Offsite Visits Management - User Guide
The Offsite Visits Management system is part of Safety Online. It is a tool which enables all
offsite visits undertaken by schools to be monitored by Bracknell Forest Council. It is also a
tool which allows schools to record information about offsite visits organised within schools,
review them and receive any necessary approval. The system has been designed using the
guidance provided for schools by Bracknell Forest Council and aims to be a simplified and
standardised process for use in the organisation and evaluation of visits. Access to the system
is for authorized users from any computer with an Internet connection using Internet Explorer.
In the system there are four different types of users. Firstly there is the ‘Group Leader
Account’, which allows Group Leaders to create new offsite visits and request approval. Each
school can have multiple Group Leader Accounts for each teacher or other person responsible
for organising the visit. Then there are the two user type who must approve all visits; the
school’s Offsite Visits Co-ordinator (OVC) and the school’s Headteacher (or person appointed
by the Headteacher in his/her absence) who will have the right to accept or reject a visit. For
schools organising activities involving residential, adventurous activities or travel abroad,
authorisation will be required from the Offsite Visits Advisor (OVA) at Bracknell Forest Council.
Therefore a forth type of user account is held by the OVA (currently Brian Mallett) and allows
him/her to accept or reject these types of visit.
The process of organising an offsite activity is displayed in a flow chart (Figure 1).
1. The first step is for the Group Leader to create a new offsite visit. The Group Leader
must enter all the details, create a risk assessment and attach all the required
documents.
2. He/she must then send a request for approval to the OVC. This is done by email
requesting that he/she logs into the Safety Online system, checks all the information
and makes a decision regarding the visit.
3. The Group Leader will automatically receive an email with the OVC’s decision.
4. If approved by the OVC the system will automatically then send a request for approval
to the Headteacher. This is again done by email requesting that he/she logs into the
Safety Online system, checks all the information and makes a decision regarding the
visit.
5. The Group Leader will automatically receive an email with the Headteacher’s decision.
6. If the visit is approved by the Headteacher but requires further authorisation from the
OVA, then an alert email will be automatically sent to the OVA.
7. After the OVA accepts or rejects the visit, the Group Leader receives an email with this
information.
8. If any of the decisions were negative, then depending on the reason for the rejection,
the Group Leader has the option to carry out any required changes and start the
process of seeking approval again.
Then the necessary approvals have been received, the Group Leader can print off the
information and use it as a supporting document. For example, the Action Plan can be printed
off separately to act as a check list. The printing option is available for all users involved.
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Figure 1: Organising an offsite activity
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Provided below in the following sections is more detailed information about:
•

Logging into the system and navigating through it

•

Entering ‘Details’ of the visit

•

Filling in the ‘Planning’ part of the visit

•

Creating ‘Risk Assessments’ and reviewing the ‘Action Plan’

•

‘Attaching’ the required documents

•

Using the ‘Status’ tab options

•

The Role of the OVC, Headteacher and OVA in the system

•

Completing the process.

Logging into the system and navigating through it
The first time you login to Safety Online use the address: www.safety-online.co.uk (Figure 2 A)
and with the username and password which you have been provided login to the secure client
area. (Figure 2 B)
A
B

B
2: System login
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The first page you will see after your first successful login is your ‘Home /Change Password’
page. You are required to change your password before you progress further into the system.

C

A
B

3: Home/Change password

3 A - Home drop
down menu

Once you have changed your password, click on the ‘Home’ tab (Figure 3 A). From the drop
down menu select ‘Personal Detail’. You should now check that the information entered in
your user profile is correct, especially the email address as this will be used to communicate
later in the process. The OVC and Headteacher also need to ensure that their profile pages
have the correct information for the same reason.
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Subsequent system accesses can be made via frontlinedata.co.uk which will take you direct
to your login screen and can be saved to your favourites bar.

