FIELD TRIP MEETING

SEPTEMBER 5, 2023 & SEPTEMBER 6, 2023






i BEFORE WE BEGIN..

PLEASE VISIT OUR TRANSPORTATION
SERVICES WEBPAGE AT:

DEPARTMENTS - BUSINESS SERVICES > TRANSPORTATION -
SITE/STAFF RESOURCES - FIELD TRIP RESOURCES


https://kec.rialto.k12.ca.us/

OBJECTIVE

* You will learn how to effectively plan and submit
transportation requests for your site’s field trips. You will
also learn how to use the Field Trip Calculator to obtain
estimates for trips your site would like to take. You will walk
away with an understanding as to which calculator is the
appropriate one to use based on different scenarios/trip
details.




FIELD TRIPS 6§ OUR CURRENT STATE

e At this time, we and our
vendors continue to be short
staffed. Because of this, trips
we used to be able to

< accommodate are more

) frequently being outsourced

: and in some cases denied. If
TOGETHER' you are planning a trip, it is

best to email me so | can

confirm we or our vendors

have availability to cover your

trip on the date(s) you are

looking into.




PRIOR TO BOOKING A TRIP:

We suggest emailing us at our Transportation email address:

ALLTRANSPORTATIONOFFICESTAFF2 @rialtousd.org

to provide us with the details and dates of your trip so we can
confirm we can provide transportation for the date(s) you
wish to travel.




NEW DEADLINE - 20 BUSINESS DAYS PRIOR TO DATE OF
TRIP

NEW TRIP CALCULATOR WITH NEW RATES — BOTH
CONFLICTING AND NON-CONFLICTING RATES HAVE
CHANGED

NEW CANCELLATION POLICY — MUST NOTIFY US OF A
CANCELLATION AT LEAST SEVEN (7) DAYS PRIOR TO THE
DATE OF THE TRIP IN ORDER TO AVOID A CANCELLATION
FEE.

BLACKOUT DATES



HOW TO GET AN ESTIMATE:

* FIRST, review the date(s) of your trip and refer
to the 2023-2024 Trip Calendar to see if the
conflicting hours are different for that day.
This will better allow you to determine which

Field Trip Calculator to use.




2023-2024 &

RIALTO UNIFIED TRANSPORTATION SERVICES
2023-2024 FELD TRIP CALENDAR
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NOTE: There are dates
throughout the year that are in
high demand and even non-
conflicting trips sometimes need
to be contracted out. These
dates are typically during the
March, April, and May months.
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TWO FIELD TRIP CALCULATORS

CONFLICTING CALCULATOR & NON-CONFLICTING CALCULATOR

CONFLICTING TRIP CALCULATOR (conTracT)

Day uf tha

RUSD TRIP CALCULATOR (NON-CONFLICTING)

am to 1:30 pm (Verify times on Trip Calendar) or
‘WeekendHolidays,/Breaks.

Calculate the sumber of buses needed For the trip

Wesksnd ur Huliday Ha = seats

paccengers | required

1 Kinder-3RD 26

# 4THand up

pls Day Trip

*THIS CALCULATOR 15 MEANT TO GIVE AN
ESTIMATE FOR YOUR TRIF. YOU WILL BE
BILLED APFROFRIATELY AFTER THE TRIF I3
COMPLETED. PLEASE MAKE SURETO
OVERESTIMATE IN CASE YOUR TRIF RUNS
LONGER THAM EXPECTED.

Spacial Raguart Charter Bur wp time 3t School and 30

-off).

AHasal Stap

Safary Yast, Buckle Guard,
Seat Baltr, Car Saat, ate.

# of Buses C.

Gradas

Humbar mf Adults

100 ar1
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*THIS CALCULATOR 13 MEANT TO GIVE AN
ESTIMATE FOR YOUR TRIP. ¥OU WILL BE
BILLED APPROPRIATELY AFTER THE TRIP IS
COMPLETED, PLEASE MAKE SURETD
CWERESTIMATE I CASE YOUR TRIP RUNS
LONGER THAMN EXPECTED.

