go Help Sheet

Educational Visits
Notification and
Approval System

. All visits submitted for approval require a programme that clearly outlines am, pm and evening
activities and locations for each day of the visit and outline travel plans. The Outdoor Education Unit

is unable to provide approval for visits without any information about the planned activities on which to
base its decisions.

. The programme must be added before the visit is checked by the EVC / Headteacher or Area Youth
Officer and submitted for LA Approval.

. Where some activities are led by school or Youth Service staff and others are led by Provider’s staff, it
should be clear from the programme whose staff are leading each session.

. The only exception to this requirement is for visits to PGL and Kingswood centres, where they are entirely
based in UK centres and led by the Providers own staff. Visits to UK centres (only) may then be submitted
without a confirmed programme and will be ‘approved subject to a confirmed programme of activities
being submitted before departure’.

. We recommend that that the term ‘free time’ is avoided on visit programmes.

There is a choice of how to add a programme or itinerary to a visit on the e-Go system.

1. Typed directly into the visit
2. Attached to the visit as a document

1) A Typed Programme -

For short visits (1 - 2 days in duration) you can choose to directly type your programme into Section 10
of the e-Go visit form. Please see the example below.

For longer visits we recommend that you attach a programme as a document (e.g. WORD file, etc). This will be
less time consuming and allows the programme to be more easily edited, and can be used again in future.

To get to this screen please
Iy e-GO | Visits | Establishments | Providers | | People click “Click here to type in

your programme” in
= Section 10 on the e-Go

: 13-Dec-10 97
View All -
Step-by- Details
step General Details |} 13-Dec-10 B S
processes A
Create a new| Date *
am 09:00 Depart school by coach =

11:30 Arrive Calshot Outdoor Centre - H&S briefing. fire drill and room
allocation

-

pm  [12:30 Lunch =
14:00 Provider led High Ropes session Once you have typEd in your
15:00 Break

programme for a particular

day click “Save” and then

&ve 17:00 back to accommeodation for showers etc complete any further days
17:45 Dinner i

19:00 School staff led quiz night on site I’GQUII’ed.

22:00 Bed

15:30 Continue High Fopes




2) A Typed Programme Attached as a Document -

A document file containing the programme can be attached to the visit. Please see the example

below.

Before attaching the document please ensure to give it a title, and add any notes applicable, on the e-Go

form.

é&gt

Educational Visits Notificaties and Appeoval Syitem

To get to this screen click on
“Click here to attach an
electronic copy of your

programme” in Section 10 on

the e-Go form.

Visit:Upload new programme document (13840 Test New Visit 2010)
cancel
= previous next =
1.Upload Programme Step 1: Upload Programme Document
Document Please enter details of the new programme document below
Mothing entered yet
- Title *[Programme
Continyourertnes, and ppy. | K5 e e e shon .
night}
You can immediately apply your
updates by clicking the button
below -
Document l_ — |
Click the “Browse” button to
| search your files for the
programme to attach. Click
“Open” when you find the
document then click “Confirm”
to attach it to the visit.
An example activities programme or itinerary -
Date |AM PM Evening
09:00 Depart School — travel to 12:30 Lunch 17:00 showers etc.
Calshot Outdoor Centre by coach. 1330 Hidh . 17-45 Dinner
Monday ] . Ish iof fi . igh Ropes
13/12 11_.30 Arrive at Cals _ot. H&S Brief, fire . 19:00 School staff led
drill and room allocation. 15:00 Break e .
quiz night on site.
. 1 *
15:30 High Ropes 22:00 Bed time
12:30 Lunch
] . —
09:00 Velodrome cycling session 13:30 Challenge
Tuesday . Course* 18:00 Arrive back at
14/12 11:00 Break school

16:00 Depart centre by

. *
11:30 Archery coach

* = provider led sessions. All other sessions led by school staff.




