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Included in this document are details regarding the new Lancashire Educational Visits website, EVOLVE, where the information for all future visits need to be stored. Each teacher has been assigned log in details and a password by the EVC.

At any stage the EVC will be happy to offer advice and assistance on using the website and completing the relevant forms.
Educational visits refer to all off-site activities arranged by or under the auspices of the school, which take place outside the boundaries of our school.

Educational visits can complement and enhance the curriculum of the school by providing experiences that would be impossible inside the school boundaries.

All off-site activities must serve an educational purpose, which is clearly related to the curriculum and made clear to parents prior to the visit.

Arranging a visit

 Off-site activities are to be referred to as Type A or Type B experiences.

Type B – those activities that take place on or near water, involve an overnight stay , are deemed adventurous, take place at a theme park, farm or involve hands on activities in a workplace.
Type A- all other activities taking place outside the school boundaries.
When adding a visit to the EVOLVE website the checklist provided will help you determine whether your visit is Type A or B.
Seeking Approval 
Visit Leaders should make a pre-visit to the venue. If you are unsure as to what you should ask/ look out for on the pre-visit then take a copy of Form 2 and discuss with the EVC.

Visit Leaders will also need to have a proposed itinerary, group details, information about which adults are to be assigned to which particular children, alternative plans and have transport arranged.

 Form 5 may then be submitted to the  EVC for approval along with the checklist that is completed when working through the ‘Add Visit’ section of the EVOLVE website.
Form 5s should be a functional document that provides all adults on the visit, the EVC and the Educational Visits Team with a clear picture of the risks involved and the control measures being taken- any Form 5’s that are deemed incomplete or not providing a detailed consideration of the risks will not be approved by the EVC and/or headteacher and as a consequence not submitted to the EVT at County Hall.

All Type A proposals should be completed a minimum of two weeks prior to the visit thus allowing time for any amendments suggested by the EVC/Head teacher.
All Type B proposals must have EVC/Head and then LEA approval.

LEA approval must be sought 6 weeks prior to the proposed visit and so full details should be given to the EVC/ Head at least 8 weeks prior to the visit.
The procedure undertaken by any staff member wishing to arrange a visit can be seen on the attached flow chart.
On the trip and post trip

In the event of an accident(including bumps to the head) as with school policy the child’s parents and the headteacher should be informed at the first available opportunity. Form 10  and first aid treatment book should be completed at the scene of the accident. HS1 may be completed on return to school (providing it is posted within 3 days of the incident).

The safety of the party, especially the children, is of paramount importance. The group leader should take whatever steps necessary to ensure their safety.

After all Type B visits a post activity evaluation must take place. This involves completing eForm 4 (should there have been an incident or accident) via the schools portal        

or 

adding a nil return should no incidents or accidents have occurred (see attached document).
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Revised Process for the Submission of Form 4 (Post Activity Form) on Evolve

Message:

The Educational Visits team has been working with eduFOCUS Ltd regarding an electronic Form 4 (Post Activity Form) on Evolve. Unfortunately, this development is still ongoing and an electronic form is not available at present. Schools and services will be aware that it is essential that the visit is closed down and to record any accidents, incidents, near misses or a 'NIL' return. In the interim period whilst eduFOCUS are considering the development work, the Educational /Off Site Visits Monitoring and Compliance Group has recently agreed a mechanism to reduce the bureaucratic burden on schools and services and ensure that this essential step is still in place. 

NIL Returns
In the interim period, it is suggested that a more efficient way of informing the Educational/Off Site Visits team of a Form 4 'NIL' return is to 'add a note' to the visit.
Therefore, the process would be as follows:-
1. Log onto Evolve and click onto 'Track Visits'.
2. Click on 'Past Visits' and select the appropriate visit for the Form 4.
3. Click on the Purple eye to open the visit form.
4. Scroll down and click 'Add Note' 
5. Enter the text: 'Form 4 NIL return'
6. Click 'Continue'.
This will inform the Educational/Off Site Visits team of a NIL Form 4 return. Establishments should note that the entry should be made within 14 days of the visit. Also the visit details are closed by the system after 30 days so nothing can be added after that time. 

POSITIVE Returns (Incidents / Accidents / Near Misses)
Schools with access to the Schools' Portal must continue to use the eForm 4 to submit a Form 4 where there has been an Incident, Accident or Near Miss.
Establishments with no access to the Schools' Portal: please submit your Form 4 with details of any incidents etc by
email to educationalvisits@lancashire.gov.uk 
or
Fax to 01772 531633
If you have any problems with this procedure, please contact the Educational Visits team on 01772 531694 / 532805.