“FOR ALL GRAD HIGHT TRIFS,
OTERHIGHT TRIFS, AND ALL ADULT
TRIFS, FLEASE COHTACT
TRAHSFORTATION FOR AN
ESTIHATE.

at $45.25/hr at 16033
Hours 3.00 .00 100
362.00 60,33

Rouadtrip

at $2.794
1
3

Total Per Busg
$425.12

*NOTE: YOU WILL BE CHARGED
ADDITIONAL TIME IF THE BUS IS LEFT
UNKEPT. [TRASH, SPILLS, ETC)
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WHICH TO USE???

CONFLICTING VS. NON-CONFLICTING

USE THE CONFLICTING TRIP CALC IF:

YOUR TRIP'S HOURS CONFLICT WITH OUR
AM/PM ROUTES.

« TRIP'S HOURS LIE OUTSIDE THE 8:30AM
TO 1:30PM (WEDNESDAYS 8:30AM to
12:30PM) TIME FRAME.

TRIPS THAT CAUSE A DRIVER TO EXCEED
A 16 HOUR WORK DAY.

TRIPS THAT ARE NOT BACK TO THE SITE
BY 9:00 PM ON A WEEKDAY, INCLUDING
FRIDAY.

USE THE NON-CONFLICTING/RUSD TRIP
CALCIF:

YOUR TRIP’S HOURS DO NOT CONFLICT
WITH OUR AM/PM ROUTES.

« YOUR TRIP'S HOURS LIE WITHIN THE
8:30AM to 1:30PM (WEDNESDAYS
8:30AM TO 12:30 PM) TIME FRAME.

* There are dates during the calendar year that have different conflicting times. Please refer to

the current school year's Trip Calendar that flags days that have different conflicting times.




WHEN THE FIELD TRIP CALCULATOR
DOES NOT APPLY FOR OUTSOURCED
TRIPS:

Grad Night Trips

Multiday Trips

Trips over 100 miles — May require unleaded buses instead of CNG
which could increase the number of buses needed for your trip

All Adult Trips

When the site requests a charter bus (special circumstances)
Athletic, Band, Choir, Speech/Debate, and ROTC trips
Trips requested by non-district departments/groups

NOTE: In order to get an estimate for these trips, you will need to provide
our department with all necessary details for your trip(s). Once all
necessary details are received, we will reach out to our vendors. When a
vendor confirms they can accept a trip, they will send our department a
confirmation slip. We will then be able to provide you with the estimated
cost.




e After determining the non-conflicting times for the date of
your trip, determine if your trip lies within the non-
conflicting time. If your trip does not stay within that time,
you will need to use the Conflicting Calculator. This
calculator will give you the estimate should we need to

contract your trip out. If it stays within that time, use the
RUSD Non-Conflicting Calculator.

 NEXT, we’re going to go over
multiple scenarios so you can
become more familiar with
determining which calculator
to use and how to use it.




FIELD TRIP CALCULATOR
HANDS ON TRAINING

The Field Trip Calculator can be found on our district’s webpage:
https://kec.rialto.k12.ca.us/kec

Once on the district website, click on Departments = Business Services 2>
Transportation = Site/Staff Resources

Find the location on the page that says Field Trip Resources and locate the file
that says 2023-2024 FIELD TRIP CALCULATOR—NEW RATES!!

RATIO OF THE GENDER OF THE CHAPERONES SHALL BE
THE SAME AS THE GENDER OF THE STUDENTS THEY
ACCOMPANY.

MINOR CHILDREN IN THE WORKPLACE BULLETIN ¥A CI iC k O n t h e fi I e t h at Says :
FIELD TRIP PERMISSION SLIPS --SHORTCUT 2023_2024 F I E LD TRI P CA LCU LATO R_ N EW
FIELD TRIP MEETING/TRAINING RATES ! !
S
s e T PO AL 10 REMENBES This is an excel document. Please make sure
@ to click prior to using the
RlALTOgliNlFlED Sy S;wISTRICT Ca I C u I ato r.

