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Field Trip Request Process Through TransTraks Program

Welcome to Transtraks, the San Bernardino City Unified School District software platform for
Field Trip reservations. This guide will take you through the step by step process of
successfully entering and managing your trip reservations for your site or department and
provide you with District policy and procedures related to Field Trips. To ensure a successful
reservation and trip, please note the following pointers:

® Once a reservation has been entered, editing can only be done by Transportation or a new reservation
must be created.
e All reservations require complete fields including address, pickup/drop off locations, passengers, and
most importantly, times.
e Each reservation MUST include the four (4) required times.
® Please make sure to plan accordingly, indicate and follow reservation times -
o CHP regulations strictly stipulate the number of service hours for drivers on duty. Any
unplanned schedule changes can impact the drivers hours on duty.
o Adriver can refuse service for any unplanned changes that may jeopardize his/hers service
hours.
e A reservation secures a bus specifically for the indicated times/destination.
e Any last minute changes must be pre-approved by the Transportation Department and/or busing
provider.
® Only high school athletics may use the TBD for times for games or tournaments that are pending the
outcome of a prior event.
e All trips must be entered at least 15 business days in advance (excluding weekends and District
holidays) to ensure availability and acquire appropriate site approvals.
e Supply and demand can create challenges with fulfilling requests. Every effort is made to fulfill
reservations. Monitor your reservation for status updates.

If you have any questions or require additional support, please call the Transportation
Department at (909) 388-6125 or email field-trip@sbcusd.k12.ca.us. Avoid emailing
individual Transportation staff and/or the “Transportation Services” email group!
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How To Access TransTraks Trip Request Center

Open your Internet Browser and in the Address Bar of the browser enter the following address:

http://triprequest.transtraks.com

o It must be typed exactly as found above. You can also create a shortcut on your desktop
with the above address so you can just click the icon and go directly to the Trip Request
Center.
. TransTraks can be accessed from your mobile phone, tablet, laptop, or PC as long as you have any

type of internet connection at any time.
. Users can also access TransTraks through the District website under the “Field Trips” page

by clicking on the “TransTraks” link. Clink on the bus icon on the District Transportation
page. See below.

HOME > DEPARTMENTS > FACILITIES/OPERATIONS > TRANSPORTATION : FIELD TRIPS

Field Trips
Field Trip Forms W AR GEANASGE AR

“Delivering Hope”
e ORI S

Field Trips

TRANSTRAKS USER GUIDE

If your name does not match the username assigned to the school site, please contact Transportation via email, Field-
Trip@sbcusd.k12.ca.us.
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Sign-in With Your Username and Password

Each elementary & middle school site will have 2 authorized users, high schools will have 3 users.

. Each authorized user has been assigned a username and password. The sign-in screen looks
like the image below. Both fields are case sensitive

. If a new account is needed, please send an email to field-trip@sbcusd.k12.ca.us

. If you are using someone else’s account, please note your name in the “Purpose” field

Trip Request Screen

TRANSTRAKS

School /Trip

sensign Logout

School/Trip Module

Trip Review

Please Note the

Trip Customer Information:
Following About Trip

School: l| choose a schoo! v
Transportation sets each Agency:
trip's charge rate. The rate
may be based upon factors  pepartment:
such as miles, hours,
destination, time of day, )
etc. Review the e
confirmation that you will
receive for estimatet
charges. Final costs will b o
based upon actual miles, HE
hours, ete.
Contact:
Email:
PO #;
Account #;

Account Desc.:
# students: i # Adults: =w/c:

Trip Instructions:

[ submit § cancel |

Once you have signed in, you will be taken to the “Trip Request” Data Entry Form

Destination Information:

Trip Status:

Destination:

Address:

out of Area:

Food Stop:

Overnight:

Take-to-one-way:

Return-from-ane-

way:

= Pre-sch:

Proposed

J choose a destination

= Buses:[] |1

Customer Instructions:

Page 5

# Oth Veh:

Departure Date:

Return Date:

I| Choose a trip type

: Mins.

Grade:
Trip Type:
Trip Leader:

Hrs.
Bus Arrive School: ME
Bus Leave School: | |
Event Time: v
Leave Dest.: ME
Bus Return School: || ME
Purpose:

San Bernardino CLty

AM/PM

. See the form below
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Trip Request Screen

The following 7 sections are the required fields to be selected for a complete reservation. If all sections are not
completely filled out, the system will not allow you to proceed or submit the reservation. The following image

below is a step by step overview of each section and what you will need to enter.

TRANSTRAKS

Admin gmarvel Logout

School/Trip Module

0 TripReview

Admin

Please Note the Trip Customer Information: Destination Information: 3 3
Following About Trip ¥ | : S eparture Date: ||
Rates Schogk: ll| choose a school v Trip Status; Proposed
3 EEoe Return Date: [ |
Transportation sets each -, Destination: | 3 I Choose a destination
trip's charge rate. The Grade:
rate may be based upon De i s
. p partment: Address;
factors such as miles, < Trip Type B| cheose atrip ~
hours, destination, tme of s
day, etc. Review the EEE] i [
confirmation that you will Do Rrwas | PR
raceive for estimated U se 4
charges. Final casts will be ; f |
based upon actual miles, Phane: Focd Stop: Sty 5 S
hours, ste. rrive Schoofi
Contact: Overnight: Wh_en =
Leave Scheol: I
Emailt Take-to-ane-way: Needed
o Event Tima:
20 #: [ Return-from-one-
2 way: Leave Dest.:
Account & | [ ]
. Return School: ]
Lscgunt Dece,
= Students: = Adults: = Wic: | 5 Bre-sch: # Buses:§ |1 # Oth Veh! \ /
Trip Instructions: Custemer Instruetions: Purpese. T ] h
»

C f.ZJ

£ All Rights Reserved - Perseus Associates, LLC

Complete Trip Request

Users will be required to enter in key data such as your school site, destination, dates, times of trip (4
times must be entered), account (budget) number, etc. Required fields are highlighted with a (gold,
bronze, tan) rectangle next to the field.

