MASTER EVC Offsite V Guide.doc

Welcome to Offsite Visits!

The system was commissioned by the Outdoor and Environmental Education Development Manager (OEEDM) of the Curriculum Enrichment Service and designed by the Systems Development Team of the Education Department. 

System Architect 

Dave Rawsterne, Systems Development Team Leader 
Web Developer

Raghu Ramachandran, Systems Development Programmer
SQL Programmer

David Cary, e-Systems Data Analyst
2Welcome to Offsite Visits!


3Notes on the System Upgrade


4Logging In


4Problems logging in


4How to access the Offsite Visits System


5Enter your User Name and Password


5Connecting


5Terminology


6The Welcome Screen


6Adding a New Visit and Searching for Visits


6Choose your Search Criteria (if required)


6Search Results


7Viewing, Editing or Deleting a Visit


7General Notes on Saving 
 and Submitting 
Visits


8The OffSite Visits Information Screen – Adding a Visit


8Tips on Completing the Visit Info Fields


9Recurring Visits


9Changing Visit Leaders on Recurring Visits


10Activities


11Guidance Notes on Risk Assessments


15Adults


16Adult Qualifications and Experience


17Adding School Pupils – Category A Visits (low risk)


18Adding School Pupils – Category B and C Visits (medium/higher risk)


19Other Children


20Emergency Contacts


21Now I’ve entered the Visit, do I 
 or do I 
?


21Submission Checklist


22Printing the Visit Details (see note re Windows XP*)


23Example of a Printable Visit Summary


25Editing a Saved Visit


25Submitting a Visit


26How the Approval Protocol Works


27Editing After Approval


28Resubmitting


28Logging Out


28Contacts for Help




[image: image63.jpg]Login details

Learners

Parents

User Name

Password

staf9999

Tog

Add / Edit visits
Manage Risk Assessment
Qualification & Experience

Home Page





Notes on the System Upgrade

The Offsite Visits System has been in pilot stage from Spring 2005, and was released to all Nottingham City schools from October half-term 2005. As a result of constructive criticism from teaching staff using the system during the pilot, a series of improvements were identified and a major upgrade has been designed, tested and implemented to address those areas for improvement, which was released in late November 2005. With particular thanks to Mr Robinson of Ellis Guilford. 

Here is a brief summary of the changes:

· Wherever possible, ‘Yes/No’ fields now default to the logical value

· For Category A (low risk) visits, you can now add pupils as a number, rather than naming each individual pupil as before. You can add pupils as individual names if you prefer to

· For Category B and C visits where you still have to name individual pupils because of the higher risk involved, the Consent Received drop-down has been changed to a tick-box, making adding individual pupils quicker

· When entering a recurring visit, i.e. daily, weekly, monthly or termly, you are now asked for an ‘Approval Required Until’ date, greatly clarifying how long approval is in place for

· It is now mandatory to select ‘Yes’ for the ‘Conforms to Educational Offsite Visits Policy’ field before submitting the visit

· Additional background validation has been added to prevent simple errors in visit planning 

Systems Development Team

Nottingham City Education Department 

Logging In

Before you can log in, you need to know your User Name and password. If you work in the Sandfield Centre or are directly connected to the Sandfield network, these will be exactly the same as the ones you use to log onto the network every day. If you don’t work in Sandfield, your User Name and password will be given to you during training.

Problems logging in

If you have any difficulties logging in, please contact the IMS Helpdesk on (91) 50900. They will be glad to assist. 

* Helpful hint – If you’re sure you have put in the correct user name and password and you still can’t access the system, close your Internet Explorer browser, open a fresh browser, and try again. 

How to access the Offsite Visits System

Open Internet Explorer by double-clicking the [image: image5.jpg].



 icon. Then go to www.nottinghamschools.co.uk on the internet. You will see a screen similar to the one below. 
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This is the Education Department internet home page. 

* Helpful hint: To see a better view of the page, hit F11 (the Function keys are on the top of your keyboard). This puts internet explorer into full screen view mode. When you’ve finished and want to see the normal view again, just hit F11 again. This works on all internet sites. 

· Towards the top right of the page, you will see a tab titled ‘Staff’. Click on the ‘Staff’ tab

The screen will refresh and you will see a new menu down the left-hand side of the page. 