2023-2024 IMPORTANT DEADLINES TO REMEMBER:




SCENARIOS

Trip on November 2, 2023 to Lewis Family Playhouse. 150 students, 15
adults, 2" graders, Pick up: 8:30 AM, Return time: 1:30 PM (Regular Day)

Trip on September 13, 2023 to Lewis Family Playhouse. 150 students, 15
adults, 2" graders, Pick up: 8:30 AM, Return time: 1:30 PM (Wednesday,
Early Release for all Middle Schools and High Schools)

Trip on December 9, 2023 to Disneyland. 80 students, 4 adults, 8" Graders,
Pick up: 8:00 AM Return time: 9:00 PM (Saturday)

Trip on December 8, 2023 to Moreno Valley HS. 42 students, 3 adults, 10t
graders, Pick up: 4:30 PM Return time: 11:00 PM (Late Trip)

Trip December 1 — December 3, 2023 to San Francisco (ltinerary needed-
Multiple Day Trip-Field Trip Calculator DOES NOT apply)

Trip on December 15, 2023 to San Bernardino County Museum 90 students,
9 adults, 5t graders, Pick up: 8:30 AM, Return time: 12:30 PM (Early release
for all schools)

Trip on January 15, 2024 to Etiwanda National Preserve. 30 students, 2
adults, 12t Graders, Pick up 7:30 AM, Return time: 3:00 PM (Holiday)

Trip on February 14, 2024 to Aquarium of the Pacific. 76 students, 4 adults,
11th graders, Pick up: 9AM, Return time: 6:00PM (Too far for Drop/Return)




After confirming bus availability and determining the estimate for
transportation for your trip (and your group decides to proceed with
booking), please make sure to follow the procedures put in place by your
site. After all proper steps have been completed at the site level, proceed
with entering the trip in Field Trip Request ASAP. Our drivers, as well as

the companies we work with, book up fast. The more advance notice, the
better.

NEW DEADLINE: TRIP MUST BE ENTERED/REQUESTED AT LEAST 20

BUSINESS DAYS PRIOR TO THE DATE OF THE TRIP BEING REQUESTED.

FIELD TRIP REQUEST v 23, ps

https://www.fieldtriprequest.com/



FIELD TRIP REQUEST

FIELD TRIP REQUEST rovereve %9 bus

*Please make sure to fill _ ; _
out the transportation . om0
s fully e A - vo. || tow i CrRANSPORTATION ENTRY

accurately as possible.

Please call Transportation with any questions at (909) 820-7862

Activity: = Depart Date: =
\
Bus Trip Destination: © Pick up time From Schoal: =
) |
Trips are SChedUIed w Return Date: =
i

Budget Code: Return tim

according to the details p——— T
you provide. If any s e |
changes need to be made
after submitting a

request, they must be
made prior to the date of
the trip and they will
need the approval of
your Principal and

Support Provider.

Send To: = | IMPORT

Comment:




AFTER YOU SUBMIT YOUR TRIP..

Principal

Levi Bemis

J. Calvin Boyd
Merle S Casey
Sam Curtis
Helen L Deollahan

Dr. Edward M Fitzgerald
Dr. Emest Garcia

J. P. Kelley
Mancy R Kordyak
AH. Morgan
Georgia F Morris
Winn A Myers
Lena M Preston
Samuel W Simpson
V Trapp e
Charlotte N Werner Tami
Warren H Frisbie MS
William G Jehue MS
Ben F Kolb M$S
Ethel Kucera MS
Rialto MS
Wilmer Amina Carter HS
Dwight D Eisenhower HS
Rialto HS
Dr. John H Milor HS
Zupanic Virtual Academy
Rialto Adult School

nter

Early Education Alexis

Daniel Husbands
Mario Carran

Dr. Adam Bailey _ Ingrid Lin
Gilbert Pulido _ Ingrid Lin
Lida M Henry Dr. Me Jones
Elizabeth T Hughbanks Danielle O
Dr. Vi ns Dr. Ingrid Lin
Dr. Mitzi Moreland

Jeremiah De La Cruz  Dr.

a Van Belle Dr. Ingrid Lin
ominguez Dr. Ingrid Lin
. Marina Madrid
- Marina Madrid
- Marina Madrid

. Kevin Hodgson
ynduagwuik Dr. Marina Madrid

Karla Guzman
Alberto Camarena
Dr. Mak Gaines

Rodriguez
ce Gutierres

Butler - Manuel Burciaga

. Ray Delgado

Norberto Perez
Dr. Manuel Burciaga
al Henrigu ic Dr. Kevin He
aroline Sweeney Dr. Manuel Burciaga
Norberto Perez

Kimberly Watson

ogarin, Admin. Dr. Patricia Chavez

Education Support Provider
Dr. Monte Stewart Dr. Marina Madrid

Your trip request will go through the approval
process. Both your Site Principal and your
Site Support Provider will need to review the
details of your trip and push it through
showing that they’ve approved it. If
everything is approved, Transportation for
your trip will be arranged.