Admin gmarvel Logout

Admin

ation: !| |
| Return Date: i |
. Complete one entry for each trip regardless of the number of buses.
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Trip Request Screen

Section 1: Select School Site Or Department

Choose your school site/department from the drop down menu. Depending on your authorization, most users
will only see their school’s name or department’s name (See image 1-1). High schools will see all the athletic
teams for JV, varsity, girls, boys, band, cheer, as well as a none selection. The “none” selection is used on all
education trips.

1-1

TRANSTRAKS

School /Trip

School/Trip Module
Logged In Successfully

Tnp Review

Please Note the
Following About Trip
Rates

Transportation sets each
trip's charge rate. The rate
may be based upon factors
such as miles, hours,
destination, time of day,
etc. Review the
confirmation that you will
receive for estimated
charges. Final costs will be
bazed upon actual miles,
hours, etc.

Trip Customer Information:

School: _ Del Rosa El, Mone v
Agency: San Bernardino City Unified School District
Department: Mane
Address: 3395 Mountain Ave

San Bernardino, CA 52404
Phone:
Contact:
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Trip Request Screen

Section 2: Account Numbers

All reservations require a 25-digit budget account number, even if it's not to be charged. Please reference the
following next steps:

. User can use the magnifying glass icon to the right of the Account # field to see up to
six predefined account codes for this school or department (See image 2-1).

. Users can also enter a different account string if appropriate. However, the object code
should always be “5712”. This is a required field. Just below it is an Account
Description field that is optional (See image 2-1).

. If this is a WALKING, PUBLIC TRANSIT, OR PRIVATE VEHICLE trip — Choose site budget and
type in “Account Desc.” field what form of transportation is being used. Budget will not be
charged.

2-1

Phone:

Contact:

Email:

PO #:

Account #: 8101 0000 0 1110 1000 5712 000 000) Q)
Account Desc.:

Page 8
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Trip Request Screen

Section 3: Trip Status
Each newly entered trip is classified as “Proposed” until vetted through the audit process.

Yellow school bus trips move from “Proposed” — “Approved” status once audited by Transportation for
required information.

Once in “Approved” status, the vendor will accept and move the reservation from “Approved” —
“Scheduled” status.

Reservations assigned to coach buses or other yellow school bus vendors move from “Proposed” —
“Confirmed” once audited from Transportation and a vendor has accepted the reservation.

3-1

Destination Information:

Trnp Status: Proposed

Destination: Choose a destination
Address:

Out of Area:

Food Stop: '

Overmight:

Take-to-one-way:

Return-from-one-
way':

To enter a destination, you can start typing the name of the destination or use the drop-down arrow to
see the alpha list of destinations (See image 3-1).

e Select your destination by clicking on the correct one

e Trips must not deviate from the requested location that was entered. Any changes must be submitted
through a “Change Memo” form and approved by the Transportation Department prior to the trip
occurring. Changes on the day of the trip will not be accommodated.

Page 9
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Trip Request Screen

If the user cannot find a desired trip destination, select “New Destination” from the drop-down menu
and enter new destination details in the “Purpose” field (See image 3-2). Users must enter the name of
destination, address, city, state, & zip code. The Transportation Department will upload new
destinations in the database for future use. Please note, field data characters max out at 255. Please
only enter pertinent information.

3-2

Purpose:

Mew Destination - Ice Town
10504 Magnolia Ave. Riverside, CA 92505

Food Stop - Check this field if your intent is to have a meal stop either before or after your destination location.
Meals stops require the following information in the “Purpose” field (See Image 3-3 ):

o Name of Establishment
o Address, City, State & Zip Code
o Duration at Establishment

If “Food Stop” is not indicated on the reservation with the required details, the driver may not comply with
the request the day of the event.

Please note, food or beverages are not allowed inside the bus at any time; no exceptions! Dispose of all food
and drinks before returning to the bus.

3-3

Purpose:

Food Stop;InNQut, 795 W.5th St, SanBnde,52410; 11:00-12:00pm
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Trip Request Screen

Important - If you are going to a camp or a one-way trip:

e Check off the “take-to-one-way” box.

o You will need to enter a new trip for the return trip.

e Upon returning from camp you will need to check off the return-from-one-way box.
® For each trip the dates must be the same.

® The departure date & return date must be the same for each trip.

e You can’t have different dates on a trip.

e Any trip with 2 different dates will be rejected and you will have to submit it again.

® Any trip that requires a bus for more than 1 day will require a separate entry for each day that
you will need a bus. If you’re going on a 5-day trip to tour universities or any type of trip for
multiple days, you will need to enter 5 separate trips for each day you plan on using the bus.

Please Note - Only check the boxes if you are requesting a food stop or require one of the 5 options listed
(See images 3-1)
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Trip Request Screen

Section 4: Dates, Times, Trip Types, & Estimates

Dates - This section requires users to complete data entry in all 7 fields. In order to complete the request,
fields cannot be left blank.

e Departure and return dates can either be typed or selected from the pop-up calendar.
e If typing, use the MM/DD/YYYY format.
® The departure & return date must always match (See image 4-1)

4-1
Departure Date: ] |[11/20/2017
Return Date: I [ 4] November 2017 D
] Grade: | Su Mo Tu We Th Fr Sa
e
sl e 7| || 9 10 1
Trnp Leader: I
s s s ]
| 18| 20| 21 22| 23|| 24| 25|
Bus Arrive School: J 2“i” 2:‘I” 2’3” 29” 3“|

Sy VIR S DT T

Departure Date: ]| 06/13/2023 |

Return Date: ]| 06/13/2023 |

Trip Request Screen
Page 12
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Grade - User enters the grade or range of grades of the students intended on the trip. The field is
free-form and must be manually entered (See image 4-2).

