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This guidance is aimed at school staff who are new to EVOLVE. It is a step by step guide that will
enable staff to learn the basics of navigating the site and planning visits.

More detailed advice can be found under the help tab



Username:

Password:

Evolve Training for Beginners

Logging on

1.Navigate to: www.centralbedfordshirevisits.org.uk

2.Enter Username e.g Alan Brown'’s username would be : BrownA. (There are occasional exceptions to
this and some schools may have a different policy. If you are unable to log on then please ask your EVC
or check you log-in details top-right of this page).

3.Enter password. The default is ‘passwordl’ (all lower case and no gaps).

4.Click ‘X’ to dismiss any pop ups

Important News! *

WELCOME BACK!

Welcorne back from the summer break, we hope you are all feeling refreshed ready for the
new academic vear. Please can we remind you of the following: *If your school has a new
Educational Visits Coordinator, there is an EVC training session taking place on Tuesday 25th
Septerber. Please check the Resources section for more information. *Group Leader training

is taking place on Tuesday 9th September. Once again please check the Resources section for
rmare information. *The new Educational Visits & Journeys Policy is now available to download
from the Resources Section. A hard copy has been sent to all headteachers and also to EVCs
who attended the June 2012 training. * If you are an EVC and were trained before June
2012, please ensure you baok a place at ane of the Twilight Sessions which are taking place n
warious venues during September. Once again mare information is available under the
Resaurces section. I you wauld ke to baok a place at one of the trainings, or need further
details, please contact Celia Dawson 0300 300 6671,

23/08/2012 09:36:12

5. If you see a message screen (below) you will need to confirm you have read the message before
proceeding to the home page. If there is no message screen, proceed directly to 7.

/5 EVOLVE - Educat

€ EVOLVE - Educational Visit: Notification and Approval 5.

Inbox Alert i

You have new messages in your inbox!

You must confirm that you have read all notes
befare continuing.



http://www.centralbedfordshirevisits.org.uk/

6. Click on the purple eye to open up the message. Click ‘X’ to close message.
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7. Click the red ‘Home’ tab. You should now see the homepage
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Welcome to EVOLVE Latest News:

WELCOME BACK!
‘Welcomne back from the summer break, we
hope you ar fmore... ] =
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All visits for LA approval must be submitted

EVJ Policy 2012 is now completed
atleast 4 working weeks before the date of departure The revised EVJ Palicy is ready for circulation
afmore...

Imeor:ant News

2010712012 1210737

EVC Revalidation f Revised Policy

Familiarisation
A little bit of Bedfordshire in North wWales! The new Central Bedfardshire Councils
Blue Peris Mountain Centre Educational fmore...]
i . . . 1310712012 13:41:27
Blue Peris Mountain Centre is Bedfordshire's Evolve Housekeening - End of School
Outdoor Education Centre located in the heart of Snowdonia. oo € Tousekesping - Enelelenes
Contact the centre on 01286 870853 or visit the website :;”y;:rh;:;:m]wd any visits that are no
www.blueperis.co.ukfor further information
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Your adventure can begin here in Bedfordshire - visit Kempston

National guidance website
Outdoor Centre for a areat experience iust on vour doorstep!
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Edit Your Profile

1. Click on

2. You are able to edit personal details (really important that your e-mail address is correct!)
Change your password

Add any qualifications (including upload of scanned certificates)



Resources

1. Click on the ‘Resources’ tab. r
2. Click on ‘Guidance, Policies and Documents’ icon: |

¥

View your own establishment’s documentation
- View / download CBC Policies and Appendices
- View / download generic risk assessments

- Access national guidance

- View / download EVOLVE starter guides

Here you are able to:

3. Click on ‘Resources tab.
4. Click on ‘Search Evolve Visit History’ icon:

Here you are able to search the system for previous visits using a number of search criteria. The most
useful example would be: a. Select ‘Independent Providers’

b. Select (e.g) ‘Grafham Water Centre’

c. Click continue

d. You can now see a list of school visits to Grafham

e. Click on the purple eye to view select details

5. Click on ‘Resources tab.
6. Click on ‘Training’ icon: o

Here you are able to check on forthcoming training opportunities.

Adding a Visit

Please note that at many points in this process, step by step guidance can be obtained by clicking on the

info icon: s

1. Click on ‘Add Visit’ tab.

2. Add the name of the visit. Please indicate if this is a practice. E.g: Test — Grafham Water. Once you
have entered a visit name and clicked ‘continue’, the visit is automatically saved.

3. Select the visit type. Please note: -if residential, overseas or adventurous is selected then a
higher level of approval is required.
-if ‘adventurous led by <school> staff is selected, you will be
required to complete an ALF form (automatically generated).
4. you should now see the following Edit Screen:
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€ EVOLYE - Purpose of Visit

Cuee

v Visit Name

Test - Grafham (57038)
1]

v visit Type Purpose of Visit

Purpase of Visit

¥ Search

Primary Purpose Ichnnsem

Visit Dates

=] * Required

Destination Secondary Purpose [Shoose...

Travel Arrangements Intended Outcormes (maximum 4):

H

Staffing i
Attendees
Other Documents
Local Paint Contact
Risk Assessments (Externa...
Firct aid Non aa
Location Knowledge & Expe...
Briefings
CRE
Group Leader Declaration
0 Attachments
Subrmit Form

Head Approval Required
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5. Click on the name of each ‘module’ in turn and provide information as requested. Remember to click

on the info icon (where present) for an explanation. Here are some

the visit to your EVC until all boxes are ticked.

now see the following screen:

{ZEVOLYE - Visit Form - Windows Internet Explorer

useful tips:

In the left hand column is a checklist detailing your overall progress. You will not be able to submit

If you want to view the actual visit form, click on the purple eye at the top of the checklist, you will
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Visit Type & Date Staffing & Participants

D: | 57038 Wisit Leader;

Establishment: | test HS attendes Group: | Select...
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‘ Venue/Accommodation address: ‘
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‘ Travel tethod: ‘

‘ Travel Company: ‘NfA

Purpose & Activities
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Secondary Purpose: |0

Intended Outcomes:

Done: [
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You are not able to edit the visit form directly. To return to the Edit Screen’ click on the pencil icon:

ﬁ



Submitting a Visit Form for Approval

1. In the ‘Edit’ screen, ensure that every module in the checklist has a tick next to it.
2. Ensure you have uploaded all documentation appropriate to the type of visit.
3. Open up the ‘Submit Form’ module and click ‘Submit’

Tracking Visit Forms Once Created
1. Click on the ‘Track visits’ tab

2. You should now see the following screen:
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3.The screen shown above tells me | have one visit form that has not yet been submitted to the EVC for
approval — Draft & Returned(1).

The screen shown below tells me | have one incomplete visit form not yet submitted -Draft &
Returned(1) and one visit that has already been sent to the EVC for approval — Submitted(1)
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4. To view or edit the incomplete form click on the ‘Draft & Returned’ tab. You will now see the following
screen:
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5. Click on the purple eye and the visit form will open up or else click on the pencil which will take you to
the ‘Edit’ screen for that visit.

Evaluation of Visit

Once the visit is complete you have 28 days to complete your evaluation. Any visit evaluations pending
can be found under the ‘Evaluate’ tab.