There are a couple of things it is important you are aware of before using the offsite system
which will help make the experience successful and trouble free.
Always try to use a fixed internet connection, if your wireless connection drops out, even
momentarily, when you are in the system you will be locked out for around 20 minutes and
unsaved data lost. This is because the site believes there has been a security breach. Again
due to system security, the ‘Back’ and ‘Forward’ arrows in Internet Explorer cannot be used.
Instead you should use the forward and back arrow buttons in the title bar of every page of the
offsite system (Figure 3 B).
When you have finished your activity on the system you can logout using the red ‘X Logout’
button in the top right hand corner of the page (Figure 3 C). If you fail to logout correctly or
scroll pages using the internet explorer arrows, the system will consider there has been a
security breach and will block your access for about 20 minutes.
Please check that your computer has ‘pop ups’ enabled. This is very important as the system
warns you when it has been inactive for 7 minutes. If the pop up is not enabled – i.e. it does
not appear - you will miss the time out warning message and be logged out with unsaved
information lost. You need to have moved between screens to register activity.
You will find your Pop-up blocker in the drop down lists in ‘Tools’ when in explorer, you can set
your system to allow Pop- ups from just the Frontline web address as a specific site or more
generally from all secure sites.
If you encounter a technical problem while using the system or see an error page, please use
the ‘Technical Support’ tab under the ‘Home’ drop down menu. Fill in as much information as
possible into the support form and someone from Frontline Data’s support team will contact
you via email (Figure 3 A). If you encounter any problems logging into the system or need any
assistance with your password please contact Bracknell Forest Council.
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To start using the Visits module select the ‘Safety’ tab (Figure 3 A) which will then display the
Visits (Off-site) menu. The Headteacher account will probably have access to more
menus/modules.
Having selected the Visits (Off-site) menu, you will see a summary of visits for your school
(Figure 4).
A

Example summary

Figure 4: Client Summary page

Information on this summary page indicates the number of visits in different stages of
preparation. The question mark icon explains the information entered in each column. To view
more details click on the school name (Figure 4 A). This will take you to the ‘Register’ page
where you will be able to see all the visits, grouped according to their current status (Figure 5).
Make sure your data is displayed in full by checking the summary and common task boxes.
(Figure 5 A)
The visit details in each status summary can be collapsed or expanded, (Figure 5 B) when
expanded click on an individual visit name to see details.
To add a new visit select the ‘Add’ button (Figure 5 C), which takes you to the Details page
(Figure 6).
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B

Figure 5: Register page

Entering details of the visit
The ‘Details’ page is divided into five sections which you can navigate by using the tabs at the
top of the page (Figure 6 A). The first tab ‘Status’ displays the process of creating the visit,
indicates the stage the visit is currently at and informs the user what should be done next
(Figure 6 B).
It is a system requirement that when entering a new visit the data is added in the prescribed
order. 1- The ‘Details’ tab first, then 2- the ‘Planning’ tab and then 3- the ‘Risk Assessments’
tab. Tab 4 – ‘Action Plans’ a check list automatically filled from data you select from the risk
assessments. The status screen is accessed after you complete tabs 1-4 and is the first
screen you will see if you log out of the system and come back to your visit at a later date.
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A

B

Figure
6: Details Tab

When creating a new visit, the user should begin by filling in all the information on the ‘Details’
tab (Figure 7). Many fields contain a drop down list with data pre-loaded to help speed the
process, you should check for and use them where available and relevant.
•

The visit code is generated automatically and is unique for each visit. It is useful to use this
number to link all the documents and paperwork generated relating to the visit for ease of
future reference.

•

The visit destination must be inserted. The full address of the destination is added on the
planning page under ‘Venue’.

•

The year group or age range should be selected from the dropdown list. For mixed age
ranges not specified, select ‘Mixed Age’ and add an explanatory comment in the directed
section below.