Pl n r re MANDATORY for all Swim Field Trip R

Trip Type - Users must indicate the type of trip being requested. The choice is limited to “Educational”
or “Athletic”. Use the drop down arrow to select the appropriate trip type (See image 4-2).

Trip Leader - Users enter the name of the lead Administrator or Teacher overseeing or requesting the
trip. The Trip Leader field is free-form and is to be manually entered (See image 4-2).

Please note, a request for a Coach/Charter bus will require both the Trip Leader Name and Cell Phone
Number entered in the “Trip Leader” field. All vendors require a point of contact name and phone
number to confirm reservations.

4-2

Departure Date:

Return Date:

Grade: K-5
Trip Type: Educational r
Trip Leader: Charlie Brown|

“Trip Type, Estimate Only” - If requesting an estimate for a potential trip, select the “Estimate Only”
option from the drop-down menu in the “Trip Type” field (See image 4-3). All required data fields must
be completely filled out. An “Estimate Only” is not a reservation and does not secure a bus. Estimates
are provided by the vendor and can take several days for a response.

Tnp Type: Estimate Only v
Trp Leader: Mickey Mouse

Please monitor your trip review screen for the estimated costs. If user determines to move forward
with the “Estimate Only” request, submit a “Change Memo” form and send it to
field-trip@sbcusd.k12.ca.us
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Times - All trips require four time entries as indicated below. Failure to enter the 4 required times will
cause your trip to be rejected.

Never use TBD for any educational trips. This option is only for athletic events where the outcome of
another game is pending.

Arrive School - This required field indicates the time the user wants the bus to arrive at the
school/location to LOAD students. Users need to factor anticipated student/passenger and equipment
load time, seating, and additional five minutes for mandatory emergency safety orientation from the
driver. When entering times, please indicate AM or PM (See image 4-4)

Leave School - This required field indicates the time the user intends the bus to depart from the
school/site after boarding and on route to destination. This time is typically 10-15 minutes later than
your arrival time to your school site. When entering times, please indicate AM or PM (See image 4-4)

Leave Dest. - This required field indicates the time the bus will LOAD from the destination of the trip.
When planning time, please note the following:

Please indicate AM or PM

Buses cannot exceed 55 MPH

Buses are not allowed to use carpool lanes nor use toll roads

Please consider the time of day, location, weather, and traffic conditions

Please note, departure times are not flexible. Deviation from the reservation “Leave Destination” time can
have other consequences such as delays to home to school busing service, other field trips, and/or place the
driver/s at risk for exceeding service hours.

Return School - This required field is an estimated return time to the school/site. When calculating a
return time, factor variables such as:

e Time of day

e Traffic

e \Weather conditions

® Leave destination time

® Buses only able to travel at max speed of 55 MPH

Hrs. : Mins. AM/PM Hrs. : Mins. AM/PM

Bus Arrive School: 09 ¥(: 00 ¥ AM T Bus Arrive School: oo ¥|:lo0 ¥ AaM T
Bus Leave School: 08 ¥|: 00 Y| AM Y TBD: Bus Leave School: 09 v(:|10 Y || AM ¥ |TBD:
Event Time: T r T Event Time: T r T
Leave Dest.: g2 ¥(: |00 Y||PM ¥ Leave Dest.: p2 v|:|00 ¥|(PM ¥
Bus Return School: 8| 02 ¥ (: |00 ¥ || PM ¥ |TBD: Bus Return School: | 03 ¥ |:| 15 ¥ [/ PM ¥ |TBD:

Page 14
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Trip Request Screen

Section 5:

Adult/Chaperone Ratios, Meal Stops & Bus Types

Passenger Counts - Enter total # of Students, # Adults, # W/C (wheelchairs), # of Required Buses, # of Oth

Veh (other vehicles like mini buses) (See Image 5-1).

Note -

Your passenger count accuracy is very important. Drivers will not exceed seating capacity; passengers

can be left behind.

District policy for required Adult Chaperones to Student ratio is 1 chaperone for every
10 students. It is the “Trip Leads” responsibility to ensure appropriate supervision is
provided in accordance with Board Policy 6153.

In accordance with District AR 6153, trips involving water activities require the following
ratio of Adult Chaperone per student:

o Grades TK—3™ 1 adult for every 4 students

o Grades 4" — 6™ 1 adult for every 8 students

o Grades 7" —12™ 1 adult for every 10 students

Wheelchair accuracy is very important since most buses are not equipped with ramps
and those that do, have various seating configurations. Please call the Transportation
Department if you have any questions.

All special seating accommodations such as star seats, safety vest or wheelchair
securements need to be indicated in the “Purpose” field in TransTraks.

Once the passenger count is determined, indicate the number of buses you require. Use
the following to calculate buses:

o Big buses: 48-50 total passengers
o Mini buses: 16 total passengers

o Wheelchair buses: 2-3 wheelchairs plus up to 10 additional walk-ons (varies due
to different configurations).

District policy prohibits unauthorized passengers. Only site designated students,

approved school staff and vetted chaperones may be transported on field trips.

# Students: 90 & Adults: |9 # W/C: # Pre-sch: # Buses: 2 # Oth Veh:
Trip Instructions: Customer Instruchions:

Page 15

# Of Riders, Wheelchair Riders, Star Seats, Safety Vests,



fﬁb"*
IR N BERNARDING CITY

E \&
S -
il - WS UNIFIED SCHOOL DISTRIC]T

Marking Hope Happen
‘smb W

Any passenger count changes after the original request must be communicated via a “Change
Memo” form. Adding buses at the last minute may not be an option. In addition, canceling buses
outside the cancellation window will result in late fees and/or be fully charged (subject to
vendor terms and conditions).

