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TOOLKIT FOR LEAD INSPECTORS

Summer 2011
(Version 13)

Tribal Toolkit Summer 2011
Aims

· To bring together guidance and support for lead inspectors in running inspections to the new framework (without undue repetition of what is already in zip files or on the portal)

· To promote and ensure good practice

· To guarantee quality with particular reference to expectations for PIBs, and evidence bases
· To provide a reference point for quality assurance reviews and a common basis for discussion in patch groups.
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Annex
Summary checklist of all the square bullet points ‘inspectors may evaluate…’ from the recent evaluation schedule
Laptop encryption
Note that all machines and data sticks must be protected: contact inspections.is@tribalgroup.com
Suggested scripts for the two pre-inspection contacts with
headteachers showing basic introduction to the process and extending this in joint creation of the PIB and trails for the inspection

Lead inspectors should make initial telephone contact with the headteacher or in the headteacher’s absence the most senior member of staff within 24 hours of the school being notified of an inspection. 

Confirm that Tribal has already been in touch and the date/s of inspection. Confirm the tariff, names of inspection team and the role of the data entry administrator (DEA).
Explain that inspections from September 2009 are carried out under a revised framework and protocols, with an increased emphasis on classroom observation, consideration of the outcomes for different groups of pupils and working alongside the school to form inspection judgements.  Confirm the HT’s awareness of these, and that s/he has access to the revised framework and grade descriptors in particular.  

Remind the HT that the school’s report will be published on Ofsted’s website, and that the school is required to make a copy available to all parents and carers of pupils registered at the school. Explain that the inspection is carried out under section 5 of the Education Act 2005.

Confirm the management arrangements for any childcare provision or

out-of-school care run by the school and ensure the school is aware

that any such provision managed by the governing body will be

inspected as part of the section 5 inspection; provision which is

voluntarily or independently managed will be inspected under

separate arrangements.

Confirm that the school is able to inform all parents and pupils that the inspection is taking place.

Confirm that the school is able to distribute and collect parents’ questionnaires, including questionnaires sent to, and collected from, parents and carers who may be more reluctant or less able to engage in this form of

response (for example parents not living with their children); place a notice in the entrance to the school and on the school’s website indicating when the inspection is taking place.

In addition, the school is now asked to distribute and collect pupil questionnaires (a sample to reflect the school’s population); and to distribute and collect staff questionnaires, at the discretion of the headteacher.
Thank the HT for sharing any form of self evaluation. Remember the SEF is non compulsory and that it will not form part of the next framework. Do not pressurise the head. 
Describe what the inspection will be like and ask if the HT would like any aspects of the process explained.
Explain that joint lesson observations with the HT or another senior member of staff might be undertaken. Other joint inspection activities, for example a scrutiny of pupils’ work or a learning walk to follow up a particular inspection trail may also be undertaken. These will be used to facilitate a sense of partnership and agreement on emerging inspection judgements, as well as confirming the accuracy of the school’s own evaluations in the SEF. 

Staff should understand that in larger schools some staff may not be observed teaching, but for those who are, feedback will be offered.  Where a joint observation has been undertaken, it is usual for the school to give the feedback. Ask the HT to let staff know this.
Ascertain the times of the school day – including break and lunchtimes and on the basis of this, agree times when the inspection will begin and end, including the time of arrival on Day 1. Explain that feedback will occur on the last day after the end of the inspection. 
Ask if it is possible to send electronic copies of the following in order to help in the preparation for the inspection:

· the most recent school improvement/development  plan
· school timetable information
· times for the school day
· any information about the school’s (pre-planned) interruption to normal routines
· a staff list, which includes management responsibilities 

Check that the HT will have documentary evidence ready to support the school’s SEF, but that the school does not need to provide anything that is not already available in the school. It may be helpful at this stage to refer to the list of required documents. Confirm that opportunities will be provided for the headteacher to suggest and provide further sources of evidence once the inspection has started.

Indicate that safeguarding arrangements will be inspected early on Day 1.

Ask the HT to notify governors or the appropriate authority and to invite the chair, or a nominated representative, to a short meeting during the inspection.
Check domestic arrangements: 

Room for inspectors and DEA
Facilities – including coffee making etc and plugs for computers

Lunch and Parking
Arrange a time for a further telephone call to discuss the inspection

arrangements in more detail and issues arising from available pre-inspection

evidence.

Ensure that the HT has no outstanding questions.

Thank the HT for his/her time
During the second phone call, ask for the HT’s comments on the key inspection trails for the inspection, and if necessary adapt the draft trails to take account of any new or additional evidence and/or contextual information.  

Ensure that key points from this telephone call are recorded on an EF.

Discuss in more detail the ways in which the headteacher and senior staff will engage with inspectors during the inspection. In particular: 

· the likely number and nature of joint lesson observations and who will undertake those observations. 
· to timetable brief meetings with the HT at various points during the inspection to check on progress and update the HT on emerging findings
· to explain the protocol for the involvement of the headteacher (and any other senior staff) in the formal inspection team meetings at the end of each day. There must be compelling reasons for the HT not to be involved
· the inspection trails and, where relevant, the methodology used to collect evidence for those inspection trails
· to discuss the inspection recommendations and ensure they are fully understood by the school
· the need for the lead inspector and the headteacher to review the level of engagement of the headteacher and senior staff as the inspection proceeds; it may be necessary to reduce, or increase, the level of engagement

Explain that the finalised PIB will be available via the Portal or emailed to the school at the latest by 16.00 on the day prior to the inspection.  

FIRST CALL

	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

Nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)      
 School:  

Telephone Number:

Date: 

Time:


 

Headteacher:      
	Context (lesson objective or description of activity)
Initial phone call to HT 



	TOPIC DISCUSSED                                                                                     Notes/comments 



	Introductory

· Introductions 
· Confirm that contractor has already telephoned and HT has received a letter of confirmation. Confirm dates
· New type of inspection, increased focus on classroom observation, the outcomes for different groups and working alongside the school to form inspection judgements.
· Check that HT has access to the inspection guidance and instruments 
· Agree time for second extended phone call during which the HT will be invited to comment on the inspection trails.
· Confirm the management arrangements for any childcare provision or out-of-school care and that any such provision managed by the governing body will be inspected as part of the S5 inspection. 

	

	· Check that the school is able to distribute and collect parents’ questionnaires
· Check that the school is also able to distribute and collect pupil questionnaires – a sample which reflects the school’s population. 
· Discuss whether the HT wishes to survey staff views through the use of the staff questionnaire, and if so whether the school is able to distribute and collect these. 
	

	· Thank HT for completing SEF – and enquire when it was last updated, and if there have been any major changes since then.


	

	· Check that HT has names of inspection team.
· Clarify role of administrator and QAM if allocated.

· Times of school day – including break and         lunchtime
· On basis of times of school day, agree times when inspection will begin and end, and time the team will arrive before the inspection.
	

	· Explain extent of involvement of HT and senior staff in the inspection:

· Give their views on the inspection trails

· Participate in joint lesson observations

· Attend inspection team meetings

· Discuss inspectors’ recommendations to ensure that these are understood. 
	

	· Request electronic copies of available documentation:

· The most recent school development/improvement plan

· School timetables

· Any information about any interruption to normal routines

· Staff list and management responsibilities 
	

	· Confirm that any other documentation will be viewed on site:

· Safeguarding arrangements including CRB checks

· School analysis of most recent performance data, including attainment on entry

· Evidence of both internal and external monitoring, including LA/SIP visit notes

· Gov Body minutes 

· SEN IEPs 

· Vulnerable pupils case studies

· Book scrutiny to be carried out in classrooms 
	

	· Request that the HT arranges a meeting between the LI and one or more representatives of the governing body. 
	

	· Domestics
· Room for inspectors

· Facilities – including coffee making etc and plugs for computers

· Lunch

· Parking
	

	· Explain that the second phone call will provide an opportunity to discuss the inspection itself in more detail and in particular, the ways in which the school can be involved with the inspection. 
	

	· Explain that feedback will occur on the last day after the end of the inspection and that it is likely to be brief if the HT is fully involved in team meetings.
	

	· Explain the timetable and nature of the written report.
	

	Close

· Ensure that HT has no outstanding questions. Thank HT for his/her time and confirm next phone call.
	

	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress*
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve**

	
	
	
	
	
	
	
	


SECOND CALL
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

Nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)      
 School:  

Telephone Number:

Date: 

Time:


 

Headteacher:      
	Context (lesson objective or description of activity)
Second extended phone call to HT 



	TOPIC DISCUSSED                                                                                     Notes/comments 



	· Ask for the HT’s comments to guide the key inspection trails for the inspection, and if necessary adapt LI draft trails to take account of this discussion with pointers to additional evidence and/or contextual information needed.  


	

	· Discuss in more detail the ways in which the headteacher and senior staff will engage with inspectors during the inspection. In particular: 

· the likely number and nature of joint lesson observations and who will undertake those observations. 

· Brief, possibly timetabled meetings with the HT at various points during the inspection to check on progress and update the HT on emerging findings.

· the protocol for the involvement of the headteacher (and any other senior staff) in the formal inspection team meetings. 

· the inspection trails and, where relevant, the methodology used to collect evidence for those inspection trails.

· the inspection recommendations to ensure they are fully understood by the school. 

· the need for the lead inspector and the headteacher to review the level of engagement of the headteacher and senior staff as the inspection proceeds; it may be necessary to reduce, or increase, the level of engagement.

	

	· Explain that the finalised PIB will be published and available on the portal at the latest by 16.00 on the day prior to the inspection.  
· Confirm the expected arrival time of the inspection team on Day 1 of the inspection. 

	


Summary of main points
	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress*
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve**

	
	
	
	
	
	
	
	

	Particular evaluations related to safety, health, contribution to the community, economic well-being, SMSC




*You should take account of the learning and progress of different groups of pupils in coming to an overall judgement. 

** Your evaluation should make clear which aspects of leadership, management and capacity to improve you are grading. 

Guidance on PIB preparation using any self evaluation available, RonL and LIR and prompts for PIB writing with examples

Please note that joining instructions now have to be uploaded to the Portal along with the PIB
Guidance on writing the PIB

	Contact with the school
	Content

	· The school will be contacted by the ISP, normally two clear working days before the inspection and sent confirmation by email.

· Before contacting the school LI downloads the SEF, (note; there is no expectation of schools completing the new SEF for the beginning of the autumn term), previous inspection report, RAISEonline, Forvus tracking sheet. 

· Check information about the inspection team. 

· First call to school by Lead inspector (LI) within 24 hours of the school being notified of the inspection by the ISP.

· Where the school is using a telephone answering machine. LI leaves a message and states the time at which this message was left. LI perseveres, keeping a record of the times making contact. 

· Record all discussions on an EF and check that the headteacher understands the conversation forms part of the inspection evidence. 

· Arrange a further phone call to discuss the inspection arrangements; this may be an extension of the initial call if convenient to the headteacher. 

· LI ensures the school has a good understanding that the inspection will be sharply focused against the new inspection criteria and that not all teachers may be observed. 

· Make domestic arrangements for inspectors and data entry administrator (DEA) room, parking, meals, and refreshments

· LI explains the extent to which the headteacher and senior staff can be involved in the inspection. The nature of the engagement of senior staff is at the LI’s discretion; LI should adapt and extend the approaches according to the school’s circumstances.

· The headteacher may choose or not to accept these opportunities.

· Request electronic copies of available school documentation; do not ask for documents to be sent in advance of the inspection other than possibly the most recent SDP/SIP, timetables, times of the school day, any information on the school’s pre-planned interruption to normal routines and a staff list. 

· Indicate safeguarding arrangements will be inspected during the morning of day one-this may involve setting up meetings with key staff.
· Stress the new Framework has different judgements and focus-.go through the terminology for:

· Attainment-the standard of the children’s work shown by test and examination results and in lessons.
· Progress-the rate at which children are learning in lessons and over longer periods of time. It is often measured by comparing the children’s attainment at the end of a key stage with their attainment when they started.
· Achievement-the progress and success of a child in their learning, training or development. This may refer to the acquisition of skills, knowledge, understanding or desired attributes. Attributes include qualities or personal competencies which are important to the development of the child; for example personal, social, cultural, emotional or health.

· Arrange a further extended phone call to discuss issues arising from available pre-inspection evidence.
Second extended Call

· In the second extended call, the headteacher has the opportunity to update and clarify the school’s SEF and to provide any new contextual information. Record this as evidence.
· Following the extended phone call LI completes the PIB-and uploads to the ISP via the portal and the inspection team.
Expectations re time 

· All preparation is carried out off site. 

· The PIB needs to be prepared in draft form before the second extended phone call and will be used as part of the discussion. (see extracts of PIB examples). 
· Allow 1 day for a primary school and 2 days for a secondary school (Timetable for planning to include travel time). 