•

If the visit involves adventurous activities, is abroad, or out of locality, the relevant box
should be ticked. This will ensure that the visit is sent to the OVA for the third level of
approval

•

If the activity is to take place as a series of visits throughout the term, you should add an
appropriate date span and check the ‘Series of Visit Yes’ button – E.g. Ironmonger Road
Baths swimming weekly on a Tuesday, departure date (starting date) October 3rd – return
date (last date) December 18th. Further information can be added to the ‘Programme’ or
‘Comments’ boxes, which can be found when the ‘Visit Details’ view is expanded,
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whichever is more relevant. A departure and return date with a span but without the ‘Yes
Series of Visit’ button checked, should only apply to a residential visit.
•

The Group Leader’s name and email allow the right person to be alerted when necessary
and a mobile telephone contact number should be included so that the group can be
contacted at all times during the activity.

•

The school details will be pre filled for your relevant establishment.

A

Figure 7: Details Tab

•

The ‘Visit Details' including the programme outline and travel itinerary can be entered here
as free text. Also details regarding any previous visits to the venue and other relevant
information can be added to the comment box. If required documents regarding the visit
can be attached as a separate attachment (see Figure 13).
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‘Aims of the offsite activity’ for the visit can be selected from the drop down menu by
tickling the ‘Find’ box on the right hand side (Figure 7 A), more than one aim can be
included before clicking the ‘Select’ button at the bottom of the drop down page.
•

‘Size and Composition of the group’ depending on which year group you previously
selected the age range is populated automatically; however it is possible to overwrite
this field if necessary for a mixed age group. Enter the number of male and female
students and the number of staff and the system will automatically calculate the group
size and adult to pupil ratio once you click away from the field.

•

‘Pupils with special needs’ if it is felt that the additional needs of certain pupils will
impact on the safety of the group, as an alternative to including details on a risk
assessment, the relevant details can be added to the system for the OVC’s
consideration prior to approval. In order to comply with Bracknell Forest Council data
protection guidance the full names of students should not be used. At the point of
approval, In order to maintain confidentiality, the information can be copied and pasted
into a word document and then uploaded as an attachment by the OVC. The original
information on the system should then be removed from the Details page as it now exist as
an attached document.

•

‘Information to parents’ this section should be completed as relevant for each visit.

•

‘Insurance’ is always presumed to be through Bracknell Forest Council so this is the
pre-completed default, however should this not be the case select ‘Alternative
insurance’ from the drop down menu and specify which insurance company will be
used.

•

The last section on this page is ‘Emergency Contacts’ –. Please nominate an
emergency contact (not the Group Leader) who can be easily reached at all times for
the duration of the activity including where out of normal working hours. You may need
to include an office and a mobile number to ensure your contact is available at all times.

Once you have added all the information, press the ‘Save’ button at the bottom of the screen.
If any of the basic required fields or check boxes has not been filled in appropriately you will be
informed. If everything has been correctly entered you will see a confirmation message and
your visit will now have a number allocated.

Filling in the ‘Planning’ part of the visit
The next section that you will be filling in is ‘Planning’. On this tab you are putting together all
the elements that build up the visit; transportation, venues, activities and accommodation
information wherever they are applicable. You can add more than one of each of these
elements (Figure 8).
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Figure 8: Planning Tab

Add the transport type by selecting from the drop down menu. If you find a specific transport
match the address details may be filled by the system otherwise complete appropriate details
for the name and address of the transport provider. You can have more than one mode of
transport, just click on ‘Add more items’ and another transport box will open. You must
indicate if the ‘Learning Outside the Classroom Quality Badge Awarded’ and if there is a ‘Risk
Assessment Adopted From The Provider’. These buttons are required for each section of the
planning tab and not just the ‘Transport’ section.

Figure 8: Planning Tab

The next section is for the destination address. There is a drop down list with a database of
previously visited destinations. Look for a suitable match and If you find the exact venue, by
selecting it, the system will return the address and contact numbers for you. If no exact match
exists you must add them yourself including the full address, postcode and telephone number.
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Figure 8: Planning Tab

You must specify if you are adopting the activity provider’s own risk assessment. If the risk
assessments are accessible on the company’s web site, please add the web address in the
‘Comments’ box. If not you may need to create your own supplementary risk assessment in
addition to the generic risk assessments provided by Bracknell Forest Council (Figure 9).