Other Veh: - All trips must be submitted in TransTraks, even if a bus is not being requested. “Other Veh” should

be used for walking, public transit, or private use vehicle trips. Walking includes, but is not limited to, taking a
classroom down the street to visit another school, park, etc.
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Trip Request Screen

Section 6: Purpose Field Use & Examples

The “Purpose” field is where users indicate specific trip details, needs and/or requests. The following
are examples of how the “Purpose” field is used (See images 6-1):

Storage required for 50 lunches, band equipment, athletic gear/equipment, etc. Not all buses
are equipped with a storage compartment.

Star seats, safety vests, & wheelchairs must be indicated for any riders requiring special
securements or equipment for transport.

Requests for mini buses, such as for special education students or for groups smaller than 16
should also be indicated in the “Purpose” field. There is NO storage compartment on mini
buses.

If you are requesting a luxury charter or coach bus you must indicate that in the “Purpose” field.
Otherwise, all buses requested will be yellow school buses.

Use the “Purpose” field to communicate anything that Transportation and the District might
need to know that is not covered in the other boxes.

Please note, the “Purpose” field in TransTraks cannot be left blank. If there are no special requests being
made you will be required to type something in. You can use “Educational Trip” or “Athletic Trip” in the
purpose field so that it is not blank.

6-1

Purpose:

2 mini buses required
10 star seats required

Purpose:

Requesting 3 Charter Coach Buses, Storage [eq. for football equipment.

Purpose:

Storage requested for 50 lunches,
Storage requested for 40 musical instruments.,

Page 17
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Trip Request Screen

Section 7: Submitting Trips
Click the “SUBMIT” button when finished to enter and save the trip into the database.

Once you click on “SUBMIT” the “Trip Review” Screen then appears, and the tan band reads “You
have successfully requested a trip.” (See image 7-1)

7-1

School fTrip

School/Trip Module

You have successfully requested a field trip

Trnp Reguest

If a required field is missed, the user will receive an error message telling them what was missed and
giving the user an opportunity to fix the errors (See image 7-2). The required fields will be noted in
green. Once corrected, the user can click “SUBMIT.”

7-2

School /Trip

School/Trip Module

The Departure Date field is required.
The Return Date field is required.
The Grade Level field is required.
The Trip Type field is required.

The Leader field is required.

Tnp Review

Please Note the Trip Customer Infi

Page 18
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Blackout Dates - If you receive the message “triprequest.transtraks.com says:” (See image 7-3 below);
the trip date selected is at capacity for yellow school bus field trips and is blacked out for reservations. If
we can schedule it with a charter or coach vendor, the reservations will be moved to “Confirmed” status
and vendor details will be noted. If we cannot fulfill the request, the trip will be moved to “Canceled”
status.

7-3
triprequest.transtraks.com says:

The field trip that you are submitting is on a date designated to be a
'Blackout Date' by the Transportation Department. Upon submitting this

Always have back up dates in mind. Just because a date is not blackout, your reservation may still be
denied due to vendor capacity or availability. At times, larger groups become more difficult to
accommodate depending on day of the week and vendor availability.

If you change your mind and do not want to submit the trip, click on the “CANCEL” button in the lower
left hand side of the form. By clicking the “CANCEL” button all fields on the trip request form will be
blank.

Once you submit a trip, you can no longer make any changes to the trip. All changes, cancellations,
updates, etc. must be done via the “Change Memo” form.
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Trips Status Tracking
Allow 5-10 business days for a trip to be “Approved” and/or “Scheduled.”

“Approved” Status - Once a trip is in “Approved” status, the trip has been audited for completion and in the
process of being scheduled by the school bus provider. Approved status only applies to the District yellow bus
contractor for home to school service and field trips. You will also be able to see the estimated cost. Approved

status does not mean you have a scheduled bus.

“Scheduled” Status — Scheduled status indicates that the yellow school bus provider has received and
scheduled your trip accordingly. “Scheduled” nfirms th

trip.
Unless indicated by the user, all trips are booked through the District yellow school bus provider.
“Confirmed” Status — Confirmed status indicates that your trip has been scheduled with a charter yellow

school bus or charter coach bus vendor. Physical trip confirmations must be signed and returned to schedule
these trips. All “Confirmed” trips require a point of contact name and cell number.

Charter/Coach Vendors - When requesting a charter vendor, the trip status will show “Proposed” while
we are auditing the trip and contacting vendors. Transportation or vendor will provide a confirmation
contract with all details. It is the responsibility of the school site or department approver to confirm all
details and review the cancellation policy. The trip will move to “Confirmed” status upon the return of
the signed trip confirmation form provided by the charter vendor. Signed contract is sent to the
Transportation “Field Trip” email.

*Charter/Coach cancellation policies vary amongst providers. Review all contract details for specifics
and fees.

Upon “Scheduled” or “Confirmed” status, plan your proceeding trip requirements:

e Permission Slips with the destination noted distributed to students for parent authorization
e Advise Nutrition Services regarding any sack lunch needs

Page 20
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Review Your Trips

Box A: Filter Options = Choose the appropriate options or dates to facilitate a search. Example:

Enter a date range, select your school, and then click the “Filter” button. Within the filtered selection,
click on column headers to sort. To print the selection, click the printer icon located above the selection
(under the tan band). To clear the filtered selection, either remove the date ranges and click “Filter” or
click the “Trip Request” tab then return to the Trip Review tab.

Box B: Click on a header to sort trips - You can toggle between sorting A-Z or Z-A.

