
ifieldtrip for Principals

HOW TO GET STARTED
Online Field Trip System (request/approve): ifieldtrip.lausd.net
ifieldtrip resource page (job aids/videos): achieve.lausd.net/Page/15087

GENERAL OVERVIEW

Flow
School

•Teacher, Athletic
Director, or other
requestor submits

•Principal & Nurse
approve w/some
exceptions (e.g.
athletic playoffs)

Central Offices

•Appropriate offices
approve as needed
(e.g. Risk Mgmt for
not a pre‐approved
site; Transportation
if using LAUSD bus;
Outdoor Ed if
camping)

Local District

•LD approves non‐
routine (e.g. out‐of‐
state, overnight,
taking train, not a
pre‐approved site,
etc)

Superintendent

•Sup’s Office
approves out‐of‐
state trips

Dashboards
• View/Create Dashboard: see all trips for your school (example below)
• Approval Dashboard: see all trips for your school requiring approval

summary of 
trip

latest LAUSD 
bus details

pending approvedpending
(awaiting other 

approvers)
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Principals Must Designate their Nurse
• Once the Principal designates their nurse in the

Principal’s Portal, the school nurse can view and
approve all trips for the school

• LD Nurses can view and approve all trips in their
Local District and can approve if necessary

Principal’s Portal>Tools>User Manager

ifieldtrip.lausd.net
achieve.lausd.net/Page/15087


• 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)

Principal’s Certification

Review the trip before approving

In addition to contact, destination, 
transportation, and funding info, the 
summary includes rosters, identifying 
students with a health alert, IEP or 504
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NEED ASSISTANCE?
Regarding Online System Issues:
○Marlene Isara marlene.isara@lausd.net
○ Neal Lalwani neal.lalwani@lausd.net

Regarding Insurance/Pre‐approved Sites/Policies:
○ Danielle Lim danielle.lim@lausd.net 213‐241‐0329
○ Patricia Quinteros patricia.quinteros@lausd.net
○ Joseph Encarnacion j.encarnacion@lausd.net

Regarding Athletics:
○ Athletics Office interscholasticathletics@lausd.net 213‐241‐5847