Favorites

No favorites have

been saved.

New Favorite:

‘ Create Favorite ‘

History

Show Details ‘

Trip Request

Trip ID #R512230 (EISENHOWER HIGH ATHLETIC) - Waiting Approval by TRANSPORTATION
Requested by MONIQUE MARQUEZ on 8/4/2021 at 2:19 PM

Please call Transportation with any questions at (909) 820-7862

Activity: *
| EHS Boys Fr Football v|

Bus Trip Destination: *
| Palm Springs High School 2401 E B: v

‘Destination, If Not Listed Above: ‘
Budget Code: *
‘ 01-0011-0-1500-1000-5720-410-0210 ‘

Adults: * Children: * Wheelchairs:

2 w0 |
Grade(s):

Depart Date: *
loneoz1 |

Pick up time From School: *
[1:30PM |

Return Date; *

(912021 |

Return time to School: *

[8:00 PM

Education Purpose: *
‘Game

Lunch Stop: * @ Yes




AFTER YOUR TRIP IS APPROVED..

The Field Trip
Coordinator will work
on setting up
transportation for your
field trip. The details of
your trip will be
reviewed in relation to
our Route Flowchart,
the district calendar,
bell times/schedule for
that given day, RUSD
and vendor driver
availability, and bus
availability.




AFTER YOUR TRIP IS APPROVED..

==y Coverage Board

Date:08-31-2023 REGULAR SCHEDULE
Bus # Driver Route #

s i el Our Monthly Calendar—Diff Bell Times

226/GUERRA, C
Wilor HS [Rowte 5
ROUTE 8 AM S - (Herd .

MID-DAY
ROUTE 8 PM Wilor HS
B

ROUTE 20 AM

Transportation / Garage Department

August 2023

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
- i
7 9 | MS Min Day 11
FIRST DAY OF SCHOOL Elem entary Mini day |Elementary Mini day
Wemer K - Mini Day
I I
[ 1]

BUCIO, R

|GARFIAS, A
Ll S -
\ ROUTE 20 PM| CHB (1) [Route 35

| Kucera
ROUTE 27 AM| Kaordyuk
CHS.

Korayak -

ROUTE 27 PM L ororid
CHS

BRIAN CANTANO e =
EXTRA WORK 1:26 PM PICK UP )

EHS - MINI DAY

16 MSMinDay |
HS Collaboration Day

CHS 2:38 pm

. mad. Day |
HS Collaboration Day
EHS 2:36 PM
RHS 2:21 PM

30, Ms MinDay
HS Collaboration Day
EHS 2:36 PM
RHS 2:21 PM
CHS 2:38 PM TN -SERVICE 9:00-10:00
Legend
Elementary Mini day
HS Collaboration Day

Important info

Example of Daily Dispatch/Coverage
Board




AFTER YOUR FIELD TRIP

Please take our FIELD TRIP SURVEY. We would like to
hear your feedback on the service you received. Take our
field trip survey by visiting our webpage. You will see the
image below:

Thank you,

Jihey Grrose

Lindsey Grawe
Transportation Support Technician
(Field Trip Coordinator)

CLick HER®

ve. Rialto, CA 92376

You can also find a link to the survey in the et
signature section of my emails =——————)-




AFTER YOUR FIELD TRIP...

Our RUSD driver will turn in a completed Trip Ticket. If your trip was
outsourced, the vendor will supply us with an invoice. These documents are
what are used to calculate the cost of your trip.