Box C: Click on the envelope icon to email Transportation or another

District department regarding changes or updates to a trip - The trip

information will automatically be included in the body of the email. Click the printer icon to print trip details
on the line indicated or the printer icon above the selection to print all the trips in your filtered selection.

e Other Info: TranTraks cannot receive emails. Please send all correspondence to the

transportation field trip email: field-trip@sbcusd.k12.ca.us

School/Trip Admin gmarvel Logout
School/Trip Module Admin
Trip Request | '

| | L
\ | C =
Filter Options: | 1
&l Trip Numbers  [w ! ! L !
= = TrransTra I s P |
Al Schooks - 01:15 FM 06:45 PM Mone =
All Departments  |W 153 1 o 1 Completed  TransTraks Canyon Elementary Canyon High School 2 ek
01:30 PM 04:30 PM Hone =
All Destinations  [w
5 40 2006-02-01 2006-02-01 2006-01-10 Completed W. TransTraks Elementary Santa Ana HS —
AN Statuses b4 01345 M 02:45 PM Mone o=
All Trip Types ~ z z
37 2006-02-01 2006-02-01 2006-01-10 Completed W, TransTraks Elementary Kelly Stadium &
Al Submitters | 01:45 PM 04:45 PM Hone =
Deporture Date Range 36 2006-02-01 2006-02-01 2006-01-10 Completed W, TransTraks Elementary Tustin HS () i
02:15 PM 07:00 PM tone =
L ——r 1 2006-02-01 2006-02-01 2006-01-10 Completed W. TransTraks Elementary Kelly Stadwm (=
i 03:45 PM 06:30 PM tona
= A | 146 2006-02-01 2006-02-01 2006-01-25 Complated  TransTraks Canyon Elementary Santa Ana HS \E_E_J
| | 05:30 PM 03:30 PM hone
= 75 2006-02-01 2006-02-01 2006-01-11 Completed N. TransTraks Elementary UC Ireine: =
08:30 AM 01:30 PM None e
I8 2006-02-01 2006-02-01 2006-01-10 Completed W, TransTraks Elementary Bowers Museum ]
08:30 AM 10:45 AM Kone =
39 2006-02-01 2006-02-01 2006-01-10 Completed W, TransTraks Elementary Bowers Mussum = =
08:45 AM 12:00 PM Hone =
156 2006-02-02 2006-02-02 2006-02-02 Completed TransTraks Beach Elementary Costa Mesa High Schosl 9 —
01:15 PM 05:30 PM None =
45 2006-02-02 2006-02-02 2006-01-10 Completed W. TransTraks Blementary El Tora High School [
01:30 PM 04:00 PM None
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If you need to check the status of a trip, date it was submitted, date & time of the trip you may do so
under the "Trip Review” option. Below are the status definitions:

e Approved status — Once a trip is in “Approved” status, the trip is in the process of being
scheduled. “Approved” will apply to the District contractor yellow school bus provider. You will
also be able to see the estimated cost. “Approved” status doesn’t mean you have a bus reserved.

e Billed status — Trip will change to ”Billed” status, pending an invoice. This is still an estimate.

e Completed status — This status is used for WALKING, PUBLIC TRANSIT, OR PRIVATE VEHICLE. No
budget will be charged for these trips.

e Confirmed status — This status will be used for charter yellow school bus or charter coach bus
vendors. Physical trip confirmations must be signed and returned to schedule these trips.

e Denied — Trip is not canceled nor scheduled. Trip is pending missing or requested information.
An email is sent, reply ALL with information needed to schedule the requested trip.

e Paid status — Once our department receives an invoice, the trip will go to a paid status. This
will be the actual cost of the trip being charged to the assigned budget.

® Proposed status — Once you submit your trip, it will remain in this status until we do a field
trip sync and it is audited by Transportation.

e Quoted status — This status will be used for estimates only. These are not scheduled trips and
dates will continue to be booked. Please remember that you will need to fill out a “Change
Memo” Form in order to actually book the trip, which will be treated like a new FT Request. If
a trip is not needed, send a cancellation estimate to the FT Email.

® Scheduled status — This confirms that you have a bus on the day of the trip. Once a trip is in
this status or confirmed, your trip is scheduled to have the buses you’ve requested.

Your school site is responsible for monitoring all trips through your trip review screen. All site

Principals, Athletic Directors, and site designees have accounts and full access for reviewing and
tracking. The “Trip Review” screen should be checked daily or weekly at minimum to monitor the
status of your trips, particularly for cancellations or denied trips.
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Logging Out

Once you have entered all trips or review your trip review history click on the “Logout " option on the
top right hand corner under the yellow school bus. (See image below)

pking Logout

San Bernardino CIty

Field Trip FYI

e Trips need to be entered at least 3 weeks or 15 business days in advance.

e End of year events, such as Grad Nite, need to be entered as soon as possible at the beginning
of the school year. Do not wait till the last few months of the school year. All surrounding
Districts also reserve the same vendors for end of year needs and book quickly. Trips can be
entered 364 days prior to the event.

® The more buses you need, the more difficult it is to accommodate your trip. Trips are never a
guarantee regardless of how early you reserve them. Due to driver shortages, call offs, or buses
breaking down trips may not occur as planned. Weather conditions, fires, road closures, or
other unforeseen circumstances may prevent a trip from occurring.

® Any out of state trips will only be conducted by charter coach buses. Yellow school buses can’t
go out of state.

® A coach/charter bus may have a restroom inside the bus. The restroom is for emergency use
only. Restroom access is not permitted while the bus is in motion. The bus will need to pull off
the freeway or road into a safe location in order for the restroom to be used.

e Coach/charter buses may be requested for any trip. Prices vary according to vendor
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e Please respect all bus drivers and companies by cleaning up after yourselves and not leaving
any trash on the buses. Food and beverages are not permitted inside the bus, this includes all
adults/chaperones. Food and beverages shall be consumed outside the bus. Cleaning fees and
extra hours will be charged if a mess is left behind.

® School site is responsible for the cost of any vandalism of the bus interior or exterior caused by
school site passengers.

