SWAS Briefing Sheet 1(rev’09) – Preparing for Ofsted Inspection
The two day notice for inspections is now firmly established & all schools & settings will, by now, have received the first of this type of inspection. As the previous Briefing indicated, the second phase of inspection will be based closely on the first. Schools judged to compliant with all major regulations (those judged “Good” or “Outstanding”) should receive a “light touch” inspection in the next round. In principle. these visits will be not unlikely the older “maintenance inspections”, involving a site walk & check of essential policies. “Light touch” criteria in previous inspection schools:

· Met at least 90% of the regulations, including important educational regulations
· Met all previous safeguarding regulations in Standard 4

Standard inspections will apply for all other schools & there will be “progress monitoring visits” for schools which cause concern in addition.
As you can see, the key policy area will that of “safeguarding young people”. It is essential all schools & Early Childhood settings ensure that they have carried out the requisite checks on all members of staff & Trustees & that they have in place a central register with all staff information & checks to ensure identity appropriately kept. The key document is:
· Safeguarding Children & Safer Recruitment in Education (2007) available from Ofsted website – www.ofsted.gov.uk >forms & guidance>independent schools>useful information>document listed under regulation 3(2)(b)  
As before, the key to sustaining readiness for an inspection lies in regular review processes in member schools & maintaining an up-dated Self-Information & Evaluation Form (SIEF). This is now in on-line form only. Please ensure that you have a record of you unique user name & password. If for any reason this has been lost, or if you have trouble using the on-line form contact the Ofsted webmaster (contact via the SIEF page of the site) or helpline: 08456 404040. The document, “Improving performance through school self-evaluation & improvement planning”, is a useful guide; everyone involved in working with the SIEF should refer to it.  
The following is an overview, which can be used as a checklist for Ofsted readiness. 
Use some part of your Inset days to review the policy areas covered in the list, Ofsted 1, (below). If people are well informed, the event will be less stressful -   

1. Before the visit (you will have approximately 48 hours notice) walk the site, preferably with someone who knows about these things & check for any Health & Safety hazards that may have been overlooked (of course, there should not be any, but some things can be missed, especially by those accustomed to the schools). It is also wise to look at the building with an eye to aesthetics, “decoration” & tidiness!

2. If some policies are under review then include the working documents in your policy pack. We recommend that you mark them “Working Document” with the intended completion date indicated (- you might also show the stages the policy has gone through & those still to be completed) 

3. Inspectors will need to have a room set aside for them to write up their notes &c. during the time they are in the school. This needs to be in place where they will be as little disturbed as possible – but not off-site!
4. Ensure that all the required school policies & procedures are made available to inspectors in the order in which they will be listed in the report under the six major headings. We recommend placing these in a file box for each policy area as follows:

I. The quality of education provided
II. The spiritual, moral, social and cultural development of pupils

III. The welfare, health and safety of pupils

IV. The suitability of proprietors and staff

V. The premises and accommodation

VI. The provision of information and the way in which complaints are handled
5. Inspectors are visitors with a professional task to perform, avoid fussing over them, but there should be appropriate hospitality – e.g. facilities for making a hot drink, or taking light refreshment   

N.B. Section E of the SIEF contains supplementary questions for EYFS which have not been asked elsewhere in the form. You should:

· ensure that your provision for EYFS is correctly registered

· familiarise yourself with the Framework and Guidance for the Early Years Foundation Stage
· check that the staffing ratios and qualifications of staff comply with the requirements
· Get help and advice from your local partnership if needed
There is a specific SWAS Briefing on completing the SIEF for Early Childhood Centres, which should be useful to schools when dealing with this section.  

OFSTED 1  

The school should make the following documents available during the inspection (you will find this list included with the SIEF):
1. Quality of education provided:

· school prospectus, if this has not been provided electronically

· class lists showing pupils’ names and national curriculum year groups;

N.B. It is wise to place national curriculum ages alongside SW classes, e.g. Year 1 = (usually) last year of kindergarten; Year 2 = Class 1 & so on>

