
 

 
 
 

EXTERNAL VISITS FLOWCHART – WHAT PROCEDURE DO I FOLLOW FOR APPROVAL? 
 
 

 

Complete A ‘multi-
activity’ external visit 
application on EEC 

covering a period i.e. 
term 

External visits – what procedure do I follow? 

EVC receives an 
email to logon to 

EEC and approve 
application. 

A Visit Leader or 
Visit Administrator 

completes a 
Category ‘A’ 
External Visit 

application on the 
EEC website. 

Once the online 
application is 
complete, the 

‘request approval’ 
option is clicked 

 

OR 

Application is 
signed off by 
Head/EVC or 

appointed officer 
(by Governor 
Delegation). 

Day-trips to non-
adventurous 

locations i.e. Zoo, 
theatre, London, 

educational 
venues 

Once approved, 
application is 

automatically sent to 
County Hall for OEA 

endorsement 

Duke of Edinburgh’s 
award expeditions 

Category C Category B 
  

Category A – 
Trips using a 

transport 
provider 

Confirmation to 
school 

office/appointed 
contact detailing who 

is off-site, where 
they have 

gone/timings and 
contact details etc 

Application is signed 
off by Head/EVC or 
appointed officer (by 
Governor Delegation) 

at start of term. 

 

Adventurous 
activities 

(Caving/water 
sports). Residentials,   
trips with overnight 
stops or overseas 

 

Completion of the 
Visit Info sheet by the 
staff member taking 

the group off-site 

OR 

A Visit Leader or 
Visit Administrator 

completes a 
Category ‘B’ 
External Visit 

application on the 
EEC website. 

Once the online 
application is 
complete, the 

‘request approval’ 
option is clicked 

 

EVC receives an 
email to logon to EEC 

and approve 
application. 

Application is signed 
off by Head/EVC and 
Appointed Governor 

A Visit Leader or 
Visit Administrator 

completes a 
Category ‘B’ 
External Visit 

application on the 
EEC website. 

Once the online 
application is 
complete, the 

‘request approval’ 
option is clicked 

 

EVC receives an 
email to logon to EEC 

and approve 
application. 

Once approved, 
application is 

automatically sent to 
County Hall for D of 

E endorsement 

Application is signed 
off by Head/EVC and 
Appointed Governor 

Category A – 

local trips 

Local off-site 
activities including 
visits to the church, 
supermarket, park, 
swimming/sports 

fixtures 

Useful links: 
EEC website: https://www.eeclive.co.uk/public/plogon.asp?aid=14  
 
Visit info sheet:  Visit Information Collection Sheet 
 
External Visit Guidance: 
https://slp.somerset.gov.uk/somersetipost/iPost Documents/EEC 
External Visits - How to Plan a new off-site visit.doc 
 

SCC Outdoor Education website: 
https://slp.somerset.org.uk/sites/sccoea/SitePages/Home.aspx  
 
 

Useful Contacts 

 e-mail or telephone 
o Health and Safety (CHSU): 01823 355089 – 

mailto:oea@somerset.gov.uk 
o Steve Dorrall (01823 355953) – 

mailto:sdorrall@somerset.gov.uk 
o EEC (01204 300944)  
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