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D Guide for Requesting an Athletic

League/ Non-League Field Trip

Step One

Type in the address ifieldtrip.lausd.net, then log in to the system by entering your LAUSD single
sign-on and password.

‘H, Field Trip

Sign in with your organizational account

Enter your full LAUSD email address and password to
Log In.
e.g (Msmith@lausd.net. mary.smith@lausd.net)

Step Two

Click on the Create New Request button to begin.
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Step Three

Click on the radio button to indicate if you are the main contact during the league/non-league
season. Information will auto-populate. If you are not, manually enter the contact info.

Contact Information

Are you the main contact during the trip?*

Employee ID:

Employee Cellz:

Main Contact Details*

Employee Name

School Taking Trip

Yes = Your Contact Info Auto-Populates.

No = Contact information will need to be
manually entered.

Cost Center Code: s o 1 RES

Step Four

‘*

Tip: Ensure that the correct code for
the school going on the trip is entered
in the ‘Cost Center Code’ box.

Select “Athletic” for the type of trip and “League/Non-League (in Season)” for the type of athletic

trip.

Destination

Type of Trip*

Moo deblatio

Which Type of Athletic Trip?*
Tournament
League/Non-League (in Season)

Playoff/Championships

Contact Information Destination Certification
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Step Five

Select sport and level.

Step Six

Destination

19

League/Non-League Information

]

i
LA
Ll
o

VARSITY

Contact Information Destination Participants Certification

Add rows to enter the dates, days, times, and destinations of the season’s league/ non-league

games.

Each row can
be filled out

Destination

i -

individually to
inform
Transportation
Services
Division of the
different needs
of each pick-
up/drop-off.

Risk Management Department

Date* Day* Time* sl st T e For help finding address * prcialis et —_— Time*
4 5 LAUSD Sit
09/12/2019 THURS 0130PM | PICKUF AT FRONT LAUSD Site | pe) | ci4308 BELL AVE.BELL, CAC0201 30PN
Other Site
051 872015 WED 01:30FM || PICK UF AT SIDE ¢ @ LAUSD SIS | ING 51527 LEKME AVEWILMINGTON, €2 0E:00 FM
2 Uther Site
<[ Site
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Other Ste
R .
owmane || I 01:30 PN o AUSDSIt® || ) penRn o4 1001 W 15THST.SAN PEDRO, €A, | | DROP OFFAT 0E:30 PN
Other Site o
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Step Seven

Click to advance to “Participants Details,” bubble 4 of the participant's tab. Enter the expected
counts of student and adult participants and observe the calculation of the student's chaperone

ratio.

Elermentary Students (Grade 5 or below) *

Secondary Students (Grade 6 or above) *

Chaperones *

Indiiduals Supporting Specific Sudents

Studant-to-Chaperans Ratio

T AF HhS Lirie, oL must provide an accural
s for your trip i utikzing LALSD Transportati

Participants Currently Entered

oUnEs Defow:

what will be your total participant counts?

—
0
[i]
o
o1
S —

a sufficient student-to-chaperone

@ Dashboard

Step Eight

After advancing to the certification screen, click to input funding information and write in an

educational benefit.

Requestor Certification and Submittal
LAUSD Bus

Funding -

MNAA

Funding - Other Expenses - e.g. admission,.charter bus, lodging plane fare, etc. {select alf that apply)

No other expenses
Reimbursable

Student Body Funds

itle Select. -
Program ale
Educational Benefit (bri describe the educational bene O participating student(s)

Risk Management Department
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Step Nine

Click if a letter of self-insurance is needed, then check off statements to provide assurances

regarding student and adult participants.

y the fo

Comments{Optional

MFORTANT: Flease CLICK HERE to rey

changes will require cancelling the exis

Did tre facility oparator raquast 3 Letter of Salfilnsurance? *

Currently, Student-to-Chaperone ratio is

All non-LAUSD employee chaperanes will satisfy the voluntear reguirements in BUL-6745.2,

Thoxes balow /

&ll current physical examination and parent/guardian consent ferms will be cbtained prior to trip

20:1. All participants rosters will be updsted as soan as | am aware of any changes/additions

Establishing and Administering School/Office volur

Step Ten

Click on the link to review trip details in a summary page before submitting the request. Go back
and make changes or submit the request if it is ready.

Reference No:

Contact Information

Employes Cell:
Location Code:
School Narmes

Destination

wpe of Trip:

Sport:
Level
Depart
Date Day
097122019 Thursday
9 Wednesday
Thursday
09/27/2019 Friday
104 wWednesday

Mondany

GARDENA SH

ATHLETIC - LEAGUE/MNON-LEAGLIE
TEMMIS-GIRLS
VARSITY

Depart Info({special Destination

Depart nstruction, if Infa{special

Time needed) Destination instruction,if needed)
09:00 AM BELL 5SH

01:20 PM SAMMING SH

01:20 P ROOSEVELT SH

01:30 PM SAN PEDROSH

01:30 FM NARBONNE SH

01:20 PM RANCHO

Return
Time

0900 AM

0&:00 PM

0800 PR

06:00 PM

0800 PM

0&:00 FM

Confirm

i

A9096394

AO00523C

AQODE23E
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