· Extended phone call-build in time for discussion with the headteacher before finalising the PIB and an opportunity to comment-it maybe necessary to amend the PIB in the light of new evidence.

· PIB needs to be ready by 16.00 on the day before the inspection. 

· Allow sufficient time for travel.


	· First call-(see model pre-inspection phone call script EF). On contacting the school ensure the school has the most up-to-date copy of the evaluation schedule, and understands there is a new framework. Confirm the date of the inspection-remind the school that the report will be published on the Ofsted website, and that the school is required to make a copy available to all parents and carers of pupils registered.

· Confirm that the school is able to: inform all parents and pupils that the inspection is taking place, distribute and collect parental questionnaires, including to and from parents and carers who may be more reluctant or less able to engage in this form of response, for example parents not living with their children, place a notice in the school entrance indicating when the inspection is taking place.

· Enquire about any extended services.

· Ask if the headteacher has any questions they would like to ask.

· Inspection arrangements-in explaining the inspection arrangements the LI should: discuss the time scale for the inspection- indicate the start and feedback times.

· Arrange to speak to groups of pupils, the chair and other governors and a brief time in the day when the LI may speak to any parents, in person or by telephone, who have requested direct contact. 

· Indicate the inspectors’ intended arrival and departure times. It is recommended arrive no earlier than 8.00am, depart no later than 18.00 pm.

· The headteacher and senior staff may be invited to give their views on the inspection trails, discuss the likely number of joint lesson observations, with the headteacher or appropriate members of the senior leadership team, attend inspection team meetings, and an opportunity to discuss the inspectors’ recommendations to ensure these are understood. This is an important part of the inspection and following these initial telephone conversations the headteacher should be clear about his/her role in the inspection process.
· Make clear the greater focus on classroom observation, school improvement, the impact of teaching on the achievement and well-being of individuals and specific groups of pupils and the outcomes for different groups of pupils, explain other likely inspection activities, including the collection of views from representative groups of (and the possibility of staff questionnaires).
· Explain there is a clearer view of minimum thresholds, through clarification of the grade boundary between judgements and there are more detailed descriptors for each grade.
· Indicate the key documents likely to be seen (see the toolkit for details) for example, CRB record (From November 2010, all new governors will need to be registered with the Independent Safeguarding Authority (ISA) http://www.isa-gov.org.uk/ before they can take up post. Existing governors will not be affected by the scheme until 2011), Policies on: safeguarding, child protection, equalities, anti-bullying, information on looked after children, challenging targets, governors’ minutes, assessment information, SIP/LA audits, accident/racial incident logs.

· Second Call-(see model pre-inspection phone call script EF).

· Discuss the issues arising from all of the available pre-inspection evidence.
· Allow the opportunity to comment on inspection trails. 
· Check the names of other staff the LI may like to speak to, with an indication of the main focus for discussion.
· Allow time to download documents and briefly analyse.

· LI analyses available pre-inspection evidence, SEF, the previous report, RAISEonline, any recent Ofsted survey reports and/or monitoring letters to prepare a draft PIB and prepares a brief sharply focused draft PIB.
· LI will need to have a sharp overview of the likely issues arising in readiness for discussion with the headteacher during the extended phone call.

· Ensure the PIB is brief-no need for copious description, do not repeat what is already stated in other pre-inspection evidence-SEF RoL, use bullet points.

· 

	Length and detail of the PIB
	Detail

	· Length-there is no prescribed length though a maximum of 6 A4 sides including the team deployment plan appears to be the most common and manageable. 

· The PIB follows the main headings of the evaluation schedule the template contains instructions for use and an inspection plan.

· The PIB should be brief and highly evaluative-highlight priorities only.

Basics of the new PIB (see PIB template in Zip file )

The PIB has two main columns Brief Commentary and hypotheses, and Evidence required.
· The first column- Brief Commentary and hypotheses -use to briefly analyse the evidence available-how well the judgements in the SEF hold up-likely strengths, any major discrepancies, areas that are not evaluated or explained and where any borderline judgements may need to be verified. 

· LI may insert a sub heading-hypotheses-What the picture looks like at this stage-any likely investigation trails need to stem from here. In any event hypotheses should be clear in the text.
· The second column-Evidence required-LI states additional sources of evidence needed to verify judgements-this might range from documentation-records, data analysis provided-first hand evidence-lesson observations-work scrutiny and discussions-parental questionnaires-pupil views.

Hypotheses

· Suggest provisional hypotheses in each section these are the starting points for further investigations from known facts so far and cover the important areas-no pre-determined judgements-otherwise this could lead to a potential complaint! 

Section Trails/Issues

· These are the areas that need to be pursued further and may follow any major discrepancies in the pre-inspection evidence-gaps in the SEF, where there is no or weak evaluation, where borderline judgements need to be verified, particular successes to be explored, areas of comparative weaknesses, where the inspection will have the greatest impact.  They need to be concise. 

Main PIB Issues
· These are likely to appear in the report in the introduction and are evaluated in the report. Usually between three and five main Key issues are acceptable-Relevant hypotheses should be stated, and key inspection trails finalised.

· LI also completes an inspection deployment plan for other inspection team members which may be shared with the school. LI may assign particular inspectors to lead on certain issues if there is a team, but will need to be flexible-it maybe that resulting evidence during the inspections means new trails become apparent.

Guidance on Use

Use the evidence from the SEF and other places, to draw out an accurate analysis of the school’s strengths and weaknesses. 

· Bullets or note form are acceptable.

· Suggest LI has working hypotheses under the main headings of the evaluation schedule.

· Focus the inspection by identifying the main issues that need to be followed up-through the available pre-inspection evidence.

· These should form the basis for the first discussions with the school.


	· Note what the school sees as its particular strengths or areas of comparative weakness. 

· Issues for inspection will include these aspects and the investigation of how they are contributing to the school’s wider improvement, or how they might be improved.

· The SEF, RAISEonline and any other information available to the inspector help inform the pre-inspection briefing (PIB), which sets out hypotheses but does not pre judge the school’s work.

· The SEF, as the summary of the outcomes of a school’s process of self-evaluation, provides crucial evidence in evaluating the quality of leadership and management and the school’s capacity to improve.

· Evidence will be gathered for key inspection trails; the PIB highlights the likely sources for evidence and provides an initial guide for the inspection team. The deployment plan indicates how the evidence will be gathered.

· LI decides/negotiates which tasks headteacher and SMT might be involved in if they so wish.


	
	


(See Ofsted Zip file and Tribal Portal for PIB template)
Examples of issues and inspection trails

	
	Brief commentary and hypotheses
Clearly indicate any provisional agreements, areas of strength and areas of comparative weakness discussed
	Evidence required

Clearly state any additional sources of evidence required to verify judgements

	NB beware the need to consider trends overtime in attainment with close ref to RonL
	LI may wish to expand on these and indicate the school’s SEF and PIR grades for each section e.g.
Achievement and standards 

SEF grades 2

PIR grades 3 The commentary should be factual and not judgemental. 

How well do the judgements in the SEF hold up.

Likely strengths, any major discrepancies, areas that are not evaluated or explained and where any borderline judgements may need to be verified here. 

Note any major conflict between the SEF, RAISEonline and available pre-inspection evidence. 

No detailed analysis is required–no need to re-state information that is elsewhere-but it should have sufficient analysis to help the school, and team members understand the basis for the hypotheses and inspection issues. 

Hypotheses-Tips Keep them short and tentative-ensure the hypotheses are secure in the commentary/evidence-Is the big picture logical-coherent and consistent? -At this stage the performance looks to be-Analysis of RAISEonline would indicate-Data suggests-The SEF offers a clear case for-These aspects appear to-SEF and discussions point to-Middle leaders appear to be-The school puts forward at least a -This will be dependent on-Some good evidence supports-Indicators point-So far evidence points to-Convincing argument for-.

Section Trails/issues

Tips-section issues-ensure they are specific-focus on the impact of the school’s work-are well linked to other sections and are relevant-form a firm underpinning for inspection trails.

Numbering and/or lettering these and assigning to named inspectors-where possible will be helpful especially ECMs.
	For example, check current tracking data/AOE, samples of the records kept of pupils’ progress and IEPs-Visit lessons-talk with pupils-discussion with community cohesion co-coordinator-check CRB central record-




Summary of main pre-inspection issues

· Approximately three-five issues will be generally appropriate

· Indicate ‘running EF’ reference where appropriate 
· These should be a synthesis of the issues for all sections-Need to link up with the evaluations and emerging judgements-be specific and focused on impact. 

Useful tips-avoid trails/issues that could result in Yes/No answers-be explicit-focus on impact-Terms could be used such as-Determine whether-How much-What is the school’s evidence for-Why are-Determine-Explore-Establish-Focus on-Identify-Check that-Investigate-Confirm-To what extent-Does the evidence-How good is…
	Pre-inspection briefing



	

	


[image: image1.emf]Example and guidance
	Inspection number:
	

	Local authority:
	

	Lead inspector:
	

	Inspected on:
	


Reference number: 090157
© Crown copyright 2011.

Guidance on use  (this page can be deleted from the final submitted PIB)
Introduction

A brief, incisive pre-inspection analysis and clear identification of the issues that need following up contribute enormously to an effective inspection. To reduce the size of this document, this guidance page should be deleted before sending the PIB to the school.
Before the start of the inspection

The lead inspector should use the available evidence to begin to identify possible trails for the inspection.
Emerging trails and possible sources of evidence should be discussed with the headteacher in an extended telephone conversation – but be mindful of the headteacher’s time and her/his need to prepare for the inspection and for the telephone conversation.  
The lead inspector should draw the headteacher’s attention to the Protocols for engaging senior staff in the inspection at the back of the PIB.
Following discussion, the briefing should be finalised and sent electronically to the school, the Inspection Service Provider (ISP) and any team inspectors generally by 4pm.

Writing the briefing 
There is no need for elaborate prose; note form is sufficient as long as the meaning is clear. The briefing should not imply that the school has been pre-judged. The briefing forms part of the overall record of the inspection. It is not necessary to write about each of the strands within the broad headings. The briefing should:
focus on the most important features of the school and draw out an analysis of the school’s strengths and areas of less evident success based on the evidence from a range of sources including the self-evaluation form (SEF), RAISEonline where relevant and the extended telephone call 

suggest working hypotheses under the main headings of the evaluation schedule as set out below, deleting any sections that are not relevant
be highly evaluative and succinct; it should not repeat information that can be found elsewhere 

contain sufficient analysis to help the school and team members understand the basis for the hypotheses and inspection issues

briefly indicate how well the judgements in the SEF are supported by the available evidence
focus the inspection by identifying the major issues that need to be pursued, which are likely to be:

any major discrepancies between the SEF and the available evidence

important areas that the SEF does not evaluate or explain

areas where borderline judgements need to be verified

areas identified as particular reasons for the school’s success

areas of comparative weakness where inspection may have the greatest impact.
	Brief commentary and hypotheses
	Evidence required

Clearly state any additional sources of evidence required to verify judgements


Outcomes: how well are pupils doing, taking account of any variation?
	It is not necessary to record your detailed analysis of attainment and progress data here in the PIB. This analysis can be recorded in note form on an EF. The PIB should simply highlight important features from the analysis that will need to be followed up in the inspection. 
Inspectors should provide a brief commentary on the key strengths and weaknesses identified
in the evidence so far-no need to repeat detailed information in the SEF/RoL-highlight 
variations re outcomes for different groups e.g. boys, girls, minority ethnic pupils, looked-after
children, pupils with learning difficulties and/or disabilities (SEND) FSM and other groups. Any
detail can be recorded in EFs use the PIB to highlight main features only. The weighting during
the inspection will be on pupils’ current performance. important areas that the SEF does not 
valuate or explain areas where borderline judgements need to be verified. Be careful to consider trends form RonL when coming to hypothesis on attainment.
Note any important features about pupil behaviour/attendance/ Every Child Matters and any significant outcomes evident of pupils’ spiritual, moral, social and cultural development
	Number any trails or queries



How effective is the provision?
	A brief commentary capturing the key strengths and weaknesses in provision, especially highlighting any apparent discrepancies in the SEF and outcomes so far. Highlight where evidence and SEF judgements may need to be reconciled through further evidence. 
This may include brief references to teaching, learning, use of assessment to support learning, the curriculum, care, guidance and support.
	


How effective are leadership and management?
	A brief commentary on the main features of leadership and management including governors noted;
Any significant features relating to the school’s engagement with parents and carers, the effectiveness of partnerships in promoting learning and well-being, equal opportunities, safeguarding and community cohesion. 
	 