Figure 8: Planning Tab

If you are going on a residential trip full details of the accommadation must be provided and all
relevent details completed as before.
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Learning Outside the Classroom Quality Badge
The Learning Outside the Classroom (LOtC) Quality Badge provides for the first time a
national accreditation combining the essential elements of provision – learning and safety –
into one easily recognisable and trusted Quality Badge for all types of Learning Outside the
Classroom provider organisations.
The Quality Badge provides an assurance that a provider:
•
•
•
•

Offers ‘what it says on the tin’;
Takes account of the needs of users;
Has an emphasis on ‘learning/skills outcomes’; and
Operates in a healthy and safe environment

Schools are able to recognise and have confidence in the Quality Badge scheme. Should a
provider have the Quality Badge, a school can be assured that the provision is sound.
For more information about the Learning Outside the Classroom Manifesto and the Council for
Learning Outside the Classroom, please visit www.lotc.org.uk

Creating risk assessments and reviewing the action plan
To add a generic risk assessment choose the ‘Risk Assessment’ tab. Click on the drop down
list and select an appropriate title and click ‘Add’. This will open a new screen with full details
of the generic risk assessment, containing a list of possible issues and suggested control
measures (Figure 10).

Figure 9: Generic Risk Assessment Detail Page
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Figure 10: Generic Risk Assessment

Once you have selected a risk assessment you need to look at each ‘Activity/Issue’ which is
shown on the grey lines. Click the add box for each appropriate section/grey line that applies.
The system will then tick all the boxes for the related control measures in the section below. If
any of the control measures do not apply by clicking in the specific box you will remove the tick
and deselect it.
If you select the control measures, by ticking the boxes, without first selecting the grey
‘Activity/Issue’ line your data will be lost even after you click save.
For each chosen section select an appropriate ‘Risk Frequency’ and ‘Risk Severity’. This will
allow the system to assess the overall risk for that issue. When you have reviewed all of the
issues, remember to click the ‘Save’ button at the bottom of the page and you will return to the
‘Risk Assessment’ tab.
After you have customised your first generic risk assessment, you will be able to see the list of
risks you have identified (Figure 11). If you want to update or change anything you can reenter the risk assessment, just click on the appropriate title, highlighted in grey, and the full
details will be displayed allowing you to make the amendment.
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Figure 11 Risk Assessment Tab

You can add as many generic risk assessments as relevant to your visit however as a
minimum you will need to add 02 - All educational visits- travel and 03 - All educational visits.
Having added the required risk assessments, you will now be able to see your ‘Action Plan’ on
the next tab. This will be created automatically based on your selected control measures.
When printed, this can serve as a checklist in preparation for the activity.

Figure 12: Action Plan Tab

You have now completed the first stage of adding a visit. You should now return to the ‘Status’
tab and confirm that it has been completed by clicking ‘Create’. This will activate the next task,
allowing you to attach documents and send an email to request approval from the OVC and
Headteacher.
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Attaching the required documents

Figure 13 Status Tab

Documents cannot be uploaded until after you click ‘Create’ as the attach buttons are
protected prior to this.
There are two required documents which must be attached to a visit, the pupil details and staff
details. You can also attach any other additional documents that you feel are relevant.
Documents are attached using the corresponding buttons on the ‘Status’ tab.
The first compulsory attachment is a list of pupils who you intend to take on the trip; the list of
students who eventually go may differ due to absence. It is therefore important that a going out
form made up of the students and staff that actually go is also uploaded on the day.
For a simple day visit, a basic list of pupils participating is necessary in case of an emergency.
The home base (school) contact would have access to emergency contact details at all times if
required.
If the visit includes adventurous activities, is abroad or involves a residential stay, pupil names,
dates of birth and emergency contact details should be included so the information is readily
available at all times if needed.
The second compulsory attachment is a list of staff details with similar information. Group
Leaders may have a register list of their pupils which can be checked when offsite. It may be
necessary to involve the school administrative staff in compiling this register. The ‘Attach
Other Documents’ button should be used to attach all other relevant documents such as
provider risk assessments and going out forms etc.
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When you press ‘Attach’ you will see a pop-up window (Figure 14). The title name is pre filled
and you are required to browse for the appropriate file. If the suggested file name is
inappropriate for the attachment you should change this name to reflect the details being
attached e.g. SEN risks.

