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LAUSD iFieldTrip for Principals

GETTING STARTED

Ll Online Field Trip System: https://ifieldtrip.lausd.net

o Create/View Field Trip Requests
o Approve Field Trip Requests

DASHBOARDS
Create/View Dashboard

—@ View all field trip requests for your school

~
= Create/View Field Trip Requests
S AC Ll - Displays all field trip requests for your school
FieldTrip Requests
J
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Approve Field Trip Requests

L CULE - Displays all field trip requests for your school requiring

LAUSD Field Trip System R Comacrts wsenname (@)
UNIFIED Logout
Due to an influx of bus requests, please contact Transportation Dispatch ( 1-800-LA-BUSES or 1-800-522-8737) to
confirm bus avallability if your trip is approved by the Princigal less than 5 days before your trip date.
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Approver’'s Dashboard
View all field trip requests requiring your
—e® review/approval.

Principal Certification

Populates field trip summary

Field trip request
status

—® Use the STATUS LEGEND to
— verify which offices are
required to review.

L AUSD Field Trip System A —

LUNIFIED Lagout

School Vear o Type
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Approver's Dashboard
Showing 1to 1 of 1 entries Search:
status
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RefNo ¢ school = Destination "
Start
209000 HOLLYWOOD SH LONG BEACH MARINE INSTITUTE or31/2023

show |50 %] entries

Principal Certificat

Ref No: 24-1000
o5
e ONG BEACH MARINE INSTITUTE, 10/31/2023
WWH Review and check off certification statements.

School: HOLLY

Chedl

Check All

Complies with regulations and policies *
Provides educational value *
Locations of nearest emergency facilities have been obtained *

Basic First Aid kit is available and will be taken on the trip *

1am aware that the field trip will last 1 day(s) *

@ Click to review the field trip
summary before certifying.

Al parent/guardian permission slips will be obtained prior to trip and kept on file at the school for 7 years *

Currently, Student-to-Chaperone ratio is 10:1. Al participant rosters will be updated as soon as | am aware of any changes/additions *

==

The Nurse's certification (re: student medical needs and correspond
All non-LAUSD employee chaperones will satisfy the volunteer requi

Allrequired approvals will be obtained prior to the trip. *

00000000000

1am aware that my school/office is responsible for cancelling the fi
rovals by the Region or Superintendent. Trips with LAUSD bus transpol

Comments (required for “Need more Info" or “Deny")

carTe | WER MOREINFD

Click to navigate to the
Principal Certification

Risk Management Department
Insurance Compliance RF-FT-007.1

Page1of 3

CERTIFY = approve

NEED MORE INFO = may approve with
some clarification (must add reason in
comments box; you can come back
later to approve once satisfied)

DENY = cannot approve for the reasons
stated (must add reason in comments
box; request will stop at this point)
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LAUSD iFieldTrip for Principals

UNIFIED

GRANTING iFIELDTRIP ACCESS VIA THE PRINCIPAL PORTAL

E  https://principalportal.lausd.net.

o Granting School Nurse Access Job Aid:
o Granting Field Trip Designee Job Aid:

School Nurses Ik Users ctick here)
. Principqls must grqnt iFieldTrip Gccess to To add a user, click on the 'Find' button and search for the employee. Click on the employee
the school nurse via the Principal Portal. . o =
User Type: School e
« Please ensure the “Nurse” Option is Location/Region: 107TH ST EL (1585701) -
selected for Role. Modue (Systemb | PreuiTip -
Role Designee ~
« Region nurses can view and approve field Cesignee
trip requests if a school nurse is not —
available.
Field Trip DeSigneeS Add Users (click here)
. The Principol Con Choose to grqnt iFieIdTrip To add a user, click on the 'Find’ button and search for the employee. Click on the employee
Designee access to individuals at the . — =
User Type: School -
school (e.g. SAA, field trip coordinator) ocatonmegion: | 107 o7 EL 308700 .
- The individual(s) designated as a Field Trip Moduts(system) | Fie Trp -
Designee is afforded the same level of
viewing and approving authority as the paauser Desipee v
Principal.
FIELD TRIP APPROVAL PROCESS
iFieldTrip General Approval Flow
REQUESTOR SCHOOL OFFICE(S) APPROVAL
*Requestor *Principal & -Office(s) ‘Request is
submits Nurse Certify** Approved

field trip Certify*

*Exceptions exsist (eg., athletic playoffs)

**Offices that are required to review depend on the characteristics of the field trip request. Offices that may be required to review
the field trip include: Office of Outddor & Environmental Education (OOEE), Interscholastic Athletics, Environmental Health &
Safety (OEHS), Division of Risk Management & Insurance Services, Student Integration,Title 1, Region, Superintendent, and/or

Transportation Services Division.
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LAUSD iFieldTrip for Principals
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RESOURCES

Risk Management Field Trip Website: https://fieldtrips.lausd.net
iFieldTrip Resources: https://achieve.lausd.net/Page/15087

CONTACT INFORMATION

Regarding Online System Issues:
ifieldtrip@lausd.net

Regarding Athletics:
o Athletics Office interscholasticathletics@lausd.net 213-241-5847
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