How effective is the Early Years Foundation Stage?
	Capture the key strengths and weaknesses that relate to outcomes

	


How effective is the sixth form?
	Capture the key strengths and weaknesses that relate to outcomes
	


How effective is the boarding provision?
	If the school does not have boarding provision this must be deleted
	


	Summary of main pre-inspection issues
To reduce the size of this document, the guidance in this box may be deleted before sending the PIB to the school.
List the main pre-inspection issues that arise from analysing the available evidence, including the discussion with the school and any documents sent in advance of the inspection. The issues might refer to what appear to be stronger as well as weaker features of the school. These issues should be central in planning the inspection. In the pre-inspection planning, the lead inspector might assign particular inspectors to lead on certain issues if there is a team, but should bear in mind the need to be flexible. 
Three to five issues, at this stage, will generally be appropriate. The inspection should demonstrate a clear line of sight from the PIB issues/inspection 

trails through to the inspection report. Trails should not be broad or generic or duplicate the headings of the evaluation schedule. Emerging evidence during the

inspection may demand that other inspection issues replace one or two of the original trails.   

An example of a sharply focused trail:

achievement of gifted and talented pupils at both key stages to determine whether teaching is sufficiently challenging



Summary of protocols for engaging senior staff in inspections 

Inspections have most impact when feedback and interaction between the inspectors and the staff in the school are of high quality. The protocols below set out how lead inspectors should invite senior staff to engage with the inspection. The lead inspector should exercise discretion in adapting and extending the approach according to the school’s circumstances. 

1. Following the initial telephone conversations, the headteacher should be clear about her/his role in the inspection and can expect to be invited to:

· discuss the emerging inspection trails through the extended telephone call and as they develop during the inspection
· participate in joint lesson observations
· meet with the lead inspector at various points during the inspection
· observe, and contribute further information to, formal inspection team meetings throughout the inspection
· discuss the inspection recommendations made by the inspection team.

2. The headteacher may choose whether or not to accept these opportunities. The extent to which the headteacher engages with the inspection team will not influence any inspection judgements. The lead inspector and the headteacher may also agree other ways not noted above in which the headteacher or her/his representative may engage with the process of the inspection. The lead inspector should be mindful of the need for both inspectors and school staff to have time during the inspection to reflect privately on the evidence collected. Both parties should review the level of participation as the inspection proceeds; it may be necessary under some circumstances to reduce, or suggest increasing, the level of participation.

3. The headteacher or another member of the senior staff is normally invited to attend some inspection team meetings. However, this is at the discretion of the lead inspector because there will be occasions where it is inappropriate, for example when confidential issues have been raised by a parent or pupils. The headteacher or another member of the senior staff is invited to attend some meetings in order to:
· How In the spirit of partnership to act as an ‘additional member of the team’ in order to better understand how the team uses the evidence to reach judgements
· provide the headteacher with the opportunity to suggest, where relevant, further sources of evidence
· provide the headteacher with the opportunity to comment, where relevant, on conflicting evidence
· reduce the need for further extended meetings with the headteacher
· reduce the need for extended feedback. 

4. It is important that the headteacher understands that the judgements made at the team meetings are made by the inspection team and cannot be negotiated. Headteachers may ask to have several representatives present at the final team meeting. The decision about attendance is at the discretion of the lead inspector. 

Optional inspection plan

An inspection plan should provide team members with clear guidance on their deployment at the start of the inspection. However, it may be necessary to depart from this to pursue emerging issues or to respond to unforeseen circumstances. An optional format is included here. The plan does not need to be sent to the school. In any event no teacher names should appear
Example of Inspection Timeline-Team Deployment (The format is optional )
Day One-with specific reference to inspection trails
	Time
	Activity
	Inspection Strategy

	8.00
	LI/TI and possibly DEA(although 9.30 is better for them) arrive and meet staff

NB There will be an additional inspector a.m. on very small e.g. less than 50 on roll alongside the LI
	Short briefing-discuss evaluation of teaching and why any teachers should not be observed e.g. capabilities, update on staff absences and any other practical issues and ensure the school understands the key issues identified in the PIB.
Optional Brief tour of the school and opportunity to meet staff.

	8.20
	LI/TI observe start of day 
	Inspection team briefing-clarify inspection plan, particularly lesson observations.

On arrival DEA analyses/checks parent and pupils questionnaires
FS provision; links with parents-Observations ECMs

	9.00-
	LI Safeguarding focus
	LI checks safeguarding, focus on the first morning, (CRB/H+S checks)


	9.00 – 11.30
	TI Class visits 
	PIB Issues; Learning-a mix of several lesson observations with a particular PIB focus + whole lessons

	11.30
	LI meeting with Chair and other governors
	PIB Issues; Safeguarding, strategic planning, Challenging targets, community cohesion

	12.00
	Team meeting
	Working lunch

	12.50
	LI further ongoing dialogue with HT
	Update on emerging issues and enabling the head to raise any concerns

	13.00-15.00
	Class visits continued
	Including  joint obs likely of  English,  Mathematics

	
	
	Evidence gathering on inspection aspects

	15.15
	TI with EYFS CC/SENCO/SLT
	EYFS, Ref to AOE/ FSP/Progress-SEND, records/provision

	16.00
	Team meeting day 1 with HT present
	PIB Issues; e.g. learning, progress, attainment focus, L+M-insight into self-evaluation and monitoring-Review of trails that could be closed. Speculative grades on IJ

	TBA
	Ongoing meeting(s) with head; discussion with SIP
	Case study of vulnerable child;

Mtg/contact with any parents requested.

Share emerging judgements.

	17.00
	Departure Latest 6.00 is good practice
	


Day Two…………..(NB see breakfast club and after school clubs on SIE inspections)
Documents the school has agreed to e mail

List of staff and responsibilities;

School development/improvement plan;

Latest LA / SIP review

Documents to be available in team room

Timetables

CRB checks and requested policies / logs;

Observation / monitoring records of teaching;

Tracking of pupils’ progress including predictions for end of Year targets;

Examples IEPs; Governors’ minutes for past year.

Requirements/tariff for team organisation and deployment

 
There is an 0.5 day added to the inspection tariff (except schools under 50) to allow for coverage of safeguarding on the first morning. Who covers SG is at the discretion of the LI.
 
The implications of different tariff models on the utilisation of the TI’s and interim team meetings at lunchtime are
· on a small 2 day onsite 0.5 will be added making  2.5 The 0.5  TI MUST attend am day 1 departing no later than 1.30 to facilitate a handover meeting at lunchtime
· on larger inspections where the tariff is 3.5 days the LI attends for 2 days and TI 1.5 days (usually starting a.m. on day 1 and departing lunchtime on day 2 after the team meeting, but this timing is at the discretion of the LI in agreement in advance with the IO)
· On large inspections with a tariff of 4.5 days the LI will attend 2 days with one TI 1 day who usually attends all day on the first day and the other TI (1.5 days) starting at lunchtime day 1 to join the lunchtime team meeting and then departing end of day 2.
NB: TI’s MUST NOT create ‘inspection creep’ by being involved in evidence gathering – observation or meetings with staff/governors/parents/pupils- either before or after their allocated time. 

 
LI’s will either need to take their encrypted laptop with the relevant software downloaded from the portal to the inspection for the data entry inspection administrator (DEA) to use or alert their IO so that the DEA can be provided with equipment including an encrypted data stick.  NB occasionally when PQs arrive after the DEA has left it will be necessary for LIs to enter extra data themselves.
Safeguarding requirements to be used day 1 on all inspections. 
The Framework emphasises the inspection of safeguarding. An additional 0.5 inspection tariff has been added to enable this to be carried out, and it is essential that inspection activity related to safeguarding is undertaken during the morning of Day 1. 
Although safeguarding is the responsibility of all inspectors, and the Lead Inspector may delegate this responsibility to a team inspector, it is the Lead Inspector’s  overall responsibility to secure  this vital judgment. This means that the Lead Inspector should ensure that the main evidence, including checking the SCR is begun early on day one of the inspection. The Ofsted Briefing for Section 5 inspectors on safeguarding children offers detailed guidance and should be the first point of reference. 
Inspection activities to secure a robust evidence base for safeguarding are likely to include: 
· How a specific meeting with the designated senior member of staff for child protection, unless the designated person is also the headteacher
· specific questions to the headteacher as part of a more general interview
· specific questions to the chair of governors and/or governor(s) as part of a more general interview
· specific questions to staff as part of more general discussion with them or other activities such as lesson feedback
· specific questions to pupils as part of more general interviews
· an analysis of exclusions data, checking with the school whether they routinely notify social workers about every child excluded who is the subject of a child protection plan.
On every inspection, inspectors should find out from the school:

· How what provision they make from day 6 of an exclusion
· how they monitor the quality of this
· what impact it has on improving behaviour
· particular attention to attendance patterns and procedures
· a review of relevant school policies, guidance and procedures
· an evaluation of the quality of recording, by reviewing at least one case file of a pupil where there have been child protection concerns.
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    
Safeguarding compliance                     
	Context (lesson objective or description of activity)
Analysis and evaluation of safeguarding procedures/discussion with CP leader 


Extent to which the school:

	Has clear policies, strategies and procedures to ensure the safeguarding and welfare of pupils, including those relating to behaviour, bullying, health and safety, harassment and discrimination and meets all required duties. 
	

	Has clear management responsibilities in relation to child protection, including relevant designated staff
	

	Monitors and evaluates the effectiveness of its policies and practices
	

	Ensures that adults working with pupils are appropriately recruited and vetted
	

	Ensures up to date and high quality training, guidance and support and supervision in relation to effective safeguarding 

	

	Encourages and enables pupils to report concerns or complaints

	

	Takes reasonable steps to ensure pupils are safe 


	

	Identifies concerns about possible abuse or neglect and/or pupils who may have gone missing, and refers such concerns promptly to relevant agencies 

	

	Records information relevant to safeguarding concerns and shares it appropriately both internally and with other agencies. 

	

	Helps pupils to keep themselves safe and deal sensibly with risk

	


Summary of main points
	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress*
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve**

	
	
	
	
	
	
	
	


	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    
Safeguarding compliance                       
	Context (lesson objective or description of activity)
Analysis and scrutiny of Single Central Record



	To meet requirements the appropriate checks must have been made and a record stored in a single central place to which immediate access is possible.

	Fully in place
	Not in Place

	1. Is a Single Central Record (SCR) of staff in place
	
	

	2. Does the SCR indicate that identity checks have been carried out and by whom?  Note  although good practice, it is not required to show addresses on the SCR.
	
	

	3. Is there evidence on the SCR that all teachers have been checked against THE Children’s List (previously list 99 )? (If a teacher has a CRB check in place they have been list 99  or Children’s List checked)
	
	

	4. Is there evidence that all staff who have regular contact with children employed since March 2002 have been CRB checked?
	
	

	5. Have all staff appointed since May 2006 whether or not hey have regular contact with children been CRB checked?
	
	

	6. Does the SCR include evidence that supply teachers who work at the school regularly been checked against L99 or have a recent CRB check?
	
	

	7. Has the school evidence that agency supply teachers have been L99 or CRB checked?
	
	

	8. Have volunteers including governors who have regular contact with children been CRB checked or are they never left in sole charge of children?
	
	

	9. Does the SCR record the date when the CRB or L99 check was carried out?
	
	

	10. Does the SCR record qualifications- where the qualification is a requirement of the job i.e. those posts where a person must have QTS?
	
	

	11. Does the SCR record evidence of permission to work for those who are not nationals of European Economic Area (EEA) country?
	
	


Summary of main points
	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress*
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve**

	
	
	
	
	
	
	
	


Prompts for possible discussions with staff (senior leaders and middle mangers), pupils, parents, governors and SIP/LA reps

PROMPTS FOR INSPECTION DISCUSSIONS

LIs should note that the focus of inspection activity is on observation of activities involving learners and that the time spent on discussion with adults should be limited.

PROMPTS FOR DISCUSSIONS WITH LEARNERS 

Keep the five Every Child Matters outcomes in mind. Amend wording to suit age of learners.

Formal discussions

· How Do you enjoy being at the school?  Why (not)? What do you most like about the school?  What would you like to see changed?
· Are you happy with the standard of behaviour in lessons and around school?
· Do you find lessons varied and interesting? Do you get much chance to use ICT?  What access do you have to ICT and other research opportunities outside lessons? Do you feel that you acquire work-based skills?
· Do you know how well you are doing? Are you set learning targets? Is your work marked? How helpful is this?
· Has the fact that the school is a specialist college had an impact on you in any way?
· Did you feel well supported when you joined the school, and do you feel well supported if you are preparing to leave school, go on to the secondary school or sixth form, choose options, choose a career, or any other transition point?
· Are your views listened to? Does the school council have any impact? Any examples of things changing as a result of your views?  Do have you chances to take on responsibility?
· Do you feel safe? Do you know any pupils who have been bullied? How were they helped? Does the school actively discourage bullying? Would you know who to speak to if you were worried a friend might be being abused?
· What does the school do to promote equality? Are you aware of any racist incidents and, if so, what did the school do about them?
· Is it a healthy school – are you encouraged to eat healthily and take exercise?
· Do you take part in extra-curricular activities?  What range is there?  Can everyone take part and enjoy the opportunities?  Are there any barriers?
· How are you involved with the community or any international work or online activities? Do you feel you make a contribution to the community?  Are your parents involved with the school at all?
· How does the school encourage you to mix with one another here and with people from faith and cultural or ethnic communities and socio-economic backgrounds different from your own?