Billing Rates 2024-25

The following are the FY 2024-25 District Yellow Bus billing rates. Please note, if a bus is assigned to home to
school service, you will be billed at the excess hours/miles rate.

Zum & Durham Zum & Durham
Big Bus Base Rates Minibus Base Rates
Rate Miles Rate Miles
4 Hr. $811.84 80 $713.68 80
5Hr. $909.36 95 $780.38 95
6 Hr. $962.58 110 $860.90 110
7 Hr. $1,015.77 125 $941.41 125
Exc. $50.63 $1.87 $55.23 $1.69
Per Hour Per Mile Per Hour Per Mile
Durham After Hours Zum After Hours Phone
Phone (909) 486-9854 (909) 893-1280

Trips exceeding 7 hours / 105 miles are billed at the
excess hours/miles rate

Charter vendor rates will vary from vendor to vendor. Field Trip Coordinator will always seek reservations from
the least costly and available vendor.

Coach Bus Charter Providers

EB Meyers
Fast Deer
Gold Coast
H&L

Lux Bus
Starks

ok wnE

Yellow Bus Charter Providers

JFK Transportation

Starks

Student Transportation of America
Visser

PwnNE
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Board Policies
EC 35330 Field Trips Legal Resources | Education Code | EC 35330

(a) The governing board of a school district or the county superintendent of schools of a county may:

(1) Conduct field trips or excursions in connection with courses of instruction or school-related social,
educational, cultural, athletic, or school band activities to and from places in the state, any other state, the
District of Columbia, or a foreign country for pupils enrolled in elementary or secondary schools. A field trip or
excursion to and from a foreign country may be permitted to familiarize pupils with the language, history,
geography, natural sciences, and other studies relative to the district's course of study for pupils.

(2) Engage instructors, supervisors, and other personnel to contribute their services over and above the normal
period for which they are employed by the district, if necessary, and provide equipment and supplies for the
field trip or excursion.

(3) Transport by use of district equipment, contract to provide transportation, or arrange transportation by the
use of other equipment, of pupils, instructors, supervisors, or other personnel to and from places in the state,
another state, the District of Columbia, or a foreign country where those excursions and field trips are being
conducted, provided that, when district equipment is used, the governing board shall secure liability insurance,
and if travel is to and from a foreign country, liability insurance shall be secured from a carrier licensed to
transact insurance business in the foreign country.

(4) Provide supervision of pupils involved in field trips or excursions by certificated employees of the district.
(b) (1) A pupil shall not be prevented from making the field trip or excursion because of lack of sufficient funds.
To this end, the governing board shall coordinate efforts of community service groups to supply funds for
pupils in need.

(2) A group shall not be authorized to take a field trip or excursion authorized by this section if a pupil who is a
member of an identifiable group will be excluded from participation in the field trip or excursion because of
lack of sufficient funds.

(c) (1) The attendance or participation of a pupil in a field trip or excursion authorized by this section shall be
considered attendance for the purpose of crediting attendance for apportionments from the State School Fund
in the fiscal year. Credited attendance resulting from a field trip or excursion shall be limited to the amount of
attendance that would have accrued had the pupils not been engaged in the field trip or excursion.

(2) Credited attendance shall not exceed 10 schooldays except in the case of pupils participating in a field trip
or excursion in connection with courses of instruction, or school-related educational activities, and that are not
social, cultural, athletic, or school band activities.

(d) All persons making the field trip or excursion shall be deemed to have waived all claims against the district,
a charter school, or the State of California for injury, accident, illness, or death occurring during or by reason of
the field trip or excursion. All adults taking out-of-state field trips or excursions and all parents or guardians of
pupils taking out-of-state field trips or excursions shall sign a statement waiving all claims.

(e) Transportation allowances shall not be made by the Superintendent for expenses incurred with respect to
field trips or excursions that have an out-of-state destination. A school district that transports pupils, teachers,
or other employees of the school district in school buses within the state and to destinations within the state,
pursuant to the provisions of this section, shall report to the Superintendent on forms prescribed by him or her
the total mileage of school buses used in connection with educational excursions. In computing the allowance
to a school district for regular transportation there shall be deducted from that allowance an amount equal to
the depreciation of school buses used for the transportation in accordance with rules and regulations adopted
by the Superintendent.

(Amended by Stats. 2018, Ch. 92, Sec. 49.)
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EC 44808 District Liability Legal Resources | Education Code | EC 44808

Notwithstanding any other provision of this code, no school district, city or county board of
education, county superintendent of schools, or any officer or employee of such district or board
shall be responsible or in any way liable for the conduct or safety of any pupil of the public
schools at any time when such pupil is not on school property, unless such district, board, or
person has undertaken to provide transportation for such pupil to and from the school premises,
has undertaken a school-sponsored activity off the premises of such school, has otherwise
specifically assumed such responsibility or liability or has failed to exercise reasonable care
under the circumstances.

In the event of such a specific undertaking, the district, board, or person shall be liable or
responsible for the conduct or safety of any pupil only while such pupil is or should be under the
immediate and direct supervision of an employee of such district or board.

(Enacted by Stats. 1976, Ch. 1010.)
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BP 6153 School-Sponsored Trips San Bernardino City USD | BP 6153 Instruction

The Board of Education recognizes that school-sponsored trips are more important components of a student's
development. Besides supplementing and enriching classroom learning experiences, such trips encourage new
interests among students, make them more aware of community resources, and help them relate their school
experiences to the outside world. The Board believes that careful planning can greatly enhance the value and
safety of such trips.

If the Board allocates funds for school-sponsored trips, individual schools may be provided with budgetary
allocations so that they can plan ahead. Special trip expense funds may be established when necessary for
fund-raising purposes.

