC Council of trip progress. 

o Monitors trip preparation status and provides guidance to 
leaders as needed. 

o Analyzes Ski Trip Survey Form responses to identify both 
concerns that must be addressed and opportunities for 
improvement. 

Day Trip Leader o Advertises the trip at club meetings and recruits signups. 

o Assures applicants conform to the Club’s policy for trip 
participation.  Consult with the Winter Trip Chair if there are 
concerns or persons who do not conform before denying. 

o Determines beginner package and rental costs from the resort; 
includes them when advertising the trip and collect them as 
part of the signup. 

o Confirms the trip will proceed and the number of bus riders 
with the bus company.  Using the Club’s form, issues check 
requests to have the Assistant Treasurer pay the bus company.  
As needed requests a cash advance check for food, drinks, bus 
driver’s tip, etc.  

o Confirms with the trip’s resort that the trip will take place. 

o Notifies the bus company if the trip is to be cancelled. 

o Establishes an e-mail distribution list for quick 
communications.  

o E-mail the Ski Trip Survey Form to participants after the trip. 

o With the co-leader’s help, notifies participants if a trip must be 
cancelled. 

o Pays for lift tickets, rental equipment, and ski lessons when 
the trip arrives at the resort (can be done using a cash advance 
or personal credit card). 

http://www.wilmski.org/s/WSC_Ck_Req.pdf
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o Buys food and drinks for consumption at or on the bus; 
arranges for and pays for food and drink if provided by the 
resort (can be done using a cash advance or personal credit 
card). 

o If needed, notifies emergency contacts when a skier has been 
injured and either needs medical attention or needs 
transportation home when the bus returns to Wilmington. 

o After the trip, provides financial accounting to the Assistant 
Treasurer using the approved format and request 
reimbursement check(s). 

NOTE:  In case there is confusion, the Day Trip is responsible for the 
Sections: 

Preparing for and Conducting a Day Trip 
Contingencies 
Post-Trip Accounting 

Day Trip Co-Leader o Collects trip Application forms and checks.. 

o Reviews all plans with the Trip Leader as preparations 
continue. 

o Helps the Leader recruit participants, 

o Assumes the Trip Leader’s responsibilities if the Leader is 
unable to continue. 

o Helps the Leader with trip planning and execution. 

o After the trip, sends completed Application forms to the 
Business Manager. 

WSC Web Site Manager Publicize day trip information in the WSC Scrapings 

WSC Survey Co-
ordinator 

o Creates the survey for a day trip and e-mails the link to the 
Day Trip Leader. 

TRIP PLANNING 

Establishing Day Trip 
Dates 

o Co-ordinate with the Winter Trip Chair after week trips have 
been set and approved to avoid having a weekday trip during a 
week trip.  The Saturday family trip may conflict with a week 
trip as a different audience is targeted. 

o Call Elk Mountain after mid-August to confirm their Demo 
Day in early January. 

Establishing Trip Prices o Review the previous year’s financial reports to determine 
whether the overall balance was significantly more or less than 
even.  Factor the result when determining the coming year’s 
prices. 

o Confirm lift ticket prices with resorts and bus prices with 
Delaware Express (Toni Parker, 302-454-7800, ext. 623) or 
other transportation companies.  

o Confirm with Council that WSC will continue to underwrite 
the bus fare for the Saturday family trip. 

o With the Trip Leader, set the price for the party trip to Elk 
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after learning how many complementary tickets will be 
available (known after the first two trips to Elk—see below). 

o Secure Council approval before advertising prices. 

Recruiting Leaders and 
Co-leaders 

o Starting in September, actively recruit leaders and co-leaders. 

o Try to recruit new persons to work with experienced persons 
so as to avoid “leader burnout.” 

PUBLICIZING TRIPS 

 The main avenues are: 

o During club meetings (posters, verbal appeals, etc.), 

o Through the WSC Scrapings, with the help of the website 
manager, 

o E-mail “blasts” to members if participation appears too low to 
support a trip, and 

o The Eastern Pennsylvania Ski Council, with the help of the 
Winter Trip Chair. 

PREPARING FOR AND CONDUCTING A DAY TRIP 

Participant Applications o Most occur at monthly WSC meetings or by mail using the 
Trip Application Form  available on the WSC website. 

o Eastern Pennsylvania Ski Council club members usually sign-
up by mail; they pay the same rate as WSC members. 

o Members may use the club’s “Bring a Friend” program to 
attract and sign-up prospective members. 

o The waiver section of the application form  MUST be 
completed during sign-up. 