In lessons

· How Progress: establish how secure learners’ progress is by asking if they understand what they are doing and why. Are they capable of doing more? Have they learned about this before?
· Teaching styles: is teaching always like that in the lesson observed, or does it vary?
· Marking and assessment: do learners know how well they are doing?  Do they know how they might improve? Are they set targets? Is their work marked regularly and is the marking helpful?
· Homework: is it set regularly? How much? What kinds of tasks are set? What happens if it is not done?
· ICT: do learners get much chance to use it?

PROMPTS FOR DISCUSSIONS WITH STAFF 

The following are suggestions about the sort of questions that often prove useful, but inspectors should ensure that the questions actually used are tailored to the issues in the inspection. 

It will be useful to know in advance of arranging meetings what the management structure is, and who leads on what.

Senior managers

Talk through the relevant section(s) of the SEF. Invite the senior manager to:

· How expand on significant strengths and weaknesses
· detail the evidence that supports statements in the SEF, especially concerning the quality of teaching and learning.
· Discuss the main aids/barriers to improvement. Discuss how the school meets the criteria for capacity to improve.

Also ask questions on:

· How the major priorities for the school and what it most needs to do to move forward – to see if they relate to the main priorities in the SEF and the School Development/Improvement Plan
· how classroom monitoring informs the school’s constant improvement – look for evidence that monitoring has had an impact on the quality of the school’s effectiveness
· how well performance management works and the managers’ role in this
· the main strands in the school’s initiatives to improve teaching – is there a consistent vision of what ‘good teaching’ looks like?
· how well  the needs of vulnerable pupils, and of gifted and talented pupils, are met
· the key inspection issues in the PIB – and any points to arise from inspection evidence.

Middle managers

It is important to get a view of how well the intentions of senior management are transmitted through the school and how well the school is managed at different levels. The emphasis in the discussion should be on matters that affect the whole school, so it is important not to get bogged down in detailed issues about subjects. Inspectors should also seek evidence as to how far middle managers are contributing to the school’s capacity to improve.

Ask questions on:

· How managers’ broad views of the strengths and weaknesses in their own specific areas, including the management of behaviour. Use this only if a subject performs markedly better or worse than others or if there are differences between the performance of different groups of learners
· managers’ views of the development priorities of the whole school. Try to see if a manager has the same view of the school’s priorities as those in the SEF and the School Development/Improvement Plan
· impact of monitoring on the work of the subject or department/faculty/area. Explore how well the manager is held to account, and manages others. What is the manager’s view of the effectiveness of the process?  How important are subject/departmental targets? Does the subject/department/faculty have a development plan – if so, does it reflect school priorities and targets?
· incidence and effectiveness of classroom monitoring. How frequent and by whom?  What are the procedures – criteria, records, feedback?  Does the manager feel it has helped to identify improvements?  How could it be better?  Above all – what has been the impact?
· whole-school efforts to improve the quality of teaching. Does the school have a common approach to teaching and learning?
· how well the needs of vulnerable pupils, and of gifted and talented pupils, are met.
· the key inspection issues in the PIB – and any points to arise from inspection evidence.

Talking with teachers
When providing feedback, if there is an opportunity to do so, raise questions about the teacher’s view of:

· How performance management 
· classroom observation
· learners’ behaviour

and where appropriate, major issues in the PIB – and issues to arise from first-hand evidence.

Talking with parents

Parents may ask to see you to discuss a specific issue or issues, or there may be other opportunities to speak to them. In either case, seek further evidence on any significant issues raised by the questionnaires, such as learners’ behaviour, communication with the school, how they know how their children are progressing etc.

Talking with governors

In talking with governors, focus on ‘triangulating’ evidence from the SEF and from talking with school managers. Some possible questions are:

· What are the school’s strengths and weaknesses? How do you know?

· How does the GB support the school and hold it to account? Ask for examples.

· What recent training have governors undertaken, or have identified as a need?

· What involvement do governors have in the SEF and school improvement plan or similar?

· How are the views of parents and other stakeholders sought and acted upon?

· How are priorities (e.g. for resource deployment) decided and who decides them?

.

Talking with SIPs and/or LA representatives

Discussion with SIPs or LA representatives can be particularly useful when a school was placed in a category or G3 at its last inspection, or if there is recent or impending major change, such as of headteacher. Possible questions include:

· How has the school responded to the areas for improvement identified at the last inspection?

· What is your opinion of the quality and accuracy of the school’s self-evaluation? Ask for evidence.

· How effectively are weaknesses identified and tackled?

· How well has the school received and utilised support from the LA (especially in category/G3 schools)?

· How has the SIP/LA monitored the school’s progress? How has the school contributed? Have the findings been shared?

Examples of pre-populated Efs e.g. scrutiny and analysis of attainment, Questionnaires, ECM (x2), L+M, learning walk, team meeting day 1, HT agreements, PIB issues tracking summary exemplar, final team meeting and an example of an on going record noting grades

ATTAINMENT
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    
Attainment                    
	Context (lesson objective or description of activity)
 


	Evidence and Analysis
Evidence from previous data (RoL, last report etc)

Evidence from school data tracking pupils’ attainment and progress, with reference to the historical accuracy of such data

Evidence from scrutiny of pupils’ work

Evidence from lesson observations

Evidence from discussions with pupils

Other evidence



	Summary Evaluation

	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve*

	
	
	
	
	
	
	
	

	Particular evaluations related to safety, health, enjoyment, contribution to the community, economic well-being


PUPILS’ QUESTIONNAIRE KS2
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)      
Pupils’ views         
	Context (lesson objective or description of activity)
Analysis of KS2 pupils’ questionnaire 



Evaluation
	
	
	Agree
	Do not agree

	1
	I enjoy school
	
	

	2
	My school helps me to be healthy 
	
	

	3
	I feel safe when I am at school
	
	

	4
	I learn a lot in lessons 
	
	

	5
	Behaviour is good at my school 
	
	

	6
	Adults in my school care about me 
	
	

	7
	Adults at school are interested in my views
	
	

	8
	I know how well I am doing at school
	
	

	9
	Adults explain to me how to improve my work
	
	

	10
	My school helps me to get ready to move into my next class
	
	

	11
	The headteacher and senior staff in my school do a good job
	
	

	12
	Other significant issues raised by pupils

	
	


	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress*
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve**

	
	
	
	
	
	
	
	

	Particular evaluations related to safety, health, contribution to the community, economic well-being, SMSC




PUPILS’ QUESTIONNAIRE KS 3+4
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)      
Pupils’ views         
	Context (lesson objective or description of activity)
Analysis of KS3 and 4 pupils’ questionnaire 



Evaluation
	
	
	Strongly agree
	Agree
	Disagree
	Strongly disagree

	1
	I enjoy school
	
	
	
	

	2
	My school helps me to be healthy
	
	
	
	

	3
	I feel safe when I am at school
	
	
	
	

	4
	I learn a lot in lessons
	
	
	
	

	5
	Behaviour is good at my school
	
	
	
	

	6
	Adults care about me
	
	
	
	

	7
	Teachers are interested in my views
	
	
	
	

	8
	I know how well I am doing at school
	
	
	
	

	9
	Adults explain to me how to improve my work
	
	
	
	

	10
	My school helps me to prepare for the future 
	
	
	
	

	11
	The headteacher and senior staff in my school do a good job
	
	
	
	

	
	Any other significant issues raised by pupils: 

	
	


	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress*
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve**

	
	
	
	
	
	
	
	

	Particular evaluations related to safety, health, contribution to the community, economic well-being, SMSC




STAFF QUESTIONNAIRE

	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)      
Staff views         
	Context (lesson objective or description of activity)
Analysis of staff questionnaire 


	
	Evaluation
	Strongly agree
	Agree
	Disagree
	Strongly disagree

	1
	I am proud to be a member of staff at this school
	
	
	
	

	2
	My contribution to the school is valued
	
	
	
	

	3
	I know what we are trying to achieve as a school
	
	
	
	

	4
	I am involved in what the school is trying to achieve
	
	
	
	

	5
	I contribute to the school’s process of self-evaluation
	
	
	
	

	6
	The school makes appropriate provision for my professional development
	
	
	
	

	7
	The school is well led
	
	
	
	

	8
	Governors do an effective job in this school
	
	
	
	

	9
	The school runs smoothly on a daily basis
	
	
	
	

	10
	Children are safe in this school
	
	
	
	

	11
	Any unacceptable behaviour by pupils is consistently well managed
	
	
	
	

	12
	The school successfully meets the differing needs of individual pupils
	
	
	
	

	
	Any other significant views expressed by staff: 

	
	

	Attainment
	Learning and progress*
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve**

	
	
	
	
	
	
	
	

	Particular evaluations related to safety, health, contribution to the community, economic well-being, SMSC




ECM
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    
ECM
	Context (lesson objective or description of activity)
Running observations/discussions with pupils



	Evidence and Analysis

To what extent do pupils feel safe?

How well do pupils behave?

To what extent do pupils adopt healthy lifestyles?

To what extent do pupils contribute to the school and wider community?

How well do pupils develop workplace

 and other skills that will contribute to their 

future economic well-being?
What is the extent of pupils’ spiritual, moral,

 social and cultural development?



	Summary Evaluation


	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve*

	
	
	
	
	
	
	
	


ECM
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    
ECM
	Context (lesson objective or description of activity)
Summary or closure EF (Include brief bullet point summary of key evidence with possible refs to other EFs). Include a grade for each aspect.

Refer to any variation between groups of pupils


	Evidence and Analysis

The extent to which pupils feel safe

Pupils’ behaviour

The extent to which pupils adopt healthy lifestyles

The extent to which pupils contribute to the school and wider community

The extent to which pupils develop workplace and other skills that will contribute to their future economic well-being

· Taking into account pupils’ attendance

Summary Evaluation

	

	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve*

	
	
	
	
	
	
	
	


* You should make clear which aspects of leadership, management and capacity to improve you are grading in the evaluative summary
L+M
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    
L+M
	Context (lesson objective or description of activity)
Summary Ef


	Evidence and Analysis

Embedding ambition and driving improvement

L&M of teaching and learning

Effectiveness of governing body : challenge & support, tackling weakness, meeting statutory duties

Engagement with parents and carers

Effectiveness of partnerships

Promotion of equality of opportunity, tackling discrimination

Safeguarding

Promoting community cohesion

Deploying resources to achieve value for money



	Summary Evaluation


	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve*

	
	
	
	
	
	
	
	


LEARNING WALK
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    Learning walk (give details, EG Y3-6, focussing on literacy)            

	Context (lesson objective or description of activity)
 Sample EF.  Summarise evidence that will contribute to judgements, including grades where sufficient evidence. Focus on differences between groups of pupils


	Evidence and Analysis

Pupils’ attainment

Quality of learning and progress

. 

Quality of teaching, including the use of assessment

Pupils’ behaviour

Extent to which the curriculum meets pupils’ needs

Effectiveness of care, guidance and support

Evidence of other aspects



	Summary Evaluation

	Attainment
	Learning and progress
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve*

	
	
	
	
	
	
	
	


TEAM MEETING DAY 1
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    
        PIB issues

Emerging strengths areas of development/new inspection foci
	Context (lesson objective or description of activity)
Team meeting   DAY 1



	HOW EFFECTIVE ARE THE LEADERSHIP AND MANAGEMENT IN:

Ambition and driving improvement?
		
	Promoting equality of opportunity and tackling discrimination?

		
	Effectiveness of SG

		
	Effectiveness of governing body in challenging and supporting school so that weaknesses are tackled decisively and statutory responsibilities met?

		
	Effectiveness of the school’s engagement  with parents and carers.

		
	Effectiveness of partnerships in promoting learning and well-being?

		
	Effectiveness with which the school promotes community cohesion?

		
	 Effectiveness with which the school deploys resources  to achieve value for money

		
	 Overall outcome for individuals and groups of pupils? 

		
	The school’s capacity for sustained improvement.

