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Thinking about an Educational/Offsite Visit and/or using a particular provider / company?





LA approval is confirmed via an email to your EVC.  It is the Visit Leaders responsibility to ensure that they have received confirmation of approval before going on the visit. Check Section 2 of on line form.





Click on ‘Create a new visit’ and complete form. Don’t forget to include the name of any Provider that you are using to supply adventurous activities and/ or accommodation.








The screen will show a page titled ‘Pre check Confirmation.’ Please read and follow instructions of how to open up the rest of the Visit Approval form. When complete and Section 11 has been signed the Visit Leader must press the Pass it on button and pass to your EVC/Headteacher. 











Your visit will now be put on HOLD and you will not be able to complete the form. The Outdoor Education Unit will automatically commence the vetting of this Provider We will notify you when the vetting has been completed and alert you of our findings.





Log on to e-GO








The name of your chosen Provider does not appear on the list means that we have not yet vetted that particular Provider





DO NOT ENTER INTO A CONTRACT UNTIL THE PRE CHECK PAGE SHOWS “PRE CHECK CONFIRMATION”





When you press the yellow coloured SUBMIT button, your EVC is notified that a visit is waiting for their approval. The EVC must carry out their actions and pass the on line form to the Outdoor Education Unit   6 weeks before departure (12 weeks if major expedition)








Guidance on how to use e-Go can be found in the Help Centre on the system. 











  


  





Provider(s) name found on e-Go database and entered








If the departure and return date are the same, and you do not tick the adventurous activities’ box,( i.e no adventurous activities included in the programme )e-Go automatically recognises this as being a visit that  only requires NOTIFICATION 





The EVC/Head teacher must log on to e-Go, check the content and when they are satisfied with all the planning arrangements they must sign Section 12 and Pass the form (click on yellow pass it on button) to the Outdoor Education Unit





If you wish to check if a Provider has been vetted by the Outdoor Education before carrying out a Pre Check, click on the word Providers in the grey tool bars and search by the name. 





Incomplete or late forms will be automatically blocked. If incomplete the e mail will advise you of what requires attention. 





THE L.A VISIT NOTIFICATION AND APPROVAL PROCESS





Provider  name not found on e-Go database





Involve your EVC or Area Youth Officer (AYO) at an early stage. If you do not have a Username or Password your EVC or AYO will provide you with this





BOOKINGS CAN NOW BE CONFIRMED AND CONTRACTS ENTERED INTO











You can confirm who the visit is waiting on by looking at Section 2 of the form.
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