
How to request league/non league 
athletic trips using ifieldtrip.lausd.net



From your browser, type in the address ifieldtrip.lausd.net, then log in using your LAUSD 

single sign-on
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From the dashboard, click on “Create New Request”
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Click on the appropriate radio button to indicate if you will be the main contact during the 

trip.  If you are the main contact, your information will auto-populate.  If another employee 

will be the main contact, manually enter the contact info.

PARKER, PETER

A cell # is required in the 
event of an emergency
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Select “Athletic” for type of trip and “League/Non-League (in Season)” for the type 

of athletic trip.
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Select sport and level.  Then add rows to enter the dates, times and destinations of the 
season’s league/non-league games
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Add student participants.  When you click “Search for Students,” your search options will expand.  

To find an athletic team, select “Search by Group.”   Then select “Athletics” as the group 

category and find the team by selecting the appropriate Group SubCategory and Group from 

the drop-downs. Once you have found your team, click “Submit” to load participants from 

MISIS.

Clicking here will allow you to search by Group (e.g. Girls Tennis Team) 
or by Enrollment (e.g. Mr. Parker’s 3rd grade class)
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Information on student participants will load along with parent contact information. Special 

indicators regarding health, special needs or requirements will be summarized based on 

information that is already in the system.  While IEP and 504 status cannot be altered, Health 

Alert and Custody Alert can be checked/unchecked to reflect the latest status. 

Note: If team roster has not been entered into MISIS yet, you may still submit the request but 

will need to update this information as soon as it is available.



Add chaperones. The main contact is automatically filled in. Add/delete rows as needed.  When 

adding an LAUSD employee chaperone, start typing the first or last name to generate a  drop-

down list of employees to select from – once selected, the rest of the information will populate.  

For other chaperone types, complete fields.  At the bottom, indicate whether any chaperone 

will be claiming reimbursement – selecting “Yes” will alert the Procurement Travel Desk.
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Add adult participants providing one-on-one support for students. Type in the name of the 

participant, the associated organization, whether they will be riding the bus, the student who 

is being assisted and other important information. 
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Summarize Participants Counts. Enter expected counts of student and adult participants and 

observe calculation of the students-to-chaperone ratio.
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Input funding information.  For League/Non-League trips, the LAUSD Bus is automatically 

funded by the Athletics Office. If there are other expenses, indicate appropriate funding.
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Describe the educational benefit.  Next, indicate whether or not the site will be requiring a 

letter of self-insurance; if so, Risk Management will be notified.  Then, check off the statements 

listed to offer an assurance of compliance with District requirements.   Finally, after reviewing a 

summary of your request, click “Submit.” Return to “Dashboard” to view status.  
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