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This guidance provides essential information for headteachers who are new to EVOLVE. It is a step by
step guide that will enable them to access and navigate the system quickly in order to track and
authorise educational visits.

Further guidance and support can be obtained in-house from the School’s EVC or from the Compliance
and Risk Team at Central Bedfordshire Council.
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Evolve: A Quick Guide for Headteachers

Logging on

1 Navigate to: www.centralbedfordshirevisits.org.uk . You should see the ‘landing page’ (displayed
on the front cover of this guide).

2 Enter your Username and Password. If you are unable to log on then please contact the
Compliance and Risk Team.

3 Click ‘x’ to dismiss any pop ups.

4 If you see a message dialogue box (below) you will need to confirm you have read the message
before proceeding to the home page. If there is no message, proceed directly to 6.
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5 Click on the purple eye to open up the message. Click ‘x’ to delete message. You will be
prompted to confirm that you wish to delete.

6 Click the red ‘Home’ tab. You should now see the Homepage.

Edit Your Profile

1 Click on :

2 You are able to: Edit personal details
Change your password
Add any qualifications (including upload of scanned certificates)

Please note, it is vital that the correct e-mail address is recorded in the profile to enable you to
receive alerts from the system.



EVOLVE Guide for Headteachers Sept 2013

5

Track Visits

1 From the Homepage, click on the green ‘Track Visit’ tab.

1a If you also have a ‘Staff’ or ‘EVC’ account, then you will need to select the ‘Head’ option.

2 You should now see the following screen:

Each tab represents different stages of the visit approval process. The number shown in brackets
denotes the number of visits under that tab.
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Unsubmitted – draft visit forms or forms that have been sent to the EVC for their approval.

To be Authorised – visits awaiting Headteacher authorisation.

Submitted – for community schools, higher level visits have to be submitted to the Local Authority for
final authorisation. These can be found in ‘Submitted’ until they have been finally signed off after which
they will move to the ‘Approved’ section.

Approved – visits that have received final authorisation (either from the Headteacher or from the Local
Authority).

Returned – if for any reason the Headteacher is unhappy with a visit form it can be ‘returned to draft’ to
enable the Visit Leader to edit content or add missing information.

Active – a visit becomes ‘live’ on its departure date. It will remain live for 28 days following the end of
the visit. This is to enable the Visit Leader to complete an evaluation.

Past –visit history can be accessed here.

My Visits – a list of visits planned or attended by the Headteacher.

Authorising Visits

1 Click on the ‘To be Authorised’ tab. You should now see a similar screen to this:

There are two visits awaiting authorisation.

2 To view the detail, the visit form needs to be opened by clicking on the purple eye icon.
You will now see the visit form.
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Most information can be read directly from the form. However, there should also be a number of
attachments. Links to these can be found towards the bottom of the page. See below:
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3 To view attachments, click on the purple eye icon next to the file name.

4 At the bottom of the visit form are two buttons:

5 If the visit form is incomplete or details have to be changed it can be returned to draft to allow
further editing. Clicking on the ‘Return’ button will return it to the EVC for further work.

6 If the visit form is complete and the Headteacher is satisfied with the detail then the visit can be
authorised by clicking on the ‘Approve’ button. You will then see the following dialogue box:

7 In order to complete the approval process you will need to be able to answer ‘Yes’ to the three
questions and then enter you PIN number and click ‘Approve’.

8 The visit is now approved and you will be given the option of attaching a message to the visit
form and also sending notification to key staff by selecting from a tick box list.