		

	New focus /inspection trails/further evidence required/school comments 

and emerging recommendations

	

	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve*

	
	
	
	
	
	
	
	


AGREED PARTICIPATION OF SENIOR STAFF
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	 Focus: 
Agreed participation at the beginning of the inspection to be reviewed as the inspection proceeds plus additional comments                                                                                               

	Context (lesson objective or description of activity)
Pre inspection  arrangements for involving senior staff  at LI discretion


	Evidence and Analysis
 The HT or school representative agrees to:                                                                                                
· Comment on the inspection trails through the extended telephone call 

· participate in at least 2 joint lesson observations or nominate another senior teacher( unless small school)

· ensure teacher is confident enough for a joint observation
· meet with the LI at various points during the inspection

· contribute to formal inspection team meetings

· respond to team requests for additional information or sources of further information  at the end of day one
· Examine samples of pupils’ work/other documents  with a team member if appropriate
· to contribute to the planning of inspection trails on day two  

· Comment on the inspection recommendations at the discretion of the LI

· LI agrees to send the HT the summary of the principles for involving senior staff in inspections 


	NB stress: The headteacher may choose whether or not to accept such opportunities. The extent to which the headteacher engages with the inspection team should not influence any inspection judgements. The lead inspector and the headteacher may also agree other ways, not noted above, in which the headteacher or her/his representative may engage with the inspection. The lead inspector should be mindful of the need for inspectors and school staff to have time during the inspection to reflect privately on the evidence collected. Both parties should review the level of participation as the inspection proceeds; it may be necessary under some circumstances to reduce, or suggest increasing, the level of participation.

Summary Evaluation


	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve*

	
	
	
	
	
	
	
	

	Particular evaluations related to safety, health, enjoyment, contribution to the community, economic well-being




EXEMPLAR OF PIB ISSUE TRACKING
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    
PIB issue: Evaluate the quality of pupils’ behaviour and its impact on learning           

	Context (lesson objective or description of activity)
Example of Summary EF


	Evidence and Analysis Lesson observations:  In 20 lessons seen, behaviour was G2 in 60%, G3 in 35% and G4 in 5%. Most poor behaviour was low level disruption, talking while teacher talking, ignoring instructions etc. Nothing physical was observed. This type of behaviour slowed progress in about 25% of lessons as teachers’ explanations etc took longer than necessary and tasks were completed slowly. Reasons were poor match of the work to Ps’ interest and ability, overlong teacher talk and inadequate resources, e.g. 8 pupils sharing a microscope in science. When these features were absent, behaviour was usually good. 

Views of pupils:  Pupil discussions (EF xxx/xx) revealed that most pupils thought poor behaviour had slowed their work at some time in the recent past. This happened usually when the work was ‘boring’ or ‘too easy’. They thought teachers mostly managed behaviour well, but that the behaviour policy was over-complicated and gave rise to some inconsistency in the way pupils were dealt with by different staff. More generally, pupils said that aggressive behaviour was very rare and that any bullying, mainly name-calling, etc, was dealt with effectively by staff.

Views of parents: 79% of parents responding to the questionnaire felt behaviour is always or usually good, with 20% saying it is rarely or never good. Issues raised were mainly about name calling and smoking. 7 parents felt they were not contacted about behavioural issues with their child at an early enough stage.

Views of staff: Staff generally felt behaviour was ‘good’ although there were some ‘difficult’ pupils and classes. Some agreed with pupils that behaviour policy was complicated, but said that staff acted consistently. Most did not recognise a link between behaviour and the quality of teaching and/or curriculum, or with pupils’ rate of progress in lessons.

Leadership and management: Scrutiny of the behaviour policy confirmed it to be complex, with nine levels of action and a variety of staff in coordinating roles. Parents are not involved until ‘level 6’. Senior leaders point to the low exclusion rate as evidence that behaviour is good, but can provide no other data on the monitoring of behaviour. Governors believe behaviour is good and ‘not an issue for the school’.

	Summary Evaluation
While the SEF assesses behaviour as good, the evidence shows it is satisfactory. There is low level disruption in around 25% of lessons, slowing pupils’ progress. This is because of weaknesses in teaching and the curriculum, an over complex behaviour policy leading to inconsistency and which does not involve parents at an early enough stage, and a failure by senior leaders to place sufficient priority on monitoring and improving behaviour. However, there is no evidence of aggressive behaviour or significant bullying in the school.

	Attainment
	Learning and progress
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve*

	
	   3
	    3
	
	
	
	
	   3

	Particular evaluations related to safety, health, enjoyment, contribution to the community, economic well-being

Relates to both safety and enjoyment (3)


FINAL TEAM MEETING
	                  EVIDENCE FORM Protect inspection

	Date
	
	Time of day
	
	Length of observation 
	

	Inspector’s OIN
	
	Inspection

number

nnumbnumber
	
	Observation type
	L  A  D  O

	Year group(s)
	
	Grouping
	MC  SU  SA  SL  O  
	BO  GI  MI
	Present / NOR
	
	

	Subject codes
	
	
	Support teachers / assistants
	SEN
	T
	S
	EAL
	T
	S
	Oth
	T
	S
	Inspector’s EF Number
	

	Focus (inspection trail or main purpose of the activity)    
        Final Judgments

	Context (lesson objective or description of activity)
Final Team meeting  /notes to inform final feedback/final closure EF





	HOW EFFECTIVE ARE THE LEADERSHIP AND MANAGEMENT:

Communicating ambition and driving improvement?

		
	Promote equality of opportunity and tackling discrimination

		
	Effectiveness of safeguarding procedures

		
	Effectiveness of the governing body in challenging and supporting school so that weaknesses are tackled decisively and statutory responsibilities met

		
	Effectiveness of school’s engagement with parents and carers.

		
	Effectiveness of  partnerships in promoting learning and well-being?
		
	Effectiveness with which the school promotes  community cohesion?
		
	Effectiveness with which school deploys resources to achieve value for money

		
	EYFS

OUTCOMES

PROVISION

L & M

		
	Overall outcomes for individuals and groups of pupils?

		
	The school’s capacity for sustained improvement
		

	OVERALL EFFECTIVENESS: This judgement takes account of the overall outcome for individuals and groups of pupils and the school’s capacity for sustained improvement
Recommendations

	HT comments



	Use for grades if there is sufficient evidence:

	Attainment
	Learning and progress
	Behaviour
	Teaching
	Assessment to support learning
	Curriculum
	Care, guidance and support 
	Aspects of leadership and 

management and capacity to improve*

	
	
	
	
	
	
	
	

	Particular evaluations related to safety, health, enjoyment, contribution to the community, economic well-being




* You should make clear which aspects of leadership, management and capacity to improve you are grading in the evaluative summary
Protect inspection 
On Going Record of Evidence
(expandable)

	Ef no
	Lesson/yr
	Attainment 
	Learning & progress
	Behaviour 
	Teaching
	Assessment 
	Curriculum
	CGS
	L&M

(aspect)

	
	EYFS

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	KS

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	KS

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Total lessons 
	 
	
	
	
	
	
	
	
	

	Others

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Guidance on what constitutes a good evidence base i.e. what should be included- summary/sign off Efs and required minimum Efs including LI evidence base checklist

1. Gathering and recording of evidence

LIs will need to ensure that sufficient evidence is recorded on EFs to address all of the requirements of the Framework: It is vitally important that all EFs include a clear indication of the main purpose of the inspection activity in the ‘Focus’ box.  In addition to specific aspects of the Framework, the Focus box should also include reference to the Key Issues identified in the PIB, for example Key Issue 1.  This will enable the inspection team to check that they are gathering sufficient evidence and enable the key issues to be tracked back as the need arises.     

For ease of retrieval and access, LIs should develop a suitable system for holding the EFs.  It is not sufficient for EFs to be placed loosely in a cardboard box or other open container as they can easily get misplaced and may be seen by non-team members. At the very least, LIs should ensure that team members put their EFs in a lever-arch or similar file. In most inspections it should be feasible to file EFs under the main sections of the Framework. This will make it easier for the LI and other TIs to check the EFs on a regular basis to ensure that they are gathering all the necessary evidence.

Good practice might be that all grades on the EFs are recorded on to a master sheet(s) so that a picture of aspects of the work of the school builds up over time. Each inspector would then be responsible for recording the grades from their various inspection activities onto the master sheet.  

Child protection

LIs are reminded that a judgement on safeguarding pupils is a limiting reporting requirement and therefore they should ensure that evidence on this is carefully recorded. Example EFs are included in the Tribal Toolkit  

ECM issues

The ECM agenda is a central part of the inspection process under ‘achievement and enjoyment’ and LIs should ensure that all inspectors have it as a priority. One of the biggest areas of weakness in EBs is that the majority of EFs have little or no evidence recorded in the bottom ECM box. 
Progress and the quality of learning of those pupils with special educational needs and/or disabilities (SEND) 

NB A main focus of  SEND training- references required especially on lesson Efs and that learning should be clearly noted.
2. QA issues for the LI and TIs

All team members should be expected to check their own EFs, using the Framework requirements, inspection guidance and the grade descriptions, to ensure that they are collecting the required evidence to enable them and the team to come to secure judgements.  They also need to ensure that the text on the EFs is sufficient to substantiate the grades, discussing with colleagues areas of uncertainty or concern.   

LIs should check that there is adequate evidence to justify the judgements and the grades that will be made about the school.  The expectation is that all EFs should be scrutinised by the LI on a regular basis to identify areas where the evidence appears to be insubstantial. This applies particularly to the recording of evidence and judgements about ECM outcomes. During team meetings, the LI should check that the discussions and emerging judgements cover all aspects of the Framework requirements and any issues identified in the PIB with records made of the debate and outcomes.

Li’s should consider the following questions when QA their evidence base:

· Is this a secure but realistic evidence base for this inspection?
· Does the evidence base explain explicitly why things are as they are?

· Does my evidence base ensure that the all requirements are met and uphold Ofsted’s and Tribal’s Code of Conduct?
· Will the evidence base withstand external scrutiny - possibly in the face of challenge?
· Quite simply – are my EFs and those of the team good enough?

LIs should make it obvious that they have QA’d all EFs.

Evidence Base prompts 

The list below is the basis of on-going self-review for LIs to use as a guide for both on-site and post inspection
On an individual EF:

· Does the comment in the focus box relate directly to one or more of the inspection issues?
· Does the context comment provide a description as to what the activity is about e.g. a brief summary of the lesson or interviews with XXX?
· Does the commentary written in the evaluation section present an appraisal of the evidence (lesson observation/ discussions/ document analysis/other activities) alongside a brief description and recording? It should include some judgemental comments that lead through to the summary and grades awarded. How well does the commentary relate to the inspection issues identified? NB: What of learning and progress of those with special educational needs and/or disabilities?
· Does the commentary written in the summary identify the main strengths and weaknesses that lead to the overall judgements and grades? Where appropriate, is it made clear in the summary that inspection issues have been resolved and final judgements made?
· Do the judgements made in the text match the grades?
· Is there clear evaluation of learning, and ref to minority groups

· There is no use of any staff or class names.

For SCC schools
· observe Include an EF that records fully the capacity to improve discussions and judgement.  Ensure that the EF includes a clear summary of the reasons why the school is being placed in a category
· An EF is also required to indicate the response of the headteacher/school to the emerging possible category judgements (i.e. judgements fedback to the school before the final feedback and the school’s response to these).

Lead inspector and QA evidence base checklist to be submitted as the frontispiece to the EB when sent to Tribal.
TRIBAL’S QUALITY CHECKLIST: EVIDENCE BASES

	School name:
	

	LI
	
	EB reviewer 

(if applicable)
	 

	Date
	
	Date
	

	URN
	
	Inspection No
	


Lead inspectors are requested to complete the checklist and include this as the frontispiece of the EB as posted to Tribal.

A NO in any box is likely to mean the evidence base is not yet ready for submission to Ofsted with the LI needing to address the relevant issue(s) as a matter of urgency.
	KEY QUESTIONS ABOUT THE EVIDENCE BASE:

ARE THE FOLLOWING INCLUDED?

	LI check

Y/N/NA
	QAR check Y/N/NA

	1. HARD COPY OF PIB?
	
	

	2. Joining instructions (without staff names)?
	
	

	3. Efs of pre inspection calls to head?
	
	

	4. SAFEGUARDING EFS?
	
	

	5. ANY MEETINGS WITH HEAD/SMT?
	
	

	6. RECORD OF ALL TEAM MEETINGS?
	
	

	7. EFS ON EYFS, NURSERY, 6TH FORM, BOARDING,

    BREAKFAST/AFTER SCHOOL CLUB, SPECIALIST STATUS 

    (where applicable)?


	
	

	8. SUMMARY EFS FOR MAIN REPORT HEADING?

        (including EO/Discrimination and community cohesion)
	
	

	9. IS THERE AN EF RECORD OF THE ANALYSIS OF

     QUESTIONNAIRES

     (PARENTS, STAFF AND PUPILS WHERE APPROPRIATE)?