(cf. 1321 - Solicitation of Funds from and by Students)

(cf. 6145 - Extracurricular and Cocurricular Activities)

The Board will allow the use of district funds to pay for admission fees for adult volunteer or non-employee of
the district that acts as chaperone during the trip, subject to the control and approval of the school principal.
All trips involving out-of-state or overnight travel shall require the prior approval of the Board. Other trips may
be approved by the Superintendent designee.

Principals shall ensure that teachers develop plans, which provide for the safety of students and their proper
supervision by certificated staff on all school-sponsored trips. Other school employees and parents/guardians
also may participate in this supervision and may be asked to attend preparatory training sessions and/or
meetings.

The ratio of adults to students on school-sponsored trips shall be at least one to 10. If the trip involves water
activities, this ratio shall be revised to ensure closer supervision of elementary grade students, appropriate to
their ages.

(cf. 3541.1 - Transportation for School-Related Trips)

(cf. 5143 - Insurance)

Study Trips

In advance of a study trip, teacher shall determine educational objectives which relate directly to the
curriculum.

Principals shall ensure that teachers develop plans which provide for the best use of students' learning time
while on the trip. Teachers also shall provide appropriate instruction before and after the trip.

Legal Reference:

EDUCATION CODE

8760 Authorization of outdoor science and conservation programs

32040 Duty to equip school with first aid kit

32041 Field trips

32043 Snake Bite kits on field trips

32044 Violations

35330 Excursions and field trips

35331 Provision for medical or hospital service for pupils (on field trips)
35332 Transportation by chartered airline

35350 Transportation of students

44808 Liability when pupils not on school property

48908 Duties of pupils; authority of teachers

Policy SAN BERNARDINO CITY UNIFIED SCHOOL DISTRICT

adopted: October 16, 2007 San Bernardino, California
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BP 5131.1 Bus Conduct San Bernardino City USD | BP 5131.1 Students

Because school bus passengers' behavior can directly affect their safety and the safety of others,
the following regulations apply at all times when students are riding a school bus, including
school activity trips.

1. Riders shall follow the instructions and directions of the bus driver at all times.

(cf. 3542 - School Bus Drivers)

2. Riders should arrive at the bus stop at least five minutes prior to scheduled pick up time and
stand in a safe place to wait quietly for the bus.

3. Riders shall enter the bus in an orderly manner and go directly to their seats.

4. Riders shall remain seated while the bus is in motion and shall not obstruct the aisle with their
legs, feet, or other objects. When reaching their destination, riders shall remain seated until the
bus stops and only then enter the aisle and go directly to the exit.

5. Riders should be courteous to the driver and to fellow passengers.

6. Because serious safety hazards can result from noise or behavior that distracts the driver, loud
talking, laughing, yelling, singing, whistling, scuffling, throwing objects, smoking, eating,
drinking, standing and changing seats are prohibited actions which may lead to suspension of
riding privileges.

7. No part of the body, hands, arms or head should be put out of the window. Nothing should be
thrown from the bus.

8. Riders shall help keep the bus and the area around the bus stop clean. Riders shall not damage
or deface the bus or tamper with bus equipment.

9. No animals shall be allowed on the bus.

10. Riders should be alert for traffic when leaving the bus.

11. Riders shall not engage in any prohibited student conduct. Prohibited student conduct
includes, but is not limited to:

a. Conduct that endangers students, bus driver, or others

(cf. 5131.7 - Weapons and Dangerous Instruments)

(cf. 5136 - Gangs)

(cf. 5142 - Safety)

b. Prohibited conduct includes all forms of sexual harassment, discrimination or harassment
based on race, ethnic group identification, color, sex, sexual orientation, gender, religious creed,
national origin, ancestry, physical disability, or mental disability in accordance with applicable
state and federal laws. This Policy prohibits all forms of discriminatory harassment through any
means including nonverbal, verbal (including derogatory comments, slurs, propositions, teasing,
jokes, or taunts), physical (including gestures, touching, obstructing, or otherwise interfering
with a person's movement) or visual (including leering, cartoons, drawings, magazines, notes,
letters or posters).

Conduct which by any student because of race, ethnic group identification, religious creed, color,
national origin, ancestry, physical disability, mental disability, sex, or sexual orientation, or
gender is subject to unwelcome, hostile, offensive, intimidating, oppressive, or otherwise
interfering harassment in any setting including bus stops, loading zones and transfer zones is not
permitted.

Sexual Harassment

All of the foregoing applies to complaints of sexual harassment. For the purpose of clarification,
prohibited sexual harassment includes but is not limited to unwelcome sexual advances, requests
for sexual favors, and other verbal, visual, or physical conduct of a sexual nature where such
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conduct creates an intimidating, hostile, or offensive environment.
Examples of Prohibited Behavior

* Exposing genitals

* Shouting obscenities

* Mooning

* Streaking

* Leaving obscene messages on school computers

* Whistling at other students and/or school employees

* Threatening rape

* Intentionally pressing or rubbing oneself sexually around another person
* Teasing other students and/or school employees about their sexual activity or body

* Unwanted deliberate hugging, kissing, touching, patting, pinching, grabbing, leaning over, or
cornering a student or school employee

* Flipping up skirts

* Pulling down someone's pants, shorts or skirt

* Bra, pants, shorts or skirt snapping

* Continual staring at a person's body

* Sexual or dirty jokes

* Actual or attempted rape or sexual assault

* Unwanted pressure for sexual favors or dates

* Making sexual gestures with hands or through body movements

* Unwanted letters or materials of a sexual nature

* Kissing sounds, howling, and smacking lips

* Looking a person up and down

* Sexual rumors

* Comments about the body

* Violating personal space

* Pornographic pictures, posters, drawings or stories

* Offensive displays of sex-related objects

* Offensive graffiti of a sexual nature, racial nature or of any discriminatory basis

* Holding a person against his/her will

Enforcement

Any bus rider who violates the district's Nondiscriminatory/Harassment policy, including
engaging in sexually harassing conduct may be suspended from participating in the district's bus
transportation program. Disciplinary action up to and including expulsion will be promptly taken
against any student if it becomes known to the district and proven by school officials that such
student has engaged in conduct prohibited by this policy.