· Click on ‘Offsite Visits’

This will take you to the login screen. 

Enter your User Name and Password

The Login screen is where you enter the system. 

As mentioned earlier, if you work in the Sandfield Centre, your User Name and Password will be exactly the same as the ones you use to log onto the network every day. If you don’t work in Sandfield, your User Name and password will be given to you during training. They are also available from the Curriculum Enrichment Service on 9476202. 


[image: image7]
· Click in the ‘User Name’ and ‘Password’ boxes and enter your details. 
Then click ‘Log In’

Connecting
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There will be a short delay while the system verifies your user details. If you are logging in over a slow internet connection, this may take a little longer.

Terminology

The term ‘OEEDM’ refers to the LEA Officer responsible for ensuring compliance with Offsite Visits legislation and good practice in the City of Nottingham. This is the Outdoor and Environmental Education Development Manager, currently based with the Curriculum Enrichment Service located at College Street (tel 0115 9476202).

EVC refers to the school’s Educational Visits Co-ordinator, responsible for implementing the Educational Offsite Visits Policy within each school. 

The Welcome Screen

You are now taken to the Welcome screen.
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	You will see a sub-menu appear on the left with three options. 

· Click on ‘Add / Edit Visits’

(NB: Only the Curriculum Enrichment Service can use the other functions.)



	
	Click on Add / Edit Visits


Adding a New Visit and Searching for Visits

The next screen is the main search screen. The fields are selected using ‘drop-downs’, or in the case of dates, through mini-calendars. You have to search before adding a new visit; this is a deliberate part of the system design to make sure that visits are not duplicated.

Choose your Search Criteria (if required)
· If you are adding a new visit simply click on ‘Search’ without adding any criteria 
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	Click on the drop-downs to select 

a specific search criteria 

	
	Click on the Visit Date drop-down to 
select a specific visit date from the mini-calendar (example below)
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· Note that the system automatically detects which School you are from and enters it into the School Name box

Search Results 
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	Click on Add to enter a new visit


· Check that the visits shown do not include the new visit you want to enter 

· Click on ‘Add’ to go to the new visit screen 

Viewing, Editing or Deleting a Visit
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	Click on the View, Edit or Del icons


· Clicking on the View icon allows you to see (but not edit) the visit details and also allows you to print 

· Clicking on the Edit icon allows you to amend or print the visit details, provided that it is not waiting for approval
· Clicking on the Del icon allows you to delete the visit, provided that it has not already been submitted for approval 
· Click on ‘Add’ to go to the new visit screen 

General Notes on Saving [image: image14.jpg]


 and Submitting [image: image15.jpg]


Visits

The system is designed to be used to help you plan visits until you are ready to submit them for approval, so you are able to amend certain information even after approval; for example, which children and adults will be on the visit.

· To save information without submitting, use the [image: image16.jpg]


 button. 

· You should ALWAYS [image: image17.jpg]


 your work at the end of a session and only [image: image18.jpg]


 when you have all of the outline information for the visit completed. 

· You cannot [image: image19.jpg]


 until you have at least - 

· the Visit Information screen completed

· the All Visits and Travel risk assessments completed

· the Visit Leader allocated

· a minimum of one pupil added

· and the emergency contacts completed

If you try to submit before then you will receive an error message. See the Submission Checklist on page 18 for more details. 
The OffSite Visits Information Screen – Adding a Visit

	The tabs across the top navigate to each element of the visit 
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	These are free-text fields – you type in the                       entry exactly as you wish 

These are Date fields and use a mini-calendar to select the dates 

These are drop-down fields, giving a range of specific options to select from


· NB: Fields whose titles are in bold* are Mandatory

Tips on Completing the Visit Info Fields

	Field
	Options / Tips

	School Name
	Defaults to your school.

	Visit Title 
	What name does this visit go by, what is it known by in school?

	Educational Aim
	The educational aim(s) of the visit must be outlined in this free text box.

	Location/Address
	Where is the visit going to? If there is more than one location or centre, please state them. If camping in more than one location, state the various sites.

	Dates From and To
	Select the visit start and end dates from the mini-calendars.