· records of pupils’ attainment and progress
e.g. Copies of record sheets for individual children based on lesson plans (see Handbook for Waldorf Class Teachers – Lesson plans: annual overview, morning lesson, or termly plans & daily plans – the last of these should include objectives & differentiation). Assessments are mostly formative – annual reports are referred to under “Information to Parents”
· for pupils with special educational needs:  their statements of SEN, annual reviews, and individual education plans
· for pupils who are “looked after”:  their individual files including personal education plans and pathway plans, as well as reviews of progress
· curriculum plans, timetables and schemes of work
e.g. The curriculum (as per Educational Tasks & Content of the Steiner 
 Waldorf Curriculum – adapted to the curriculum of your particular school), the timetable & year plans &c. for the classes
· records of the school’s own monitoring of the quality of education

e.g. staff training, mentoring & co-mentoring records, appraisal & assessment records

N.B. There is no requirement that all teachers in independent schools must be qualified teachers but those who are not should have relevant expertise or experience.   
2. The spiritual, moral, social and cultural development of pupils:

· in SW schools there is every reason to see these as being integrated into the whole curriculum. However, social projects that classes or the school as a whole may be involved in, class or student council work, or information about other specific activities under this heading could certainly be included     
3. The welfare, health and safety of pupils:
· records of any accidents or incidents that have taken place in the school;

· records of fire drills held and health and safety checks carried out

· school policy documents (as per regulations), including:
-
admissions, discipline and exclusions

-
behaviour and sanctions adopted

N.B. A policy for promoting good behaviour – then sanctions
-
prevention of bullying

This can be a detailed annex to the above – check the DCSF guideline documents -
-
safeguarding children in education, including child protection (N.B. the Child Protection Officer should have appropriate training & this needs to be updated every two years. There should also be a Trustee with at least basic level training in safeguarding regulations)
-
first aid policy & record of staff training
-
health and safety

-
health and safety on educational visits
· following the introduction of the Fire Precautions (Workplace) Regulations 1997 as amended by Fire Safety Precautions Regulatory Reform (2005), which came into effect October 2006, it is the duty of an employer to appoint a competent person to conduct a risk assessment of the workplace for which they have responsibility.  A formal record of the significant findings and measures that have been taken to reduce the risks should be kept (see Appendix 1).  The assessment should include:

-       the fire risk
-       the requirement for fire detection and warning
-       means of escape
-       fire fighting equipment (placing &c.)
-       planning for an emergency & training for staff

-       maintenance and testing of fire safety equipment
-      admissions and attendance registers relevant to fire drills (including records of drills)
N.B. Ensure the Admissions register (your over all school roll document is kept up to date – this is a fundamental legal document with details of when children enter & leaves, contact details for parents &c.). Ensure that the correct codes are used consistently for attendance registers & these are completed for morning & afternoon sessions

· schools that organise boarding of pupils (foreign or UK) must ensure they confirm to Children’s Act provisions & National Minimum Standards including the five broad areas as follows:

-            welfare policies & procedures

-            organisation & management

-            welfare support to boarders

-            CRB checks on boarding families
-            suitability of accommodation
4. The suitability of proprietors and staff:
· Records of checks made on staff for suitability – including records of CRB checks for proprietors (Trustees)
· Include all your CRB policies 
· Ensure that there is a register of all staff with records of the following:
· Identity: name, address, date of birth, with evidence of check - dated

· Qualifications: required Yes/No; evidence - checked

· List 99: evidence - checked

· CRB:  date checked  (it is also good practice to record the CRB number)

· [Where appropriate] Right to work in the UK:  evidence of check - date
· [Ditto] Overseas criminal records checks                                                        

This register may be kept in electronic form but must be capable of being reproduced in legible form. Regulation 4C(9) requires inspectors to tick yes or no to whether the register is the case, whether electronic or hard copy.  The register must contain the details of all staff working at the school since July 2007. Where schools do not have complete information for each member of staff, for example if they were recruited some years before and didn’t keep copies of references, then inspectors are expected to make sure that recent recruitment procedures show evidence that proper records are currently kept as standard procedure. 
In the SIEF, under paragraph 4B, the school is asked to give a definite Yes/No answer to confirm that the proprietor/Trustee has undergone the necessary checks. These checks on proprietors are carried out by the Deputy Registrar of Independent Schools so in nearly all cases this regulation will be met. Where there is a proprietorial, or Trustee, body, DCSF will only have checked the chairperson, and it is for him/her to carry out checks on other members of that body. Inspectors must check that this has been done where appropriate (regulation 4B(4) and (5)). 