Food and Drink o Normally, the trip leader and co-leader buy food and drink for 
1) the morning bus ride to the resort and 2) a “happy hour” 
between the time the lift closes for day skiing and the time the 
bus is scheduled to leave. 

o The attached table suggests possibilities. 

o Include the cost in final accounting. 

o Remember to include water and paper goods. 

o Remind participants that they should BYOB if they 
want to drink more than the club will provide. 

o The trip leader may decide to have “happy hour” catered by 
the resort.  If so, arrange directly with the resort while 
remaining within the food and drink budget for the trip. 

o Give any surplus perishable food and drink to an organization 
that feeds the hungry, if possible.  Forward any nonperishable 
food, drink, and supplies to the next trip leader except for the 
last trip of the year; then, donate surplus to a charity. 

o The club has a cooler and a folding table for use. Contact the 
Club’s Secretary to learn who has them.  The first leader will 
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get them, and they will be passed to each succeeding trip 
leader.  The last trip leader will inform the Secretary that he or 
she has them until they are redeployed later. 

Arranging for the Bus o About a week and half before the trip, request checks from the 
Assistant Treasurer using the club’s Check Request Form. 

o By the Wednesday before the trip, confirm with Delaware 
Express (Toni Parker, 302-454-7800. Ext 623) (or alternate 
transportation company) that the trip will go as planned and 
the number of riders.  Don Sapp has been the preferred driver 
for Delaware Express.  Politely, ask that enough hand sanitizer 
be provided. 

o Normally, the club tips the driver $100; however, if the leader 
concludes the driver did not earn the full amount, the leader 
may tip less with cash, return the check, and seek 
reimbursement. 

o By the Wednesday before the trip, confirm with the resort that 
the club will be coming.  Some resorts have a number to call 
while others have a form to fill out on their respective 
websites.  Specify the number of beginner packages needed. 

o Determine whether any Eastern Pennsylvania Ski Council 
members must be picked up (normally at the intersection of 
Interstates 76 and 476).  As needed, tell the driver. 

o Provide detailed instructions on where the bus will depart to 
first-time participants. 

Securing Lift Tickets, 
Beginner Packages, and 
Rentals at the Resort: 

 

o Assure beginner package and rental costs have been collected 
them as part of the signup. 

o Call the resort an hour or so before arrival to confirm the 
number of lift tickets, rental, etc. needed. 

o When first arriving at the resort, (an announcement checklist 
is helpful)  

o Have everyone wait on the bus until you have 
obtained lift tickets, beginner packages, and rentals 
and returned to the bus.  Hand out as people exit the 
bus.  Let people who are renting equipment get off 
first. 

o Ask a few volunteers to pull skis and bags from the 
bus bins so people can find them more easily. 

o Announce where and when happy hour will occur, 
where the bus will be, and when the bus will leave for 
the return trip. 

o Announce where lockers are. 

o Encourage people to ski together.  Introduce new 
members and encourage existing members to pair with 
them. 

o Reassure that people can leave personal items on the 
bus and that they can probably have the same seats on 

http://www.wilmski.org/s/WSC_Ck_Req.pdf
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the return trip. 

o Encourage people to sit in the same seats returning. 

Entertainment on the 
Trip 

The leader and/or co-leader can decide what on-bus entertainment to 
offer.  When choosing content, remember that minors participate in 
almost all trips (i.e., no R-rated movies). 

Returning from the trip: 

 

o The leader and co-leader will decide when the return trip will 
leave the resort (normally, by 5:00 p.m.).  Arrange for pick-up 
(and possibly Happy Hour) at the lodge when footing is icy. 

o On the return trip announce 

o Upcoming club events and day trips 

o Membership in WSC and how the guest fee applies. If 
possible, sign up new members (have some forms 
available), and explain that their extra $10 will be 
applied to the first-time dues. 

o Encourage each participant to complete the on-line Ski Trip 
Survey Form that will be e-mailed after the trip so the Day 
Trip Coordinator can respond to concerns and identify 
improvement opportunities. 

o When all others have left the bus, scour the bus for lost 
articles.  If any are found, e-mail the participant(s).  Items 
unclaimed by April 1 shall be given to Goodwill if usable; 
otherwise, discard. 