Awalon Transportation

RUSD TRANSPORTATION SERVICES TRIP TICKET

West Rialto Avenue R

DRIVER: HALL, |
CLIENT: Morgan ES DATE: 4/14/2023

TRIP:
GROUP:  Morgan Elem End of the Year RE14948

VEHICLE: 221 or
CONTACT: Alex Vara 1ip i iy T
201.8)% - , the b cetraped fom

1

TOTAL PASSENGERS: 67
LUNCH STOP: TRUE

Actual Time
SIGN ON: 3

StopType  Location N Qdometer

Pick Up Rialto Bis Vard___ O 27

K Cry BaTO AP
StopType  Location Name Time Odometer
Pick Up Morgan ES 9:00 AM

Stop Type e 5 oc: s Time
Drop Off

Stop Type o . Location Add:

Pick Up

722 7

StopType  Location Name Location Address Time Qdometer

Drop Off Morgan €S 1:00 PM

Stop Type X Time Actual Time
Drop Off & u/

SIGN OFF:

Driver Signature:

*If you need assistance after hours, please text or call the after hours field trip phone at 909.586.8208. Please leave a
message if no one answers




FIELD TRIP BILLING

A back up document will be sent to you by the
7t business day of the following month. You
will have 48 hours to review this document and
dispute any charges if you need to. After 48
hours, we send all information to Fiscal. They
take care of the billing and they will send you an

s\ 17

BILLING



BACK UP
STATEMENT

CONTRACTED
EDUCATIONAL
TRIP BACK UP
STATEMENT mmm)p

CONTRACTED EDUCATIONAL TRIP BACK- UP STATEMENT

Rialto Unified School District Trip#: | R510607
Transportation Department SR
625 West Rialto Ave

Rialto, CA 92376

Phone: 909-820-7862

Statement Date: | 05/20/2020

Date Submitted 15Ce0

Depart Date: 3/6/2020 Return Date 3/5/2020

Pick up Time: 7:30:00 AM Drop

Time
Site/School: N. Palm Avenue, Rialto 92376 (Parent Center)

) . [MUSEUM OF TOLERANCE
Destination: | 5756 W pico Bivd, Los Angeles, CA 90035

# of Students GRADES LUNCH STOP

Name of Supervising Adults: ie Ayala, Principal on Assignment
Education Purpose/Activity: | Study trip for parents
Budget Acct. #: | 01-3010-0-0000-2495-5720-785-0264
Contractor | CA BUS SVC

HOURS COST

Start Time : MIN CHARGE RATE
End Time 3:30:00 PM (5 hrs. or less) (s430.00) | Eai

StartTime | | EXCESS RATE
&2

End Time (above 5 hrs.)
MILEAGE MILEAGE COST

StatMieage | |
(.

TOTAL TRIP COST $696.00

Start Mileage

COMMENTS:

f(b;;lLED MAY 2 1 2020




BACK UP ot s

TRIP#: W
Rialto Unified School District 1

Transportation Department STATEMENT DATE: 05/20/2020
625 West Rialto Ave

Rialto, CA 92376

Phone: 909-820-7862

Date Submitted | 1/23/2020

Depart Date: | 3/6/2020 Return Date | 3/6/2020

Pick up Time: | 8:00:00 AM Drop Time | 11:00:00 AM

Site/School: Preston ES

POMONA FAIRPLEX
101 W McKinley Ave, Pomona, CA 91768

Destination:

# of Pupils/Children 85 GRADES

RUSD (IN-HOUSE) — =

Name of Supervising Adults: | Ward/Woodard/Dietz

Education Purpose/Activity: | STEAM
E D U ( A I I O N A L Budget Acct. #: | 01-0000-0-7151-1000-5810-230-0541

Driver: | WAGONER, V

TRIP BACK UP ==

HOURS HOURS COST
Start Time 8:00:00 AM

STATEMENT mmm)p I

$37.50

End Time

MILEAGE MILEAGE COST

e 5824

___Mileage 4 $2.79 $150.66
End Mileage 5878

Start
Mileage

End Mileage TOTAL TRIP COSﬂ $256.91

COMMENTS:

The appropriate site personnel will have 36 hours to dispute charges after this st t is sent. Otherwise, all charges are final.

E-MALED MaY 7 1 Wlmf\

Fiscal will provide final invoice.
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THANK YOU FOR ATTENDING!



