go Help Sheet

Educational Visits
Notification and
Approval System

. A ‘Batch Visit’ can be used when you wish to submit an e-Go form for a series of repeat day visits
to the same Provider and/or location, usually involving the same group of participants and staff.

. Once a ‘Batch Visit has been created and approved for the first date of the Batch Visit period, the
remaining dates can be individually added to the approval. The original form does not need to be re-
submitted to the Outdoor Education Unit for each of the individual visits as the approval covers the
activities for the entire batch period listed.

. Each new date must be added prior to the visit departing,. This will generate a new visit in the system that
is automatically set to approved. The additional dates can be added at any point right up until the time the
new visit departs.

E.g. a Batch Visit would be suited to a group going horse riding to the same Provider/venue each week
for an entire term. Initial approval would be given in advance for the entire ‘Batch Visit period’ and then
the individual visit dates would be added before each visit departs.

Period of Approval -

The period of approval should follow natural cut-off points (e.g. a 6 week block or the end of term) and not be
extended over too long a period. The length of the period covered by a batch visit will be considered as part of
KCC approval and may be altered to ensure that all visits are reviewed on a regular basis. The nature of the
proposed activity may have an impact on the batch period that can be approved, and you will be advised if the
Outdoor Education Unit considers the period of cover needs to be reduced.

How to Create a Batch Visit -

1) Create a new visit using the red “New Visit” button. The departure and return date of the day visit
must be the date of the first planned visit in the batch (not the entire batch period - which is
added later in the process).

2)  Confirm the visit is a batch visit when you get to the screen below. You need to enter the dates of
the first and last visit planned for the Batch Visit period. You will not be able to add additional
dates outside this period for the batch visit once the visit is created.

To get to this screen

please click
m g[] “New Visit”
o i v ad g e and work through the

‘ visit creation process.

Create a Visit

cancel
< previous next >
Is this visit a batch visit?
If this visit will be part of a series of adventurous day visits to the same location or provider, e.g. a 6 week sailing course. please indicate the date of
the first and last sessions below. Cnce the visit is approved you will be able to add further dates between these as required without having to resubmit

visits to this specific location / provider for separate approval

Batch Visit (Y/N) *IYes =
Period Start Date 01-Dec-10
Period End Date o-Jul-11

Confirm it is a Batch Visit.
Enter the first and last dates
in the ‘batch period’ to be
approved..




3) Continue with the rest of the visit creation process as with any other visit.

4) Once your Batch Visit has received LA Approval you will be able to add the additional dates for
each of the individual visits.

To do this you will need to go back and open up the original approved visit and use the “Add another
date” button (see the example below). LA approval will be ‘subject to’ this being done. Any additional

visit dates that are added will not have LA Approval.

You can add additional dates at any time before each specific visit departs. You do not need to pass

on or submit any of these individual visits created within the Batch Visit approval, as these are
submitted automatically by the system.

5) If the Visit Leader, Provider or activities need to be changed for any reason, you will need to contact
the Outdoor Education Unit via your EVC / Headteacher or AYO as a Batch Visit is approved ‘subject

to’ these aspects of the visit remaining constant.

that was approved.

My e-GO | Visits | Establishments | Providers | | People

To get to this screen please
open the original Batch visit

Do this by clicking on its name

H or searching for it under the
— Visit: 13741 TEST 3925 ‘Visits’ search function in the
, - main toolbar.
Wiew All Visits - — .
Step-by-st :
progesyses Click the our Visit's Name TEST 3925
“Add another date eparture Date 31-Jan-10 —
Create a new Vig button” =turn Date 31-Jan-10
T Dn| dventurous? Yes - we ARE participating in adventurous activities

Cuke of Edinburgh visit
Cancel this Visit Establishments (1)= . .
Establishment ¥ A Establishment Type 7 A Postcode ¥ A Telephone 7a DFES Vi
Add another datg [Remove Test Establishment

Clone this Visit Countries =

|Click here to add more countries as destinations

Remove ltem from Visit]
=il

- ounties = |Click here to add more UK counties as destinations

You will need to enter —

- a new date

: em.ergency contact Status=  Visit Type Batch Approval

details Status Approved

- participant numbers. Waiting On Test Visit Leader
Last Action Visit details edited

i Submit to OEd Unit before 20-Dec-039

The system will now umal (10)=

create a new visit. The ' When ¥a ,tr\.c.tian ¥ 4 From , Vi Passto Va C.a.mn?e.ntsf I'fa'lessage L

visit will have the status g;-g:c-ﬂg Visit created Test EVC Initial visit details entered

of “approved” so it is not 01-Dec-09  Visit details edited Test EVC  Visit status was not changed as a

necessary to re- Submlt 09:46 result of this action
01-Dec-09  Visit details edited Test EVC  Visit status was not changed as a
N9-4A result of this actinn LI

Before each visit departs please check —

1. The additional date has been added to the overall Batch Visit approval, and the e-Go system
has created an approved visit specifically for the date of your individual visit.

2. Check that the information for that date is correct.