	Category
	State whether the visit is a category ‘A’, ‘B’ or ‘C’ visit. If you are unsure, ask your Educational Visits Co-ordinator. When a visit is overnight or longer it will be either ‘B’ or ‘C’. 




	Frequency
	One off - for example the ‘annual’ school trip

Daily - regular visits over a period of time

Termly - regular visits to a Library, for example

Weekly - school swimming or visit to a park, etc

Monthly – regular monthly visits

	Ratio, Total Children, Total Adults
	These fields are automatically populated from the information you enter in the Pupil and Adults screens

	Conforms To Educational

Offsite Visits Policy
	Yes/No. You should change this to ‘Yes’ when you are satisfied that your visit is ready to submit. 

	City Council Travel Insurance
	Yes/No. If you answer ‘No’, another text box appears for you to fill in the name of the Insurer. You may be asked to send a copy of this insurance to the OEEDM at the Curriculum Enrichment Service.

	Pre-Visit
	Yes/No. If you answer ‘Yes’, a Date field appears for you to enter the pre-visit date.

	Approval Required Until 
	This special field only appears when you select a recurring Frequency, and allows approval to be requested up to a certain date for the same visit happening on different occasions, e.g., swimming trips. We will cover this below.  


· Continue on to complete each section of the form by using the tabs at the top 

Recurring Visits 

Some visits take place on a regular basis, for example swimming sessions, or trips to the local library. You can use the system to plan the visit once and obtain approval for the same visit to recur many times until a specific date of your choice. You can choose from Daily, Weekly, Monthly or Termly frequencies; when you do a special field appears called ‘Approval Required Until’. 

When planning a recurring visit, the details you enter into the system should reflect the first occasion it will take place. You then select an ‘Approval Required Until’ date. Provided that on each further occasion the trip takes place the visit follows the same activities and child/adult ratios do not significantly change, your approval remains in place until the ‘Approval Required Until’ date expires. For advice on ratios, consult the full Educational Offsite Visits Policy. 

Changing Visit Leaders on Recurring Visits 

For Category A recurring visits only, the Visit Leader may be changed by agreement between the EVC and Head Teacher. This should be formally noted, signed by the EVC and Head Teacher, and added to the paper file for the visit containing the completed Risk Assessment forms (which is retained by the school).

For Category B and C recurring visits, for example a regular trip to a climbing wall, the Visit Leader may be changed by agreement between the EVC, Head Teacher and the OEEDM. This should be formally recorded by the OEEDM and given to the school in writing (or email), then added to the paper file for the visit containing the completed Risk Assessment forms (retained by the school). 

If you regularly rotate Visit Leader for a recurring visit, it is advisable to obtain this formal record before the initial visit takes place. This will allow you to change Visit Leaders for regular activities very easily.

It is emphasised that each Visit Leader must be equally well-briefed on the visit planning and risks. 
Activities

To enter details of the activities being undertaken on the visit, click on the ‘Activities’ tab.
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	Click on the Edit icon to amend the default activities

To add a new activity, click on the drop down and pick the appropriate one from the list of Risk Assessments 

(See Page 11 for details)

Enter details in the free text fields

Select from the drop downs

The Update/Add button is hiding behind the drop down! 


· The All Visits and Travel risk assessments are defaults and are the minimum that can be completed for a visit to be valid

Guidance Notes on Risk Assessments 

By listing the generic risk assessments for the activities that are planned on the trip, the Head Teacher and OEEDM are able to better assess whether further guidance or information will be necessary to support approval of the visit. It is important that the details of risk assessments contain as much pertinent information as possible.

· NB: It is essential that paper versions of the risk assessments, both general and specific, are still completed and filed by the school and that these and the visit programme are retained for monitoring and audit purposes

RISK ASSESSMENT – All visits

Location - Type in the location of the visit; if more than one site is involved then type in these locations as well. Address details of any accommodation should be entered separately under the ‘Accommodation’ risk assessment. 

Activity Details - Briefly list all activities to be undertaken on the visit here. This will guide you in deciding which other generic risk assessments may be appropriate to complete in addition to the ‘All visits’ and ‘Travel’ risk assessments.