No Retaliation

No student, driver, or other individuals will be retaliated against, in any manner, for reporting
conduct which he or she believes to be a violation of this Nondiscriminatory/Harassment policy,
for participating in an investigation of a possible violation of this policy, or for using the district's
Uniform Complaint Procedure.

(cf. 5145.3 - Nondiscrimination/Harassment)

(cf. 5145.7 - Sexual Harassment)

(cf. 5145.9 - Hate-Motivated Behavior)

1. Damage to or theft of property belonging to students, staff, or the district
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(cf. 3515.4 - Recovery for Property Loss or Damage)
(cf. 5131.5 - Vandalism, Theft and Graffiti)
2. Use of profane, vulgar, or abusive language
(cf. 5145.2 - Freedom of Speech/Expression)
(cf. 5112.5 - Open/Closed Campus)
Riders who fail to comply with the above rules shall be reported to the Transportation
Department designee, who shall determine the severity of the misconduct and take action
accordingly. In all instances of misconduct, the rider and his/her parent/guardian shall be given
notice and warning. In the case of a severe violation or repeated offenses, the rider may be
subject to discipline including, but not limited to suspension or permanent loss of bus riding
privileges as determined by the Transportation Department Director.
(cf. 5144 - Discipline)
Bus drivers shall not deny transportation except as directed by Transportation Department.
Video Camera Surveillance
The Transportation Department designee shall supervise the use and maintenance of video
cameras.
Students and staff shall not tamper or interfere with video camera equipment on school buses.
Camera supports shall be installed in all buses, and cameras shall be rotated among the buses and
activated at the discretion of the Transportation Department designee.

The Transportation Department shall notify students, parents/guardians and staff that video
surveillance may occur on any school bus and those video recordings may be used in student
disciplinary proceedings. This notification shall include a copy of the district's policy and
regulation on bus conduct. In addition, a prominent notice shall be placed in each bus, stating
that the bus is equipped with a video monitoring system.

The Transportation Department designee shall routinely review videotapes taken on school buses
and shall document any evidence of student misconduct. Two weeks after this review, the
Transportation Department designee may erase any tapes that do not show incidents of
misconduct.

Tapes retained as part of an individual student's disciplinary record shall be maintained in
accordance with law and Board policy governing the access, review and release of student
records. Tapes retained as part of an expulsion record are nonprivileged, disclosable public
records pursuant to Education Code 48918.

(cf. 5125 - Student Records)

Videotapes may be viewed by persons other than the Transportation Department designee under
the following conditions:

1. When student misconduct is revealed as a result of a school bus videotape or reported to the
Transportation Department designee by a student, staff member or parent/guardian, students
involved in the incident and their parents/guardians may ask the Transportation Department
designee for an opportunity to view the videotape.

a. Requests for viewing must be made within five school days of receiving notification that
misconduct occurred.

b. A viewing shall be provided or denied within five days of the request.

c. Viewing will be limited to those frames containing the incident of misconduct.

2. Bus drivers and school administrators may ask to view a videotape in order to observe a
specific problem and work toward its solution.

3. Viewing shall occur only at a school-related site and in the presence of the Superintendent or
designee.

4. All persons who view a tape shall be identified in a written log.
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Legal Reference:
EDUCATION CODE
35160 Authority of governing boards

39800 Transportation

44808 Duty to supervise conduct of students

48918 Expulsion procedures

49061 Definition of student records

49073-49079 Privacy of student records
GOVERNMENT CODE

6253-6253.4 Public records open to inspection

6254 Records exempt from disclosure

CODE OF REGULATIONS, TITLE 5

14103 Authority of the driver

UNITED STATES CODE, TITLE 20

1232g Family Educational Rights and Privacy Act
Policy SAN BERNARDINO CITY UNIFIED SCHOOL DISTRICT
adopted: October 16, 2007 San Bernardino, California
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BP 3543 Transportation Safety and Emergencies
San Bernardino City USD | BP 3543 Business and Noninstructional Operations

The Superintendent or designee shall ensure that any school bus which is purchased or leased on
or after dates specified by law is equipped with a combination pelvic and upper torso passenger
restraint system at all designated seating positions (Vehicle Code 27316, 27316.5; 13 CCR

1201).

The Superintendent or designee shall develop a transportation safety plan to ensure the safe
transport of students (Education code 39831.3).

Students who are transported in a school bus or student activity bus shall receive instruction in
school bus emergency procedures and passenger safety (Education Code 39831.5).

(a) All pupils in prekindergarten, kindergarten, and grades 1 to 12, inclusive, in public or private
school who are transported in a schoolbus or school pupil activity bus shall receive instruction in
schoolbus emergency procedures and passenger safety. The county superintendent of schools,
superintendent of the school district, or owner/operator of a private school, as applicable, shall
ensure that the instruction is provided as follows:

(3) Instruction on the use of passenger restraint systems, when a passenger restraint system is
installed, shall include, but not be limited to, all of the following:

(A) Proper fastening and release of the passenger restraint system.

(B) Acceptable placement of passenger restraint systems on pupils.

(C) Times at which the passenger restraint systems should be fastened and released.

(D) Acceptable placement of the passenger restraint systems when not in use.

(4) Prior to departure on a school activity trip, all pupils riding on a schoolbus or school pupil
activity bus shall receive safety instruction that includes, but is not limited to, location of
emergency exits, and location and use of emergency equipment. Instruction also may include
responsibilities of passengers seated next to an emergency exit.
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