Figure 14: Attaching Documents

You can browse your drives, files, folders and sub folders until you find the document you wish
to upload. Click on the selected document and you will be returned to the ‘File Details’ screen
above. To attach the document click the ‘Upload’ button at the bottom of the screen.
After pressing ‘Attach’ if there are any errors you will be informed through the validation
message, otherwise the pop-up box will be closed. Now you will see on the ‘Status’ tab that
there is a green tick in the appropriate box, indicating that the document has now been
successfully attached. Suggested file formats are Word Document (.doc) or PDF Documents
(.pdf).

To view attached documents you must navigate to the yellow ‘Documents’ tab (Figure 15 A).
From here you will be able to view any of the attached documents (Figure 15 B).
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Click on the selected document and you will be given the option to view modify or cancel.
View will simply open the document; Modify will allow you to add a comment, replace the
attached file by browsing and reselecting and if necessary to delete a file if uploaded in error.
Cancel just closes the selection pane.
A

B

Figure 15: Documents Tab

Figure 15: Documents -Modify screen

Should you wish to make any amendments to the information entered on the system, you will
be asked to add an ‘Update Reason’ in the box at the bottom of the page e.g. ‘additional
information.’
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Using the ‘Status’ tab options
After all the details have been saved and the required attachments are in the system, you are
ready to request approval from the OVC, do this by clicking on the ‘Send’ to OVC for approval
button. The Group Leader can now logout from the system and wait for email notification of
approval or rejection. If the OVC approves the visit an email notification is then sent to the
Headteacher for them to make their decision. When this has been done, the Group Leader will
again be informed automatically by email. For those visits which require the third level of
approval from the OVA the system will again automatically trigger another email to the OVA to
request approval and will send out confirmation emails of final approval or rejection.

Figure 16: Status Tab

The role of the OVC, Headteacher and the OVA in the system
The OVC and Head Teacher will be informed by an alert email of any visit awaiting approval.

Figure 17: Approval request email to OVC or Headteacher or OVA

Offsite Visits Management– User Guide

Page 19 of 21

At this point the OVC or Headteacher will need to login to the system using his/her username
and password and review all the information concerning the visit. Based on this, the visit can
be approved or rejected. If the decision is negative, then the OVC or Headteacher should
enter the reason for this rejection and include details of what may help the Group Leader to
improve the visit so that approval can be requested again.

Figure 18: Approval notification email from the OVC or Headteacher

If the answer is positive then in cases of activities involving residency, adventurous activities,
travel abroad or the involvement of groups of pupils larger than sixty an alert will automatically
be sent to the OVA with a request for approval. The same procedure applies for the decision
of the OVA.
The Group Leader will be informed about any decision made by the OVC, Headteacher and
the OVA (Figure 18 and Figure 19).

Figure 19: Approval notification email from the OVA

If at any point the visit is rejected the Group Leader needs to re enter the system and make
the required changes as indicated by the OVC, Headteacher or OVA. Once updated the visit
can be sent for approval again by going to the Status Screen and clicking ‘Create’ and ‘Send’
for approval. The process will start over again with regards to the relevent approvals and
emails.
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Completing Visit
After receiving an email confirming that all required approvals have been given, the Group
Leader will be able to login to the system and print the final version of the visit report. This
option is available at the bottom of the ‘Status’ tab (Figure 20 A). After pressing ‘Print’, you will
see a window with the option to print or save the automatically generated PDF report. The
paper version may be a used as guidance during the visit.
If there are any significant changes in the arrangements before departure please inform the
OVC, Headteacher and if necessary the OVA.
You have now completed the planning and organisational procedures for an offsite activity.

A
Figure 20: Status screen- Approvals received
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