     Actual copies to be included with the EB as sent to Tribal.


	
	

	10. LESSON EFS?
	
	

	11. SPECIFIC EF SUMMARISING CAPACITY FOR 

     SUSTAINED IMPROVEMENT?


	
	

	12. EFS OF CALLS TO TRIBAL DI and HMI FOR CATEGORY SCHOOLS?
	
	

	13. EF SHOWING THE AREAS FOR IMPROVEMENT AS 

      AGREED WITH THE HEAD?

 
	
	

	14. EF RECORDING FINAL FEEDBACK SHOWING THE SCHOOL’S

      RESPONSE? 
	
	

	15. IS IT OBVIOUS THAT ALL EFS HAVE BEEN QAd BY THE LI?
	
	

	16. IS ALL HEADER INFORMATION COMPLETE?

      (including focus and context boxes)

      NB Continuation EFS need to have complete header information.


	
	

	17. DO AN APPRECIABLE NUMBER OF EFS HAVE NOTES re ECM IN THE

     BOTTOM BOXES?


	
	

	18. IS THERE SUBSTANTIAL REFERENCE TO THE LEARNING AND

     PROGRESS OF THOSE WITH SPECIAL EDUCATIONAL NEEDS AND/OR

     DISABILITIES AT LEAST ON LESSON EFS?
	
	

	19. ARE ALL EFS GRADED?


	
	

	20. WHERE L+M IS GRADED IS IT CLEAR WHICH ELEMENT HAS BEEN

      JUDGED?


	
	

	21. HAS ALL OF THE SCHOOL’S OWN DOCUMENTATION BEEN LEFT OUT?      

     (e.g. SDP, SATs sheets, attendance records, lesson plans, lists of

       extracurricular activities are NOT admissible)


	
	

	
	
	


Lead Inspector

I have completed the checklist

……………………………………  Lead Inspector

Evidence base reviewer EBR (if applicable)
I received the checklist complete     Yes/No (delete as required)

I have completed the checklist

……………………………………  EBR

Ofsted report writing guidance
(See report template in Ofsted Zip file via Portal. Note especially the procedures to be followed for each of the three QA judgements)

Tribal QA Annex for report writing

ANNEX 2 Version 4 in use from May 2011
TRIBAL’S QUALITY CHECKLIST: EVALUATION OF LEAD INSPECTORS’ DRAFT REPORTS 
	School name:
	

	LI:
	
	QA reader:
	

	Date
	
	Date
	

	URN
	
	Inspection No
	


Lead inspectors are required to complete the table above. 

After writing the report and before uploading it, lead inspectors are required to use the checklist as a final aide memoire checking each criterion carefully against the report to ensure that the report meets all the requirements before entering a Y in the summary box. 

Tribal will view as a serious breach of our QA procedures if the QAR subsequently identifies checklist issues missed by the lead inspector as it indicates a failure to use the checklist as intended. This may lead to financial penalties being imposed on the LI
A NO in any grey box means the report would not be signed off and. LIs must write a commentary in the final box in each section to explain any discrepancies i.e. where the requirements are not met and why.
It is self evident that if a section in the checklist appears under a certain heading then this must appear in that section of the report.

	KEY QUESTIONS ABOUT THE QUALITY OF THE REPORT


	LI check

Y/N/NA

	1. Inspection- limiting grades
Ofsted sign off criteria 1,2,3


	1a. Have you checked that the grade for pupils’ achievement and enjoyment is an accurate reflection of the attainment and learning and progress grades? NB check different guidance for special schools

	
	1b. Have you checked that if the grade for Pupils’ achievement and enjoyment is a 4, OE is likely to be a 4

	
	1c. Have you checked that if the grade for Promoting equal opportunity and tackling discrimination is a 4, OE is likely to be a 4 

	
	1d. Have you checked that f the grade for the Effectiveness of safeguarding procedures is a 4, OE is likely to be a 4

	
	1e. Have you checked that If any of the three scenarios above do not result in a grade 4 is this fully and convincingly explained?

	
	1f. Have you checked that Is the grade for Outcomes for individuals and groups of pupils an accurate summary of the 7 prime outcome judgements? 

	
	1g. Have you checked that the Overall effectiveness judgement an accurate summary of the all the other judgements paying particular attention of the algorithm for grade 1 

	
	1h. Do the other report grades have the normal consistency with each other. This includes 
behaviour and learning

attendance and economic well-being

curriculum and outcomes

equal opportunities and achievement

attendance and CGS

	
	I have checked that the grades meet all the algorithms in the Evaluation schedule. Where there is a discrepancy, the reason is because (LI adds explanation here)


	

	2. Introduction  
Ofsted sign off criteria 3

	2a. Does the introduction include the number of lessons and number of teachers seen?

	
	2b. Does the introduction clearly identify the main issues (no more than 4 or 5 and unique to the school – they should not replicate the Evaluation Schedule) and are all of these followed through in sufficient detail in the report? 

Are these written correctly i.e. with a capital letter and a full stop.

	3. Information about the school
Ofsted sign off criteria 3
	3a. Are any key features such as a federation, children’s centre or specialist status included in the list and are these followed up in the report?

	
	3b. Is this section factual and does it note the appropriate aspects of the school’s context, such as including information on recent awards (followed up in the report), children’s centre status, without repeating the front cover and any significant changes since the last inspection? Is the reference to FSM stated correctly - ‘the proportion of pupils known to be eligible for free school meals is ..’  No reference should be made at attendance or attainment on entry in this section

	
	3c. If there is onsite provision that is NOT managed by the governing body, is this mentioned?

	
	3d. Is the commentary written so that it will not offend the reader, for example, such as the extent of socio-economic disadvantage?  Quote the percentage of pupils in a particular group without stating ‘A minority of…’.

	
	I have checked the report and confirm that the introduction and information sections meet the requirements.
	

	4. Main Findings
Ofsted sign off criteria 1,2,3
	4a. Does this section clearly identify the school’s strengths and highlight any outstanding practice and are the areas for improvement fully covered without duplicating commentary or analysis found elsewhere in the report?

	
	4b. Is there a substantial comment on Capacity for Sustained Improvement including the effectiveness of the school’s self-evaluation procedures? Does the judgement for CSI seem consistent with those for achievement/ teaching/EADI and governance and that for OE at the previous inspection?

	
	4c. For a school placed in or removed from a category, does the statutory wording appear at the start of the section? 

	
	4d. Is duplication of commentary or analysis found in other sections avoided?

	
	4e. For a satisfactory school, is the most up-to-date wording about the possibility of a monitoring visit included at the end of the Main 

	
	I have checked the Main Findings and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	5. What does the school need to do to improve further?
Ofsted sign off criteria 4
	5a. Are these the most significant issues to improve outcomes for pupils and are the main points covered sufficiently in the Main Findings and sub points in the rest of the report?

	
	5b. Are they written in such a way that they have a clear focus on improvement and are precise in what is required and where appropriate, specify targets and timescales?

	
	5c. If there is boarding provision, and it does not meet all of the National Minimum Standards, the following standard phrase must appear as a recommendation: ‘the school must ensure that it meets the National Minimum Standards for boarding which have not been met’. If the phrase ‘required actions’ is used does this refer solely to matters where statutory requirements are not met?

	
	I have checked the points for improvement and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	6. Outcomes for individuals and groups of pupils
Ofsted sign off criteria 1,2,3
	6a. Does the text provide a commentary on the key strengths and weaknesses that matches the overall grade given?

	
	6b. Is there sufficient and clear evaluation of the pupils’ learning and performance in the classroom as observed by inspectors and is this given much more prominence than previous test/exam results? 

	
	6c. The judgement attainment on entry, if included, should appear in this section.

	
	6d. Is there sufficient commentary on achieve and enjoy?

	
	6e. Is there sufficient reference to the outcomes for different groups and are their achievement and other relevant outcomes explained clearly where there is noticeable variation?

	
	6f. Is the narrative clear and convincing, about other outcomes and does it support the grades and not repeat what is in the main findings?

	
	I have checked the outcomes section and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	7. How effective is provision?  
Ofsted sign off criteria 1,2,3
	7a. Does the text capture the key strengths and weaknesses of the provision, in particular how it explains the outcomes for pupils?

	
	7b. Is the impact of any specialist provision noted in the Introduction covered in sufficient detail?

	
	7c. Does the assessment grade match the teaching grade? If not, is this clearly explained?

	
	7d. If safeguarding is graded 4, has sufficient attention been paid to this in the care, guidance and support writing?

	
	7e. Do other grade links e.g. curriculum and partnerships have expected consistency and if not is this explained fully 

	
	I have checked the provision section and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	8. How effective are leadership and management?
Ofsted sign off criteria 1,2,3
	8a. Are the main features of L&M which explain the school’s OE and CSI fully explained?

	
	8b. Is there sufficient commentary on the effectiveness with which school leaders and governors communicate ambition and drive improvement? Is the grade awarded clearly explained?

	
	8c. Is there sufficient commentary on the effectiveness with which school leaders and governors promote equality and tackle discrimination? Is the grade awarded clearly explained? Is it consistent with other grades

	
	8d. Is there sufficient commentary on the effectiveness with which school leaders and governors ensure safeguarding procedures are effective?  Is the grade awarded clearly explained?

	
	8e. Is there sufficient commentary on the effectiveness with which school leaders and governors promote community cohesion? Is the grade awarded clearly explained?

	
	8f. Is governance mentioned explicitly – following up any reference in the main findings. Is the grade awarded clearly explained?

	
	8g. Where LIs have commented about other outcomes, is the narrative clear and convincing, does it support the grade and not repeat what is in the main findings?

	
	I have checked the leadership section and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	9. Early Years Foundation Stage 
Ofsted sign off criteria 1,2,3
	9a. Does commentary capture the key strengths and weaknesses, drawing on the evaluation schedule and are particular features that capture the unique features of the Early Years Foundation Stage included? Is direct duplication with any commentary included in MF avoided?

	
	9b. Where there is registered childcare provision for children aged 0–3, is it commented on explicitly in this section. This is in addition to commentary on any provision for children aged 3–5. The commentary on the 0–3 provision must signal strengths and areas for improvement as well as clearly identifying the quality of provision, outcomes and leadership and management. It must also report whether the provision complies with the requirements for registration.

	
	I have checked the EYFS section and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	10. Sixth form 
Ofsted sign off criteria 1,2,3
	10a. Does commentary capture the key strengths and weaknesses, drawing on the evaluation schedule and are particular features that capture the unique features of the sixth form included? Is direct duplication with any commentary included in MF avoided?

	
	I have checked the sixth form section and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	11. Boarding Provision
Ofsted sign off criteria 1,2,3
	11a. Does commentary capture the key strengths and weaknesses of the boarding provision and are the NMS clearly recorded?

	
	I have checked the boarding section and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	12. Views of parents and carers
Ofsted sign off criteria 1,2,3
	12a. Is there a brief summary of the parental views and does this include a comment on the rate of response when required (i.e. particularly high or low) using the national benchmarks as the basis for this?

	
	12b. Does the commentary capture the positives and negatives but keep a balanced view and where relevant explain why inspectors uphold or disagree with parents’ views? Is the commentary consistent with the judgement for effectiveness of engagement of parents/carers and, if not, is this adequately explained?

	
	12c. Are the text and table fully completed? Does the table include numbers and percentages and are these accurate calculations?

	
	12d. Do the number of questionnaires match that in the introduction?

	
	I have checked the P&C section and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	13. Pupils’ letter
Ofsted sign off criteria 1,2,3,4
	13a. Does the letter have the appropriate phase/age introduction and thanks to the pupils?

	
	13b. Does it convey the OE judgement and main findings accurately and comprehensively, giving strengths and weaknesses and refer to pupils’ views, including the survey?

	
	13c. Is the list of improvements written so that pupils will understand them and does it include how they can help bring about improvement?

	
	13d. Is the letter signed off Yours sincerely?

	
	I have checked the letter and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	14. Children’s centres
Ofsted sign off criteria 1,2,3
	14a. If there is a Children’s Centre referred to in the report - the writing should only comment about the school’s work and not make any judgement about the quality of the CC 

	
	 14b. If a PIE inspection takes place of the 0-3 provision in the Children’s Centre at the same time but the CC is not led and managed by the school, this must be mentioned in the description of the school but is reported on separately.

	
	14c. If there is 0-3 provision within the CC, then this is a SIE and inspectors and mention must be made of this in the description of the school. The quality of provision for those 0-3 years olds should be reported on as part of the overall EYFS paragraph. 

	
	I have checked the CC and confirm that all the requirements are met. 

Where there is a discrepancy this is because (LI adds explanation here)


	

	15. Quality of writing
Ofsted sign off criteria 1,5
	15a. Is the report specific to the school and helpfully illustrated with an appropriate selection of quotations and examples?