5. The premises and accommodation:

· a simple plan of the school buildings.

· disabled access plan – refer to Disability Discrimination Act
6. The provision of information and the way in which complaints are handled
· the school prospectus (including statement of ethos) - including all information required 

N.B. there is a requirement to ensure that the name of the Head Teacher is provided. In intention here is to ensure that parents have a known point of contact when they have concerns. For SW schools this can be: the administrator, education manager or administrator, Chair of the Collegiate, or other appropriate named person (if the Chair of Collegiate changes annually, this information could be provided in the form of an insert for the prospectus & Parent Handbook)
· school reports & information about educational attainment, including exam results (reports are required for children of statutory school age i.e. all children over 5 years of age)

· admission policy
· summary of behaviour, discipline & exclusion policy

· SEN provision & policy

· EFL provision & policy

· statutory complaints procedure 

e.g. read the complaints procedure carefully & ensure yours complies, especially with regard to providing timescales for dealing with complaints 
· reports and other information provided to parents, and where appropriate, placing authorities
7. Other relevant policies
· policy on restraint and handling of pupils

Some other areas that are advisable to have policies on are – 

     -          access to information and confidentiality

     -          lost children

     -          photography

     -          smoking (staff and pupils where applicable)

     -          use of prohibited drugs

     -          fees and finances

· most recent quality reports (e.g. audit or review from SWAS advisory service, or other);

· school improvement plan;
i.e. your schools educational & other development plans

Ofsted 2
Managing the Inspection

· Inspectors will be making their judgement based on the SIEF – the visit is about ensuring there is evidence to support what the school says about itself. It is scarcely worth saying that the impression given by the school should be solid & professional. If staff do not feel that things are in-hand, their tension is likely to be picked up as something that should alert the inspectors to look deeper at the situation
· Ensure that someone appropriately qualified is appointed to be on hand to answer inspectors’ questions & deal with anything that may arise. Do everything you can to avoid individual members of staff getting caught up in “issues” about the inspection system
· Do not leave any tensions that may arise for discussion at the end of the inspection period, or for the verbal “report.” Engage with the inspectors during the course of their visit. Saving up issues until the inspectors are about to depart is not a good idea!  

· Encourage everyone to be open & honest with inspectors. It’s a good idea for teachers to offer their lesson plan (with lesson objectives indicated) to an inspector visiting a lesson
· Ensure that each classroom has an extra (adult-sized) chair placed for inspectors to sit on when visiting a class 
· A Trustee might be included as part of the welcoming team for inspectors – this is opportunity to show that there is clear governance within the organisation

· Keep to the normal timetable with as little variance as possible – given the normal activities of the school (e.g. festivals &c. – the inspectors should be made aware of these)

· Keep an eye on the amount of time given to classroom observation. Any issues of over-observation should be raised with the lead inspector – but bear in mind that in smaller schools especially, where some members teach a number of subjects “over-observation” may be unavoidable
· Inspections are meant to help the school to do what it does even better – treat inspectors accordingly!

Ofsted 3
The verbal report
· It is perfectly acceptable (& normal) for a number of members of staff to attend the verbal report – you do not have apologise for being collegial. BUT BEWARE OF THE TOO MANY COOKS SYNDROME!
· This is an opportunity to celebrate some of the achievements of the school – try to avoid negative expectations

· The verbal report is confidential until the published version appears

· Not everyone can take in large amounts of information in a meeting of this sort. It may be useful to consider people tolerance & choose attendance accordingly

Ofsted 4

After the inspection

· Be aware of the impact that inspection may have had on your school. There may be an atmosphere of success or a general feeling of anti-climax. It is useful to ask the question – “What can we do better next time?” – the inspection should support you quality development 

· Be clear about the implications of each point made in the inspection report — seek clarification if necessary 

· Consider how the Ofsted action plan drawn up after the inspection will sit with the school's improvement or development plan 
· Prioritise any professional development needs within your school that have become apparent
· Aim to identify new habits of work that may need to be adopted as a result of self-scrutiny or the inspection itself
· Discourage murmurings of blame. Offer support, encouragement & motivation to one another
· Think about how you will handle any publicity following the inspection. It is worthwhile to have a plan for this
· Celebrate in some way, elderflower cordial or a staff meal!

