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How to log in to EVOLVE

1. Go to evolve.online and select your Trust from the drop-down list.

2. Click Forgotten Username or Password? and follow the instructions on screen.

3. Click on the link in the email you receive.  Your username for EVOLVE will be displayed, click on 
the red password reset icon which appears to set your password.

4. Enter your username and password on the log in screen and click on the blue arrow icon. You 
will now be logged in to EVOLVE.

All staff usernames on EVOLVE are in the format: firstname.surname

https://evolve.online/


Accessing the EVOLVE Help Centre

Simply click and select EVOLVEvisits to view the online guides covering every feature on EVOLVE.



Visit Approval Process for EVOLVE+

LEVEL 2: EVC

LEVEL 4: TRUST

LEVEL 3: HEAD

LEVEL 1: STAFF
The L2 approver will review all the details on the 

completed Visit Form and can grant final 
approval if it’s for an Onsite Activity.

 If it’s a Day Visit, a high-risk visit, i.e. Overseas, 
Residential or Adventurous, they will submit the 
Visit Form to L3. A L2 approver can edit the Visit 

Form if required.

A staff member adds a Visit Form to EVOLVE 
and completes all sections before submitting 

it to L2 of the approval process.

The L3 approver checks the Visit Form and 
can grant final approval if it’s for a Day Visit. 
If it’s high-risk, i.e. Overseas, Residential or 

Adventurous, it must be submitted 
to L4 for final approval.

The L4 approver checks the Visit Form before 
granting final approval for high-risk visits / 

activities, i.e. Overseas, Residential, or 
Adventurous visits.

STAFF MEMBER

OUTLINE 
APPROVER

Outline (or initial) Approval is based on the key 
information completed. One or multiple outline 

approvers can be involved, i.e. Head, EVC, Cover.

A staff member adds a Visit Form to EVOLVE and 
completes the key information, i.e. date, venue, 
travel method and a rough idea of staffing and 

attendees, before submitting it for Outline Approval.



Please note  you must  be logged into  EVOLVE for  these l inks  to  work !

EVOLVE Help Centre Links for Schools
Hold Ctrl & Click to View

A white background with colorful text

Description automatically generated

A white card with colorful text

Description automatically generated

A white board with colorful text

Description automatically generated

A white card with black text and colorful dots

AI-generated content may be incorrect.

A close-up of a logo

AI-generated content may be incorrect.

A white rectangular sign with black text and colorful dots

AI-generated content may be incorrect.

A whiteboard with colorful text

AI-generated content may be incorrect.

A whiteboard with colorful text

AI-generated content may be incorrect.

A white card with colorful dots and black text

AI-generated content may be incorrect.

https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=8&guidestep=5&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=6&guidestep=24&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=6&guidestep=22&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=12&guidestep=5&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=12&guidestep=6&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=6&guidestep=3&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=8&guidestep=4&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=8&guidestep=4&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=8&guidestep=11&categoryid=1


Please note  you must  be logged into  EVOLVE for  these l inks  to  work !

EVOLVE+ Modules Help Centre Links

A white rectangular sign with a yellow gear and a yellow play button

Description automatically generated

Hold Ctrl & Click to View

A screen shot of a black background

Description automatically generated

A white sign with black text and a blue gear with a play button

AI-generated content may be incorrect.

A white background with a purple gear and a play button

AI-generated content may be incorrect.

https://evolve.edufocus.co.uk/go/help/guidebookcontents.asp?guideid=13&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookcontents.asp?guideid=9&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookcontents.asp?guideid=10&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookcontents.asp?guideid=11&categoryid=1


Introductory & Training Videos for Schools
Hold Ctrl & Click to Play

A white sign with black text and colorful dots

AI-generated content may be incorrect.

A white sign with black text and colorful dots

AI-generated content may be incorrect.

A white background with black text and colorful dots

AI-generated content may be incorrect.

A white sign with colorful leaves and a button

AI-generated content may be incorrect.

https://evolve.edufocus.co.uk/evco10/videos/?key=a102922afc3ib4fl99zq9px7u7xzi984h
https://evolve.edufocus.co.uk/evco10/videos/?key=a83715aliboiclsgg7xhv4f2e46ohfbn
https://evolve.edufocus.co.uk/evco10/videos/?key=a142745awum1tnw4ssj9s8hqepgj1sqmy
https://evolve.edufocus.co.uk/evco10/videos/?key=a155137avslysmv3rqi8r6gpdofizrplx


• Staff with Level 3 access on EVOLVE (this is the Head access level on your site), will require 
a PIN when they approve visit forms on EVOLVE.

          
• T        The initial PIN is 1234 and staff will be able to update this via the ‘My Profile’ 

           icon on the Homepage of EVOLVE. 

Helpful Tips

• EVOLVEgo is our free mobile app that assists visit leaders and accompanying staff 
with the operational management of visits. 

Once a visit form has been approved in EVOLVE, it will automatically appear in the 
visit staff's EVOLVEvisits app, so that they can manage every aspect of the visit.

• Simply go to www.evolvego.online on your mobile device and add the link to your 
home screen to access the EVOLVEgo app.

https://evolve.edufocus.co.uk/go/help/guidebookcontents.asp?guideid=21&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookcontents.asp?guideid=21&categoryid=1
https://evolve.edufocus.co.uk/go/help/guidebookcontents.asp?guideid=21&categoryid=1
http://www.evolvego.online/


Frequently Asked Questions

Can I access more than one EVOLVE site?

Staff who work across multiple schools can be 
given multi school access on EVOLVE and will 
be able to view and access all their visit forms 
for all their schools via the green Track tab or 
visit diary. This also applies to staff with EVC 
and Head access on EVOLVE who work across 
multiple schools. 

However, to enable these staff members to 
set up/update EVOLVE+ modules via a school 
dashboard, the school must be the main 
establishment on their user account.

Please contact your Trust who will 
be able to update the relevant user 
account.

How do I apply student contact filters (for 
schools with EVOLVE+/standard)?

Schools can filter student contacts to ensure 
that only the most important contacts (i.e. those 
individuals with parental responsibility for a 
child) show in EVOLVE. 

Please bear in mind that if multiple filter options 
are selected then the contact must meet ALL 
the filters applied for their details to show in 
EVOLVE. 

We therefore recommend that a maximum of 
two student contact filters are applied.

https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=12&guidestep=6&categoryid=1


Help & Information

Simply click        on the Home tab and contact your Trust for 
help with log-in queries, to amend EVC or Head accounts or 

general questions regarding the use of EVOLVE.
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