Party trip to Elk 
Mountain: 

 

o Normally, the last day trip of the WSC ski season. 

o After the club’s first two trips to Elk Mountain during the 
season, Elk provides complimentary tickets for a third trip 
based on the average participation of the two trips.  The club 
uses the complimentary tickets for its third trip. 

o If the party trip is the third trip, the Trip Leader and 
Day Trip Coordinator determine the party trip’s cost 
based on whether more lift tickets are needed to reach 
the break-even level of 44 skiers. 

o If the party trip is the fourth trip to Elk Mountain, the 
complementary tickets are used on the third trip (Elk 
Mountain policy), but the cash value of these tickets is 
applied to the fourth trip’s accounting.  Trip cost is 
determined as described above. 

CONTINGENCIES 

Individual Cancellations If an individual cancels before the trip, the club policy is 

When Replaced Refund deduction 

Anytime Yes $10 

>30 days before No $10 

30 days or fewer No $10 + Fixed cost 

o “Fixed cost” is the sum of bus cost, bus driver gratuity, and 
leader/co-leader compensation divided by the break-even 

http://www.wilmski.org/s/WSC_membership_form_2014.pdf
http://www.wilmski.org/s/WSC_membership_form_2014.pdf
http://www.wilmski.org/s/Trip_Cancellation_and_Refund_Policy.pdf
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number of signups rounded to the nearest dollar.  For example, 
for $1220 bus fare, $100 driver’s gratuity, $100 leaders’ 
compensation, and a break-even signup number of 44, the 
fixed cost is $32. 

o Request refund checks using the WSC check request form. 

Weather Cancellations If weather conditions appear questionable, communicate weather 
reports to participants to alert them that cancellation is possible. 

If weather causes transportation to the resort to be unsafe (determined 
in co-operation with Delaware Express): 

o Coordinate with Delaware Express to confirm the conditions 
are too unsafe for the trip to proceed. 

o Notify trip goers by phone or e-mail. 

o Refund deposits. 

o Transfer nonperishable food, drink, and supplies to the next 
trip leader.  Give perishable items to a charity, if possible. 

o Submit trip financial accounting to be compensated for 
expenses already incurred within 30 days. 

Insufficient Participation If there is insufficient signup for the trip to take place: 

o WSC Council has decided that it will accept up to a $400 loss 
for an individual trip.  At current 2014 pricing, trips having at 
least 30 participants may proceed. 

o If fewer than 30 have signed up, the trip may proceed if the 
participants contribute an amount each that lowers the loss to 
$400.  Otherwise, the trip will be cancelled. 

o Cancel the trip as early as possible to avoid paying a penalty 
to Delaware Express (or alternate transportation company). 

o Notify trip goers as soon as the decision is made. 

o Refund deposits. 

On-mountain Injuries: 

 

o As needed, work with medical personnel to make sure the 
injured person is being attended to.  Do not try to treat the 
injured party yourself. 

o As needed, notify the emergency contact(s) listed on the sign-
up form. 

o As needed, assure rental equipment is returned and the skier’s 
personal equipment is loaded on the bus or stored securely at 
the resort for later pick-up. 

o If the injured person returns on the bus and either has no ride 
or cannot drive home alone safely, ask if someone will 
volunteer to take them.  As a last resort, help the person get a 
taxi (at his or her expense). 

POST-TRIP ACCOUNTING 

Post-Trip Accounting After the trip, financial accounting is submitted to the Assistant 
Treasurer within 30 days. 

http://www.wilmski.org/s/WSC_Ck_Req.pdf
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o Use the “Day Trip Final Accounting Report” (Word format) 
and the “Trip Accounting Master” (Excel spreadsheet). 

o For each nonmember who made the trip, $10 is transferred to 
the club’s marketing fund.  Do not include in the trip’s 
revenue. 

o Leader and co-leader compensations are $70 and $30, 
respectively. 

Send completed Application forms to the Business Manager to be 
retained according to WSC policy. 
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Suggested Food, Drink, and Supply Purchases 
 

Morning Ride to the Resort Happy Hour 
 

Doughnuts 
Bagels with cream cheese 
Muffins 
Coffee (some) 
Water 
Napkins 
Juice (orange and other) 
Fresh Fruit 
 

Hoagie sandwiches 
Pretzels 
Potato chips 
Pickles 
Brownies 
Cookies 
Candy 
Soft drinks 
Beer 
Wine 
Napkins or paper towels 
 

 


