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Please follow these steps, in order, if you cannot attend a field trip on your schedule due to 

illness or other emergency.  

This is only for imminent bookings and should not be used to request time off for 

appointments, vacations, etc.  

• It is critical that you give as much notice as possible if you are unable to 

facilitate your bookings.  

• Contacting Presenters and the office the morning of a booking greatly 

decreases the chance of finding someone to cover for you.  

• Please try to get coverage before the day of the booking, if possible. 

1.   Open up your profile on the online system and click the Request Coverage tab.  

 

 

• Click on the applicable field trip booking that needs coverage. 

• Please note that if you have 2 bookings on one day and you need the entire day 

covered, you will need to make 2 requests – one for the morning and one for the 

afternoon. 

• Each Presenter in your geographic region will receive 1 text and 1 email message for 

each booking. Therefore, if you are requesting coverage for 2 field trips on one day, 

then each Presenter will receive 2 emails and 2 text messages. 

• Presenters may choose to respond by either text message or email message but must 
ensure that they are responding to each coverage request (morning and afternoon). For 
example, if a Presenter can help to cover a booking and chooses to respond to the text 
message rather than through email, then he/she will indicate YES in each text message 
received.  



 
 

• All Presenters who receive a text or email message requesting coverage will need to 

respond as quickly as possible by indicating YES or NO in their response.  

➢ When responding to the text message, please ensure that you are responding to 

the phone number shown in the text message NOT the phone number from 

which the original text message was sent, which is an automated software 

program. 

➢ When responding to the email message, please ensure that the Reply email 

address is the one for the Presenter requesting coverage and not the automated 

software program that generated the message.  

• Track your responses from the other Presenters. Remember to check both your text 

messages and emails. 

• Please note that these messages are NOT sent to any office staff. 

2. Do not rely on posting this on the Facebook group.  

• Not all the Presenters are on Facebook, so you will miss contacting a potential person to 

cover for you. 

3.  If you do not hear back within 30 minutes, call each presenter individually.   

• Start with the Presenters that have that topic on their roster. A list of contact 

information has been emailed to you. 

4.    If you can get someone to cover the field trip(s), you must call or text someone at the 

office immediately and let us know.  

• We will need to change the field trip assignments in our system so that our reports are 

accurate, and the correct Presenter gets paid for those field trips. 

5.     If you cannot find someone to cover your field trips, please determine if you can possibly 

still do the field trip yourself. 

6.     If you cannot find someone to cover your field trips and you have determined that you 

cannot do the field trip yourself, then you must do the following: 

• Send a group text (not email) to Val, Tiana, Christine AND Ruth. You must text ALL of us 

at the office.  

• Please do this as a group text message. We have an "on call" schedule to deal with 

absences and if you only contact some of the office staff, you are taking a risk that you 

have contacted someone who is not available. Again, if you do not hear back within 30 

minutes, please begin calling us individually and leave messages.  You must keep trying 



 
 

to call us if you do not hear back from one of us. Please do not assume that we are 

aware of your situation unless we have contacted you.      

•  IMPORTANT:  The deadline to contact other Presenters, Val, Tiana, Christine or Ruth is 

9:00 pm on the night before the field trip (PREFERRED) and/or 6:30 am on the day of the 

field trip (if absolutely necessary). 

• It is preferable to notify us of your absence the day before the field trip instead of the 

morning of the field trip. The more time to find coverage, the better! 

• Contact after 9 pm should only happen rarely and in emergency situations only. Of 

course, if an emergency occurs during the night, you will need to follow this process in 

the morning, but please be aware that this greatly increases the chances that no one 

will be able to cover your field trips. 

• Trying to find someone to cover your field trips will take time so please give yourself 

plenty of time to do so. 

Thank you for helping to ensure that all field trip bookings are covered. We 

greatly appreciate how you help each other out when something like this 

arises. 
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