· If an activity is covered by another generic risk assessment you should add this to the activity screen. To add an additional activity, select it from the Risk Assessment list, complete the fields as appropriate then click on Add 

PROVIDER: 

Staff - If you are leading the session.

External - If somebody else is leading the session .You may find it necessary to ask them to complete an EV2 form. If visiting large public buildings, museums or sites, an EV2 is not currently required. 

The Education Department also hold a number of EV2s pre-completed by organisations regularly visited by Nottingham City Schools. A list of the providers who have completed EV2 forms for the Education Department can be found on the website using the Related Downloads link from the left system menu.   

Where this is the case, schools can enter ‘YES’ in the Generic RA Done field without completing a risk assessment. A copy of the EV2 can then be sent to the school if requested from the OEEDM, although this is not a mandatory requirement for the school. 

An EV2 form is needed from the external supplier if hazardous or adventurous activities are being planned. If this is the case, click on ‘YES’ and ask the supplier to complete an EV2. Note the exceptions to this guideline under the Supplier Provided Activity risk assessment (page 13). 

· If you have any queries or doubts, refer to the Education Department’s Educational Off-site Visits Policy using the Related Downloads link from the left system menu or consult your EVC

Generic Risk Assessments – Have these been completed? YES/NO 

The trip cannot be submitted for approval until they have. 

Specific Risk Assessments – Have these been completed? YES/NO 

The trip cannot be submitted for approval until they have. Every visit will be unique and will require some additional specific risk assessment; for example, pupils needs will vary. The Specific Risk Assessment is at the end of the Generic Risk Assessment proforma. 

· When the Risk Assessments have been completed in paper format they MUST be retained at the school
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· Once all the information has been completed press Update
· Then move on to edit the Travel risk assessment

RISK ASSESSMENT – Travel

· Click on the Edit icon and complete the following fields

Location – Outline journey departure and destination points.

Activity Details – Enter mode of transport and provider. If a coach company is being used you may wish to ask them for an EV2 to be completed, although this is not currently common practice and is not required under the Policy. If you are going to travel by train or plane this would not be necessary; a separate risk assessment may be needed according to the complexity of the journey. This can be covered in the Specific Risk Assessment.

Generic Risk Assessments – Have these been completed? YES/NO 

The trip cannot be submitted for approval until they have. 

Specific Risk Assessments – Have these been completed? YES/NO 

The trip cannot be submitted for approval until they have. Every visit will be unique and will require some additional specific risk assessment; for example, train stations or bus stop locations vary. The Specific Risk Assessment is at the end of the Generic Risk Assessment proforma. 

· When the Risk Assessments have been completed in paper format they MUST be retained at the school 
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· Once all the information has been completed press Update

· Then move on to add other Risk Assessments as needed 

OTHER ACTIVITIES – Guidance on completing other risk assessments.

If other activities are being planned then the relevant risk assessments must be completed. 
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	Click on the drop-down to see 

the A-Z list of available risk assessments


· If the activity is not available on the drop down menu, press the ‘Request Activity’ button and the OEEDM will arrange for one to be developed
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	Request Activity

If you need an activity that is not listed, 

Click on this button then fill out and submit the simple form – the OEEDM will then develop 

a new risk assessment for your visit or advise you which risk assessment you should use

NB: If you cannot see the form, your browser or Google Toolbar is set to block pop-ups. You need to temporarily allow pop-ups to view the form. 


RISK ASSESSMENT – Supplier Provided Activity 

You should only use this for an external supplier who is providing activities on a regular basis to schools in the City. The list of regular suppliers can be found using the Related Downloads link from the left system menu.   

This would be particularly useful if you are going to a multi-activity provider such as the YHA or PGL. If this is the case, outline the range of activities that are being planned in the ‘Activity Details’ section and name the provider in the ‘location’ section. The EV2’s for approved suppliers are held by the OEEDM, so you would not be required to request individual risk assessments for each of the activities being run during the visit from the supplier. 

Here is an example:
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	Supplier name

Activities being run by the 

supplier during the visit 

Provider is external

Show the EV2 as Submitted

Click on Add when you have completed the details


RISK ASSESSMENT – Accommodation
If you are staying in accommodation overnight it is necessary to complete the ‘Accommodation’ risk assessment. In the ‘Location’ section simply state where the accommodation is. In the ‘Activity Details’ section enter the postal address for the accommodation.