	
	15b. Does the writing in each section point the school towards improvement by indicating why a higher grade was not awarded?

	
	15c. Does the writing avoid:

expressing judgements as recommendations, 

speculation or prediction, 

the overuse of qualifiers,

over-generalisation,

avoid unnecessary repetition?

	
	15d. If bullet points are used, do they convey the story in sufficient detail?

	
	15e. Is the report written in straightforward language, pitched right for parents, without exaggerating or being over-colloquial? 

	
	15f. Is the use of English generally free from errors of spelling, punctuation and grammar and is the Ofsted house style followed? (Be careful to distinguish errors from style)

	
	15g. Is there a clear grade - text match in each section 

	
	I have checked the quality of writing and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	

	16. Technical issues
Ofsted sign off criteria 5
	16a. Is the most up-to-date s5 report template being used?

	
	16b. Are the bullet points formatted correctly?

	
	16c. Is the en-rule being used correctly 

	
	16d. Are the headers and footers completed correctly?

	
	16e. Is the report within the given word count – absolute maximum of 2000 words which includes all text from Main Findings to Leadership and Management added by the LI?

	
	I have checked the quality of writing and confirm that all the requirements are met. Where there is a discrepancy this is because (LI adds explanation here)


	


The QAR section

	The report sign off judgement

Grade 1 – ready with minor changes; 

Grade 2 – ready with moderate changes

Grade 3 – not ready
	


Where a grade 3  is entered, the following table is to be completed by QAR  indicating which criterion is not met by writing the number/letter(s) of the criterion from the checklist against the relevant non sign off criterion e.g. against criterion 5 you might write 15g, or criterion 3 you might put 2b, 3a, 8g. You do not have to change the checklist. The final box is for a written commentary, which should be the text that appears on the front of the report i.e. copy and paste, indicating the reasons for non sign off.

	Ofsted sign off criteria
	Criterion leading to failing sign off (from checklist)

	1. a discrepancy between the judgement grades and the supporting text
	

	2. a discrepancy between judgements, for example where a limiting judgement has not had an impact on the outcome for overall effectiveness. Where such discrepancies are intentional, the reasons must be convincingly explained in the report
	

	3. an omission of key points which must be covered within an aspect of the report, for example, capacity to improve or safeguarding
	

	4. a lack of precision in recommendations for further improvement drawn from the most significant areas of weakness and in early years and social care regulatory inspections, one or more incorrect choices of recommendation rather than action
	

	5. excessive errors in the text for example frequent and numerous spelling, punctuation and/or grammar
	

	Commentary on reasons for non sign off  - copied from the front  of the report




Additional guidance

Judging Attendance 

If an inspection team judges that attendance is a grade 4, the impact of this on economic well being needs very careful consideration and the application of professional judgment. The guidance in the evaluation schedule is clear about this. 

To be graded 4 for attendance, one of these three criteria must be applicable: 
· Generally, attendance data over the last three years have been well below the national average and there is little sign of improvement. 
· The attendance of sizeable groups of pupils is consistently well below average. 
· Too many pupils are persistently absent. 
For EWB to be graded 4, the attendance descriptor is that pupils’ attendance and punctuality generally, or for a significant minority, are poor and show no sign of improvement. 
The key, therefore, is ‘sign of improvement’. If attendance is low and in decline, there can be no sign of improvement and so attendance and EWB are both grade 4. As EWB is a prime judgement, this has an impact on outcomes and OE judgements. On inspection, teams need to check rigorously to see if there are any signs of improvement and if not, determine what the factors are, follow the guidance and use professional judgement. 
Using grades in the Evaluation Schedule 
QA readers have been receiving too many reports that do not follow the guidance on grades in the Evaluation Schedule and hence have not met our checklist requirements. Examples include the following: 

■      Overall effectiveness graded 1 yet only one aspect of provision is a

        grade 1 when it should be the majority i.e. at least two 
■      An asterix * is used for attainment in special schools and then a

        comment is made on attainment in the text when it should not be 
■     The equal opportunities grade does not match the achievement grade

        and the reason for this is not explained 
■      Attendance has been graded 4 yet the grade for EWB has been a 3 with

        no explanation as to why (see below) 
■     Outcomes have been graded a 2 yet achievement is graded good and

       four others including behaviour are outstanding, therefore outcomes

       should be outstanding. 
Algorithms

Irrespective of the supplementary guidance, it is clear from Ofsted QA that HMI are sticking rigidly to the algorithms in the Evaluation Schedule when signing off reports. When you write the report you need to ensure you do the same for the following: 

■     Pupils’ achievement 
■     Attendance and EWB 
■     Outcomes for individuals and groups of pupils 
■     Overall effectiveness 

Please check these when you are coming to your corporate judgements in the school – you should only feedback a set of judgements that meets the requirements of the Evaluation Schedule. We may not like this, but this is the Evaluation Schedule we have to work with and the pattern of judgements that equate to an OE is explicit be sure you stick to them. If you do not, the report will not pass sign off.
Guidance on writing SMART areas for improvement 
What does the school need to do to improve further?
Below is the guidance given by Ofsted on writing areas for improvement:

These should be clear actions for improvement drawn from the most significant of the weakest areas of performance which are hindering the school’s improvement to a higher grade. The weaknesses need to be flagged up in the Main Findings.

It may be helpful to specify targets, timescales and actions. General actions for improvement, such as ‘Improve the quality of teaching’, are not helpful. Inspectors must be precise in specifying, for example, which elements of teaching require improvement, or in which subjects or year groups. For example: 

· Raise the quality of teaching and learning in Key Stage 2 from satisfactory to good by ensuring that:

· the teaching of mathematics is based on more consistent use of teachers’ assessment information to enable pupils to build on their existing knowledge and understanding

· the teaching of English gives more emphasis to helping pupils understand what they have to do to improve their work.

Note that, the term ‘required actions’ in the evaluation schedule refers only to matters where statutory requirements are not met.
The importance of writing effective key issues
The effective writing of key issues depends crucially on a clear and accurate diagnosis of where a school can ‘raise its game’ and how it might do this. Effective identification and clear writing of key issues crucial for 

· Setting a clear agenda for school improvement

· Allowing schools and subsequent inspection teams to measure progress and the school’s capacity to improve

· Adding value to the inspection process as a major driver of school improvement

SMART issues – a useful test

The notion of setting SMART (specific, measurable, achievable, realistic and time-weighted) targets for improvement planning purposes has been around for a long time. Key issues should have a life beyond the inspection report in improvement plans, monitoring letters and subsequent inspections, and so SMART principles offer a useful test of how effective the issues are in guiding a school’s progress. 

1. ‘Specific’

· Areas for development should be firmly based on an accurate diagnosis of a school’s particular shortcomings or areas for improvement.
· They should not be a generic identification of improvements to which all schools would aspire, such as ‘Improve teaching and learning’ or ‘Raise standards’. For example: ‘Improve the quality of teaching and so raise achievement further’ could, if the evidence pointed to it, be changed to ‘Reduce further the small number of instances where teachers talk for too long in lessons and where pupils are consequently slow to engage in independent learning’. The latter statement diagnoses the specific problem to be addressed by the school and offers a clear focus for improvement which is specific to the needs of the school in question. 
2.  ‘Measurable’

· Areas for development should be helpful to the school and subsequent inspectors for tracking and measuring improvement.
· It is therefore useful for S5 lead inspectors to think about how easy the school, or indeed colleagues on subsequent monitoring visits and/or inspections, will find it to measure the school’s progress against the issues as written.

For example: ‘Implement a more robust system for tracking pupils’ progress throughout the school’ points to an important area for improvement, but is quite open ended. ‘More robust’ does not offer clear benchmarks in terms of outcomes against which progress can be sharply measured. The issue could, if the evidence pointed to it, be changed to ‘Improve the systems for tracking pupils’ progress, so that underachieving groups are identified quickly and the school intervenes promptly to boost their progress’. The school, and subsequent inspection teams, will be able to test the progress of the school against the required outcomes.
· Encourage children to use the outdoor area in Reception’ again could be adjusted to become more specific and measurable. If the evidence supported it, the issue might become ‘Plan activities in the Reception class which make more effective use of the outdoor area to develop children’s skills across all areas of learning’.   
3. ‘Achievable’

· Without in any sense ‘soft pedalling’ or lowering expectations, inspectors need to bear fully in mind the context of the school when setting the key areas for improvement. Excessively demanding targets can be very demotivating and might lead to a school staying in a category for longer than necessary if the targets have not been reached.
· ‘Raising standards’ in particular subjects or phases provide specific and measurable key issues for schools where standards are very obviously too low. However, for a school where standards fluctuate over time because of wide variations in attainment on entry, setting a key issue around ‘raising standards’ may offer a hostage to fortune. A cohort-related decline in test/examination results will make it hard for a school to show convincingly that its provision and the progress made by pupils have improved. In such circumstances, it may be more helpful to focus the issues on progress and achievement rather than standards.
4. ‘Realistic’

· Clearly linked to ‘achievable’ above, key issues need to offer realistic ways forward in the context of the school.
· For example: The key issue ‘Eliminate unsatisfactory teaching and increase the proportion of good or better’ presents a very difficult task for a large secondary school in a very challenging context and circumstances, where staff turnover is always likely to be a problem. An inability of the school to ‘eliminate’ unsatisfactory teaching would provide some difficulty for the next team in coming to their judgement on progress against the key issue, despite the fact that ‘the proportion of good or better’ teaching may have risen.
· By contrast, an issue may not be challenging enough to guarantee substantial improvement. Thus ‘Improve achievement in science by ensuring that sufficient time is devoted to the subject’ could be achieved almost immediately by altering the timetable. ‘Ensure that sufficient time is devoted to teaching science and improve the quality of the science curriculum’ might offer more appropriate challenge and ensure that subsequent monitoring letters consider the quality of provision in greater depth. 
5. ‘Time weighted’

· The current inspection model endorses the concept that specific milestones for achieving targets might be set within the area for improvement.
· Also, inspectors can and should make clear any priorities in their list of issues by ranking them in order of importance and match this to the order in the pupils’ letter.
· Matters affecting the welfare of pupils and staff need to be marked for immediate attention. Thus, ‘As a matter of urgency, ensure that risk assessments are completed for all pupils entering Area XYZ PRU’ gives a very clear instruction to the school and establishes an expectation that this will be attended to without delay. The team on the first monitoring visit will clearly expect to see that this matter has been addressed.
Exemplar

Here is some evidence that may emerge, during the inspection of a secondary school, concerning attendance and punctuality.

1. When compared with schools of similar type, attendance over the last two years was below average, and persistent absence above average. There has been no significant improvement year-on-year.

2. Local authority targets for attendance have not been met for the last three years.

3. Lesson observations show that staff rarely call a register at the start of lessons and do not question late arrival, especially when this is within a few minutes of the start of the lesson. In a few cases, staff do not appear to know exactly which students should be present in the lesson.

4. Parents complain that there is little informal contact from the school when their children are absent or late. The first they hear is often a formal letter threatening legal action.

5. Discussions with staff, including senior leaders, and with governors, suggest that the school does not see the improvement of attendance and punctuality as a high priority. This is confirmed by scrutiny of the school improvement plan, governors’ monitoring reports and other documentation.

6. Discussions with students also suggest they do not understand the importance of good attendance and punctuality and the link to educational achievement.

In practice it is unlikely that all these features would be found in one school, but the example below shows how an area for improvement can be developed that links directly to the evidence gathered during the inspection and meets Ofsted’s guidance as set out above.

· Improve students’ attendance and punctuality, so that by July 2010 local authority targets for attendance are met and punctuality to lessons has improved significantly, in particular by: 

Note This arises from the evidence in 1-3 above. It is appropriate to give a timescale as this can be related to a target set and monitored by an external body and gives rise to the following sub  bullets
· improving communication with parents concerning their children’s attendance and punctuality, particularly when problems are first identified,

Arises from 4 above. Research shows that good communications and relationships with parents is an important strategy in improving attendance.

· raising the awareness of staff, governors and students of the importance of good attendance and punctuality, and of their impact on educational achievement,

Arises from 3, 5 and 6 above and is designed to raise the understanding of the importance and impact of good attendance and punctuality at all levels within the school.

· setting targets for attendance and punctuality within the school, and establishing robust systems for progress in achieving these which enable issues concerning individual students to be identified and addressed at an early stage, and taking corrective action where progress in achieving targets is slow.

Gives a prompt as to what needs to be done without giving specific details of how it should be done.

