
EVOLVE (online system for managing external visits)

Briefing notes for Headteachers / Service Managers

and External Visits Co-ordinators (EVCs)
What is EVOLVE?

EVOLVE is an online system for monitoring and approving external visits (including educational visits, out-of-centre activities, etc).

Why is EVOLVE being introduced?

EVOLVE will:

· reduce paperwork

· guide visit organisers through the planning and approval process

· provide easy access to information to support planning

· enable visit organisers to plan visits from any computer (e.g. teachers working at home)

· provide an audit trail of approvals

· allow details of visits to be accessed from any computer worldwide in the event of an incident

· enable more effective monitoring by Headteachers, service managers and the Council 
Do we have to use EVOLVE?

If you are planning any Category B visits – these are visits that include adventure activities, remote/hazardous locations or travel outside the UK – then you must use EVOLVE in order to submit the visit for Council approval, even if they are routine.

We strongly recommend that you use EVOLVE for all visits, as you will find that it enables you to plan and monitor visits more easily, and it will enable the Council to provide support more effectively in an emergency.  

For regular visits such as a weekly trip to the swimming pool, you can use EVOLVE to approve a series of repeat visits over a period of time.

However, there are some visits for which it may not be appropriate to use EVOLVE.  Your establishment must have a policy outlining which visits these are, and generic risk assessments in place.  For example:

· ‘Spontaneous’ low risk visits, such as to the local park by a nursery school

· Routine low-risk visits that are a major part of an employee’s work, such as community work by a youth group

· Routine visits by a school to a local sports field.

How does EVOLVE work?

All schools and services that provide visits for children and young people should have a nominated External Visits Co-ordinator (EVC).   A visit organiser enters the details of a visit, including the purpose, dates, destination, planned activities, travel arrangements, staffing, details of the group, risk assessments and details of any external providers.  The organiser submits this to the EVC for checking, who then submits it to the ‘Head’ for approval.  The Head then submits Category B visits to the Advisory Service for approval.  All of this is done online.

EVCs can track the progress of visits within their establishment, and upload their establishment’s visit policy to EVOLVE so that it is available to visit organisers.  

Service Managers / Head Teachers

Please pass this document to your EVC (unless, of course, you are also the EVC!).  Your EVC will enter your establishment’s details on EVOLVE and will also set up your account as Head of the establishment – you will then be able to change your username, password and PIN as you choose.  If you wish to delegate the approval of visits to a colleague, you will be able to do this by giving your log-in details and PIN to that colleague.

How do I set up EVOLVE in my establishment?

This should be done by the EVC.

EVOLVE works best with the latest versions of Internet Explorer (IE7) and Firefox.  If you experience any technical problems please check which browser version you are using.

1. Go to www.derwenthill.co.uk, then click on Advisory Service, Planning a Visit – follow the link to EVOLVE.

2. Log in using the username and password that has been supplied to you.  If you do not have these, please contact the Advisory Service at EVAS@sunderland.gov.uk.

3. On the home page, download the Starter Manual.

4. Follow the instructions in the Starter Manual to set up the EVC account and the HEAD account.

5. Follow the instructions in the Starter Manual to set up STAFF accounts for those of your staff who you want to use the system.  These will normally be staff who organise visits.

6. When logged in as EVC, you can upload your establishment’s visit policy by clicking the link on the home page.

How do we plan a visit using EVOLVE?

EVOLVE is easy to use.  After a short period of familiarisation it should be simple for all users to find their way around the system.  Most users who are familiar with computers should require very little formal training.

1. The visit organiser should have a STAFF account (this is set up by the EVC - see above), and should log in using their username and password.

2. In the blue bar at the top of the home page, click ‘Visits’.

3. Click ‘Add New Visit’.

4. Give the visit a name and click ‘Add New Visit’.

5. Follow the instructions on screen to enter the details of the visit.  After each section, click ‘Continue’.

6. After each section has been completed, a tick will appear against the list on the left of the screen.  You can go through the stages in order, or you can click on any section in the list to complete or amend that.

7. EVOLVE has an optional Visit Register function.  You can import names of children and young people from an external database such as a school’s management system, and then use this data to populate visits.  You will find instructions for this at ………………

8. When all sections have been completed. Click ‘Submit to EVC’.  You will be offered a choice of automatically alerting your EVC by email that there is a visit ready to check.

9. The EVC should then log on.   Click ‘Visits’ and the new visit will appear – click ‘Edit’ and check that the form has been satisfactorily completed.  Then click ‘Submit Form’ at the bottom of the list on the left of the screen – you will have a choice of returning the form the staff member, or of submitting it for authorisation to your Head (with the option of an email alert).

10. When the visit is submitted for authorisation, the Head should log on, click ‘Visits’ and the new visit will appear.  Click ‘View’ and there is a choice of either authorising the visit or returning it to the EVC with a note.  When the Head authorises a category B visit this will automatically be submitted to the Advisory Service for approval (unless authority for this has been delegated to the Head).

What happens if we have a problem with EVOLVE?

Firstly, try the HELP function.  If you are still stuck, contact the Advisory Service using the Messaging function in EVOLVE, or on EVAS@sunderland.gov.uk, or phone 017687 72005.