RISK ASSESSMENT – Walks
If you are doing more than one walk during a visit, details can either be entered on one risk assessment or on separate risk assessments as you prefer. For each walk, state the departure and destination points in the ‘Location’ section and the type of terrain in the ‘Activity Details’ section.

Those planning DoE unsupervised walks, or walks in remote terrain should continue to send route plans to the OEEDM within the Education Department. 

RISK ASSESSMENT – Lightweight Camping
If you are planning a series of lightweight camps at different locations, list the various campsites in the ‘Location’ section and the type of terrain being covered in the ‘Activity Details’ section. A route map showing the camp sites may be required by the OEEDM. If this is the case, the OEEDM will contact you directly to request a route map.

· If you need any further help on Risk Assessments, consult your EVC or the OEEDM on 0115 9476202 

Adults 

Click the ‘Adults’ tab at the top of the screen. The top part of the screen is for adults from your school (Staff) and the bottom part is for other adults assisting with the visit, e.g., parent helpers, or for Adults not shown in your school staff list.
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	All the staff names for your school are 
already in the drop down list 

Select the adult’s role in the visit from the drop down list

Select whether the adult has a 

relevant First Aid qualification

Click on Add

Type in the name of any other
 adult on the visit

Select their role from the drop down list

Select their relationship from the drop down list

Select whether they have been CRB checked

Click on Add


An example of a completed Adults screen is shown below: 
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· You must add the Visit Leader as a minimum requirement before saving or leaving the system
· Before approval will be given for the Visit, the name of the Visit Leader and appropriate First Aid cover must be known 

· Other staff or adults can be added using ‘dummy’ names so that child:adult ratios and activity supervision are correctly represented, with the proper names being amended either later on before submission or amended after approval (other than the Visit Leader)

· The responsibility of ensuring staff competence to lead a visit still lies with the Head Teacher and EVC, but advice on competence is available from the OEEDM 
Adult Qualifications and Experience

Information on staff experience is automatically captured by the system from each visit entered, and can also be manually added by the school. Qualifications can also be entered, but only by the Curriculum Enrichment Service. 
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	To view a staff member’s visit experience and qualifications,

Click on the star


After clicking on the star, the pop-up window below appears: 
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	· To add experience for a member of staff, type in the visit name, select the role the person undertook on the visit, and enter the date the visit commenced on

Click Add (you will see the entry appear in the summary), then click Submit


First Aid qualifications are recorded by the school against each individual member of staff when adding adults to an individual visit, but any outdoor or adventurous skills qualifications can only be added by the Curriculum Enrichment Service. 

You can email the Curriculum Enrichment Service through the email link on the Qualifications / Experience form to advise them of any relevant qualifications, but you will need to follow that up by sending the original qualification certificates to the staff at College Street. They will then copy them and return the originals to you. 

This will help Nottingham to develop an accurate central repository of records of qualified staff, which is auditable and will help to demonstrate competence. 

Adding School Pupils – Category A Visits (low risk) 

To enter details of the pupils from your school who are going on the visit,

click on the ‘School Pupils’ tab.
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	Click on the ‘Select this button for Group Add facility’ radio button

After the screen refreshes, click here and type in the number of pupils who are going on the visit




If you prefer to, you can add pupils as individual names. We’ll cover how you do this in the next section about Category B and C visits. 

Adding School Pupils – Category B and C Visits (medium/higher risk) 

To enter details of the pupils from your school who are going on the visit,

click on the ‘School Pupils’ tab.
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	Ensure the ‘Select this button to add individual pupils’ radio button is selected

Example summary of pupils 

already added to the visit

Tick the box to indicate whether the parental consent form has been received

The pupil names for your school are 
already in the drop down list – Click on the drop down and select them with your mouse 

Click on the drop-down and select ‘Yes’ if an individual Special Needs risk assessment has been necessary

Click on Add to append the pupil to the summary


As you can see from the screen above, the system is designed to be used to help you plan the visit, by allowing you to keep a record of whose consent forms have been received and whether you have had to carry out a specific risk assessment for a particular young person. 