For schools going into category see flow chart in Ofsted May 2011 zip file

Before finalising the judgements ring 
HMI help desk:      0300 123 4234  (SG 0300 123 1231)
Tribal Duty Inspector: 01173115245
Be sure to complete and send Form 1 (see zip file or request it from your IO) within 24 hours of the end of the inspection to Ofsted and Tribal
Guidance and examples of how to complete the response form to headteacher’s comments on the draft report

The headteacher has 24 hours to respond and comment on any factual errors in the first draft inspection report. This response is an important aspect of the continuing partnership between school and inspection team. It is important that lead inspectors respond fully and courteously to each of the comments. 

Although headteacher’s are asked to make comments only on factual errors, in many cases, they also comment on the writing itself, sometimes suggesting an alternative phrase to change the emphasis or balance of the judgement. On some occasions, headteachers also question judgements. 
Lead inspectors should deal with each comment in turn on the response form, indicating where amendments have been made or explaining in full why it has not been possible to make the requested change.  Where it appears the headteacher is making substantial requests for changes, it is advisable to ring and speak directly to the headteacher to discuss these before completing the response form. (Two examples follow of completed forms.)
See also Portal resources Tribal s5 Factual Check Headteacher comments guidance Jan 2011.
	Headteacher’s Comments
	Lead Inspector’s Response

	Page 3 of 10: Description of the school.

The final sentence should read:

… and a new chair of governors took office in October 2008.
	Accepted – thank you – change made.

	Page 5 of 10:  first paragraph, penultimate sentence should read:

On entry to the school in Year 5, their standards……..
	Accepted with apologies for error.

	Page 10 of 10:

Third bullet point typo error missing space between words.

Eighth and ninth bullet points missing full stops.
	Ofsted Style Guide issue but the HT is quite right – the format is inconsistent with the previous bullets. Change made.


	Headteacher’s Comments
	Lead Inspector’s Response

	We would like the sentence “some general weaknesses are reflected in much of the teaching” to be replaced with the sentence “General weaknesses are reflected in some of the teaching.”

Rationale – The original sentence does not reflect the overall judgement for this section and is out of keeping with the reported findings from lesson observations. The proposed replacement sentence provides a more accurate description.
	Not amended as requested, as it would change the balance of emphasis. I have, however, modified it slightly to support the overall Grade 3.

‘Some general weaknesses are reflected across much of the satisfactory teaching.’

	Teaching and Learning;

We would like the sentence beginning “Teachers accept poor standards of presentation” to be replaced with the phrase “Some teachers accept poor standards of presentation”.

Rationale – The original sentence fragment is an inaccurate generalisation which is factually incorrect. There was no evidence that this issue applied to all teachers within the school.
	Accepted and text amended. 

‘Some teachers accept poor standards of presentation and layout...’

	Curriculum and other activities;

We would like the sentence “The contribution of the school’s specialism in sport is satisfactory in its links with local primary schools and with the community but, although increasing, its impact across the curriculum as a whole is less evident.” to be replaced with the following two sentences “The contribution of the school’s specialism in sport is satisfactory.  Its links with local primary schools and with the community are effective but, although increasing, its impact across the curriculum as a whole is less evident.”

Rationale – It was noted that the specialism was satisfactory overall and the extended links are effective.
	Accepted and text amended because it would more accurately reflect the Grade 2 for contribution to the community in PD&WB.

‘The contribution of the school’s specialism in sport is satisfactory. Its links with local primary schools and with the community are effective but, although increasing, its impact across the curriculum as a whole is less evident.’ 

	Leadership and Management;

We would like the sentence “In this work, he receives good support from the senior leadership team whose members maintain a high profile around the school.” To be replaced with the sentence  “In this work, he receives good support from the senior leadership team, especially the Acting Head of School, and its members maintain a high profile around the school.”

Rationale – The Acting Head of School has made a distinct contribution to the development of the school over the past 10 months.
	Accepted and change made as follows:

‘In this work, he receives good support from the senior leadership team, especially from the acting head of school. Senior leaders maintain a high profile around the school.’
 


Annex :  
Summary checklist of all the square bullet points ‘inspectors may evaluate…’ from the recent evaluation schedule

Summary of key inspection judgements 

Pupils’ attainment 
Inspectors evaluate:

· the attainment of the oldest year group for which the school provides, up to the end of statutory schooling, as indicated by their test and examination results, and other evidence, taking account of: any important variations between groups of pupils, subjects and courses, and trends over time.

The quality of pupils’ learning and their progress

The quality of learning for pupils with learning difficulties

and/or disabilities and their progress

Inspectors evaluate:

· how well pupils acquire knowledge, develop their understanding, learn and practise skills and are developing their competence as learners across a range of subjects 

· how well pupils enjoy their learning as shown by their interest, enthusiasm and engagement across a range of subjects

· how well pupils make progress relative to their starting points, using contextual value added and other value added measures, including whether there is any significant variation between groups of pupils (for example, minority ethnic groups, groups with different prior attainment, gender groups, gifted and talented groups, pupils speaking English as an additional language), making clear whether there is any underachievement generally or among particular groups who could be doing better

· how well pupils with special educational needs and/or disabilities make progress relative to their starting points.
Pupils’ achievement and the extent to which they enjoy

their learning

Inspectors evaluate:

· the quality of pupils’ learning and their progress, together with their attainment, including, where relevant, the achievement of pupils in the Early Years Foundation Stage and the sixth form.

The extent to which pupils feel safe

Inspectors evaluate:

· how safe pupils feel in school, including their understanding of issues relating to safety, such as bullying

· the extent to which the pupils feel able to seek support from the school should they feel unsafe.

Pupils’ behaviour

Inspectors evaluate:

· pupils’ conduct in lessons and around the school.

The extent to which pupils adopt healthy lifestyles

Inspectors evaluate:

· the extent to which pupils, especially those identified by the school as most at risk, know and understand factors that impact on their physical, mental and emotional health and their attitudes to these factors

· the extent to which pupils, especially those most at risk, take action in school to improve aspects of their health.

The extent to which pupils contribute to the school and

wider community

Inspectors evaluate:

· the extent to which pupils, including those from different groups, take on responsibilities and play a part in the school and wider community

· the extent to which pupils, including those from different groups, engage in decision-making or consultation about issues which affect the quality of their learning and well-being

· the impact of the pupils’ contribution to the school and wider community.

Pupils’ attendance

Inspectors evaluate:

· the attendance of pupils.

The extent to which pupils develop workplace and other

skills that will contribute to their future economic wellbeing

Inspectors evaluate:

· the pupils’ ability to apply skills appropriate to their age in oracy, literacy,  numeracy and information and communication technology (ICT)

· the extent to which pupils develop their knowledge and understanding of the world of work and develop skills and personal qualities which will serve them well in education, training, employment and their future lives

· the extent to which pupils understand their future options and develop aspirations.

The extent of pupils’ spiritual, moral, social and cultural

Development

Inspectors evaluate:

· pupils’ development of personal insight and purpose, and their understanding of society’s shared and agreed values

· pupils’ development of the skills and personal qualities necessary for living and working together, and their understanding of their own culture and those  of others locally, regionally and nationally.

The quality of teaching

The use of assessment to support learning

Inspectors evaluate:

· how well teaching promotes learning, progress and enjoyment for all pupils

· how well assessment is used to meet the needs of all pupils.

The extent to which the curriculum meets pupils’ needs,

including, where relevant, through partnerships

Inspectors evaluate:

· the relevance of the curriculum to the needs of individuals and groups of pupils and its impact on all outcomes.

The effectiveness of care, guidance and support

Inspectors evaluate:

· the care and support provided to promote learning, personal development and well-being

· the quality and accessibility of information, advice and guidance for pupils.

The effectiveness of leadership and management in

embedding ambition and driving improvement

The leadership and management of teaching and learning

Inspectors evaluate:

· how effectively leaders and managers realise an ambitious vision for the school, have high expectations of pupils and secure support from others

· how well the school uses challenging targets to raise standards for all pupils and to eliminate any low attainment among particular groups

· how well leaders and managers at all levels drive and secure improvement, ensuring high-quality teaching and learning, by using relevant information  about the school’s performance to devise, implement, monitor and adjust plans and policies.

The effectiveness of the governing body in challenging and

supporting the school so that weaknesses are tackled

decisively and statutory responsibilities met

Inspectors evaluate:

· how effectively governors help to shape the direction of the school

· how rigorously governors and supervisory boards challenge and support leaders and managers, holding them to account for tackling weaknesses and further improving outcomes for all pupils

· how well governors, supervisory boards and any joint committee(s) fulfil their statutory responsibilities.

The effectiveness of the school’s engagement with parents

and carers

Inspectors evaluate:

· the extent to which the school takes account of parents’ and carers’ views and how well they are involved in contributing to decision making about whole-school matters

· the extent to which the school enables parents and carers to support, and make decisions about, their own children’s learning, well-being and development

· the quality of the school’s communication with parents and carers.

The effectiveness of partnerships in promoting learning

and well-being

Inspectors evaluate:

· the extent and effectiveness of the school’s partnership activity with other providers, organisations and services to promote learning and well-being for its own pupils and those of its partners

· how well partnership activities provide value for money
The effectiveness with which the school promotes equal

opportunity and tackles discrimination

Inspectors evaluate:

· how effectively the school actively promotes equality of opportunity and tackles discrimination. 

The effectiveness of safeguarding procedures

Inspectors evaluate:

· the effectiveness of the school’s arrangements, including links with key agencies, for ensuring the safety of its pupils.

The effectiveness with which the school promotes

community cohesion

Inspectors evaluate:

· the extent to which the school has developed an understanding of the religious, ethnic and socio-economic characteristics of its community in a local, national and global context

· the extent to which the school has taken an appropriate set of planned actions based on an analysis of its context and is evaluating the impact of its work

· the extent to which the school’s actions have a positive impact on community cohesion within the school and beyond.

The effectiveness with which the school deploys resources

to achieve value for money

Inspectors evaluate:

· how efficiently and effectively the school uses and manages its available resources to meet the needs of its pupils and achieve high quality outcomes.

Outcomes for children in the Early Years Foundation Stage

Inspectors evaluate:

· the extent to which children enjoy their learning and achieve well;

feel safe; learn to lead healthy lifestyles; make a positive

contribution; and develop their skills for the future.

The quality of provision in the Early Years Foundation

Stage

Inspectors evaluate:

· how well children are helped to learn and develop

· how effectively children’s welfare is promoted.

The effectiveness of leadership and management of the

Early Years Foundation Stage

Inspectors evaluate:

· how well children are safeguarded

· how well the setting/school engages with users and works in partnership with parents/carers and others

· the extent to which there is an ambitious vision and clear priorities for improvement that are driven by effective systems for self evaluation

· how consistently polices and procedures are implemented to promote equality and eliminate discrimination

· the extent to which there is effective and efficient use of resources.

Overall effectiveness: how well does the setting/school

meet the needs of children in the Early Years Foundation

Stage?

Inspectors evaluate:

· how well the needs of children are met

· the capacity to make continuous improvement and/or sustain existing high standards.

Outcomes for students in the sixth form

Inspectors evaluate:

· how well students learn, make progress throughout their programmes and achieve their learning goals

· how well students increase their employability and economic wellbeing through learning and development

· how well students take responsibility for their own health, safety and
        well-being
· how well students contribute to the wider community.

The quality of provision in the sixth form

Inspectors evaluate:

· how effectively teaching, training and assessment support learning

       and development

· how effectively the curriculum programmes and activities meet the

        needs and interests of students and reflect local and national

        priorities

· how effectively support, care and guidance promote students’

       progress, attainment and well-being.

The effectiveness of the leadership and management of

the sixth form

Inspectors evaluate:

· how well leaders embed ambition and drive improvement

· how effectively the sixth form promotes equality and diversity and

       tackles discrimination

· how effectively procedures in the sixth form help to ensure students’

       safety

· how efficiently and effectively the sixth form uses and manages its

       available resources to meet the needs of its users and provide value

       for money

· how effectively the sixth form engages with students, parents/carers

       and partners to support and promote improvement.

The overall effectiveness of the sixth form

Inspectors evaluate:

· the effectiveness and efficiency of the sixth form in meeting the       needs of students

· the school’s capacity to make and sustain improvements in the sixth

       form. 

How effective is the boarding provision?

When judging the overall effectiveness of boarding provision, inspectors

should:

· report whether the school has been judged to meet the appropriate

National Minimum Standards (NMS)

· evaluate how well the provision contributes to boarders’ needs in

relation to their welfare, safety and personal development.

Outcomes for individuals and groups of pupils

Inspectors evaluate:

· Outcomes for individuals and groups of pupils at all stages of their

        education.

The school’s capacity for sustained improvement

Inspectors evaluate the extent to which:

· the school’s track record shows it has maintained outstanding

     performance or has been successful in improving teaching, other

     provision and outcomes for pupils since its last inspection

· the school’s self-evaluation provides the school with an accurate

appraisal of its effectiveness and its plans reflect what it needs to do to consolidate success and secure further improvement.
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