· If you are uncertain whom exactly will be going on the visit at the time approval is being sought, use ‘dummy’ names so that adult:child ratios are correctly represented, with the proper names being amended after approval

· The Pupil data is sourced from the Termly census, so if you have a child going on the visit who is not shown in the pupil list because they have recently joined the school, add them under the ‘Other Children’ section

Other Children

To enter details of any other children who are going on the visit, either from other schools or relatives of staff on the trip, click on the ‘Other Children’ tab. You can also add pupils from your own school here whom are not shown in the School Pupils drop-down list.
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	Example of record already entered

Type in the name of any other
 child on the visit

Select their relationship from 

the drop down list

Select whether their Consent Form

 has been received

If required, select that a Special Needs 

risk assessment has been done for the individual child

Click on Add to update the summary
	


· If you are uncertain whom exactly will be going on the visit at the time approval is being sought, use ‘dummy’ names so that adult:child ratios are correctly represented, with the proper names being amended after approval

· If you have a new pupil in your school whose name does not appear in the drop down list on the ‘School Pupils’ screen, enter them here and show the relationship as

     ‘Pupil – this school’

Emergency Contacts

To enter details of the emergency contacts for the visit, click on the ‘Emergency Contacts’ tab.
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	Type the name of the Visit 24hr contact in the free text box (mandatory)

Enter the phone numbers

(Tel no 1 is mandatory)

Type the name of the 24hr contact back in Nottingham in the text box (mandatory)

Enter the phone numbers 

(Tel no 1 is mandatory)


· You must enter a person’s name in the Visit 24hr Contact box and also the Nottingham 24hr Contact Box

· You must enter the person’s contact number in the Tel No boxes

· You must enter the Visit 24 hour Contact (tel no 1) and the Nottingham 24 hour Contact (tel no 1) before submitting 

Now I’ve entered the Visit, do I [image: image35.jpg]


 or do I [image: image36.jpg]


?

This entirely depends on how far you’ve progressed with your visit planning. Before submitting, ask yourself these questions:

· You may find it useful to print this checklist to help with your visit planning

	Submission Checklist


	No
	Yes

	Am I sure of the visit destination?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Am I clear on the educational aims?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are the dates for the visit definite?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have I got the visit category correct? (A,B or C)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If it is recurring, have I added an Approval Required Until date? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have I got travel insurance? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have I planned the visit in accordance with the Offsite Visits Policy?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have I done the mandatory risk assessments? (all visits and travel)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have I done risk assessments to cover the trips’ activities? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If I need them, have I received EV2’s from my suppliers? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Am I sure who the visit leader will be?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do I have approximately the correct number of children and adults?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do I have First Aid cover? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have I done SEN risk assessments for individual pupils if I need to? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have I provided emergency contact details? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 



If you can answer yes to all of the above, you are ready to [image: image37.jpg]


. 

If you can’t answer yes in each case, then [image: image38.jpg]


 your visit. You can submit later when you’ve ironed out the details. 

Printing the Visit Details (see note re Windows XP*)
You can print a summary of the visit at any time. This is particularly useful as a reference list for when the trip is actually departing, as it contains all details of activities, children, adults and emergency contacts. You can also use it to check through all of the visit details if you are approving or declining, and don’t want to trawl through each individual screen. 
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	Click on Print


When you click on [image: image40.jpg]


, the system generates a summary document containing all of the visit information*. 

· To print the summary, click on your normal print icon in the toolbar [image: image41.jpg]


.

An example of a summary is shown on the next page.
* Note for Windows XP Users:

Microsoft recently released a security patch for XP called Service Pack 2. Included within this was an automatic pop-up blocker, which prevents this document being shown without user intervention. The Google toolbar and other similar software contain a like feature. 

If you have trouble printing and are an XP user, this will be the cause. You will see a warning near the top of the screen, just below the toolbars, which will say ‘Pop-up automatically blocked’. Click on it to choose to allow the pop-up to be shown. If you need further help, you can ring IMS Helpdesk on (91) 50900, who will talk you through this process. 

Example of a Printable Visit Summary
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Note that details from all of the visit screens are shown in the summary. If you tried printing directly from one of the screens in the usual way, rather than using the [image: image43.jpg]


 icon to generate the printable summary, you would just get the information that you could see on the screen you printed from. 

Saving a Visit for Editing Later
You can ‘Save’ from any of the visit screens. This example is from the Visit Info screen. 
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	Click on Save


After you click on [image: image45.jpg]


, you will receive the following confirmation message, provided that you have completed the necessary mandatory fields for saving. 

[image: image46.jpg]Confirmation
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If you haven’t completed all of the required fields, you will receive an error message informing you which fields have not been completed. Here is an example: 

[image: image47.jpg][Microsoft Internet Explorer
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· If you do receive a message like this, complete the section and [image: image48.jpg]


again 

Editing a Saved Visit 

To edit a saved visit, log on to the system, then do a Search (detailed on pages 5 & 6). 
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	Click on the Edit icon 


	


When you click [image: image50.emf] for the record, you are taken to the ‘Visit Info’ screen. From there, continue just as if you were adding a new visit, except use the ‘Edit’ icons [image: image51.jpg]


 to amend information already in the system. 

Submitting a Visit 

You can ‘Submit’ from any of the visit screens. This example is from the Visit Info screen. 
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	Click on Submit


If you haven’t completed all of the required fields, you will receive an error message informing you which fields have not been completed. If you have used your Submission Checklist and answered yes to each, you shouldn’t have a problem. 

Another example of an error message indicating that you need to complete a mandatory field: 

[image: image53.jpg][Microsoft Internet Explorer
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· If you do receive a message like this, complete the section and [image: image54.jpg]


again 

There are a variety of checks built into the system to ensure that the minimum level of mandatory information is completed. If you haven’t fully completed all of the critical fields and Submit, you will receive errors until you have completed all the necessary information. 

When you have submitted successfully, you will receive the following confirmation: 

[image: image55.jpg]Confirmation
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This means that the visit has been successfully sent for approval. 

How the Approval Protocol Works 

When you submit a visit, the system automatically sends an email to the school’s Headteacher, informing them that a visit is waiting for approval. If it is a Category A visit, the Head logs on and approves (or declines) the visit. The system then sends an email to the staff account at the school advising that it has been approved. If it has been declined, the Head enters the reasons in the email so that you can correct any problems and submit it again after editing.  

If it is a Category B or C visit, the same applies if the Head declines the visit. If the Head approves the visit, the system then emails the Curriculum Enrichment Service advising them that the visit is awaiting final approval. When it is approved by the Curriculum Enrichment Service, the system emails both the Staff and the Headteacher email accounts at the school to advise that it has been approved. Similarly, if the Curriculum Enrichment Service declines the visit, an email is sent to the Staff and the Headteacher email accounts at the school to advise that it has been declined, with the reasons why, so that you can correct any problems and submit it again after editing. 

After the visit has been approved, you can still edit many elements of the visit and the visit status will remain ‘Approved’. However, if you make critical changes (specifically changing the Visit Leader or amending, adding or deleting activities) the visit is resubmitted and has to go through the approval process again. 

We’ll cover this in the next pages.

Editing After Approval 

To edit an approved visit, log on to the system, then do a Search (detailed on pages 5 & 6). 
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	Click on the Edit icon 

for the approved visit




When you click [image: image57.emf] for the record, you are taken to the ‘Visit Info’ screen. 
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	Edit or add new information as necessary on any of the screens

When you have finished editing, 

click on Resubmit




You will notice that the screen is slightly different to before the visit was approved. Instead of the Save and Submit buttons, there is now a single button - [image: image59.jpg]


. 

Resubmitting

When you click on the [image: image60.png]


 button, the system decides whether you have made any critical changes and, depending on what amendments you’ve made, you’ll receive one of these two confirmations: 
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	If you receive this message, your changes will be saved and you will still be able to edit the visit later.
	If you receive this message, your changes will be saved but the visit will be locked against further editing until it has been re-approved. 


Logging Out

To log out of the Offsite Visits System, simply close your Internet browser.

Contacts for Help

IMS Helpdesk: 
(91) 50900

Curriculum Enrichment Service:  947 6202

Click on Offsite Visits





Click on the Staff tab





Enter your User Name and password here








My password is:





_________________





My username is:





staff__________
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