· Be aware that while all members of your school's community may be working hard to get back to 'normal' after an inspection, you may well be altering what 'normal' means as a result of the report
· Ploughing ahead immediately with changes in policy and procedure will almost certainly be counter-productive, except in the case of serious deficiencies. Consider, plan & implement! But prepared to push the boundaries that previously felt right for your school, but focus on identified priorities first
· Take a moment or two to jot down what worked during this inspection. Think of it as advice for the future
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SWAS Briefing Sheet 1 – APPENDIX A – Typical Inspection Timetable (information from Ofsted Handbook)
A standard inspection (usually two days on site) could be organised as follows (the timings will need to be flexible to ensure inspectors see a sufficient number of lessons to make a secure judgement on all teaching regulations):

Day 1

09.00
Team meet at school: confirm inspection focus and planning. 

09.30 
Team meeting with headteacher: discuss self-evaluation and any inspection issues to be aware of, e.g. absent staff. Confirm meetings that have been arranged. (LI may request tour of school).

10.30
Observing lessons, reviewing documents, meeting staff, observing breaks, and analysing questionnaires.

12.30
Lunch (and observation of lunchtime arrangements for pupils) and possibly meet with a small group of pupils.

13.30
Observing lessons, reviewing documents, meeting staff. Observe end of school day arrangements for transport etc.

16.30
Team meeting: emerging findings and plan Day 2 activities.




Brief feedback of interim findings to headteacher.


If boarding or residential: observation of the residential facilities and activities during the evening.

Day 2:


08.30
LI meets headteacher: highlight any re-shaping of the inspection. 

08.45

Team meeting to confirm arrangements and focus for day.
09.00
 
Lesson observations, reviewing documents, meeting staff.
11.15

Team meeting to agree final judgements, and lunch.

12.30 
Finalising evidence and inspection activity, writing draft paragraphs for the report.


16.00
Feedback to school proprietors and headteacher.

Bear in mind this is a guideline & particular inspectors may vary the way the time is allocated

SWAS Briefing sheet 1 – Appendix B

Timeline for inspection process -Standard inspection (two days on site)

Example inspection commencing Tuesday (with planning day on Monday)


1
NISP( notifies school of inspection (two clear days’ notice)
Thursday


2
School sends SIEF back to the NISP(



Friday

3
Lead Inspector planning day






Monday

4
On-site inspection






Tuesday

5
On-site inspection






Wednesday

6
Lead Inspector writing day





Thursday

7
NISP QAR( reads report and sends back to the NISP    
Friday

8
NISP sends draft back to LI to re-read/check


Monday

9
Final draft report to the NISP by end of day


Tuesday

10
Draft report sent to school with factual accuracy check 
Wednesday

and post inspection questionnaire form




11
Report with school






Thursday

12
Draft back to the NISP with school comments form 

Friday

by 16.00 hrs

13
NISP ‘approval reader’ edits report                             
Monday

14
Final check by ‘approval reader’ and to HMI by 17.00 hrs
Tuesday

15
Sign-off by HMI 

 




Wednesday

16
Signed-off report sent back to NISP by 18.00 hrs

Thursday

17
Final draft to school with action plan letter


Friday

SWAS Briefing sheet 3(a) – Appendix to Ofsted Preparation – update - Fire Risk Assessment

The responsible person must carry out, or appoint a competent person to carry out a suitable & sufficient fire risk assessment of the risks of fire to their employees & others who may be affected by their work or business. Those who employ five or more employees should keep a formal record of any significant findings & remedial measures, which have, or may need to be, taken.

Competent Person

The competent person or fire risk assessor need not possess any specific academic qualifications but should:

· understand the relevant fire safety legislation; 

· have appropriate education, training, knowledge & experience in the principles of fire safety; 

· have an understanding of fire development & the behaviour of people in fire; 

· understand the fire hazards, fire risks & relevant factors associated with occupants at special risk within the buildings of the type in question, & 

· have appropriate training &/or experience in carrying out fire risk assessments.

Suitable & sufficient

Whilst the legislation does not define suitable & sufficient it is generally considered that a risk assessment should do the following:

1. Identify the fire risks arising from or in connection with work:

Attention should be paid to sources of ignition, sources of fuel & work processes.

2. Identify the location of people at significant risk in case of fire:

It will be necessary to identify the areas that persons will frequent, whether they are employees, customers, visiting contractors etc.

3. Evaluate the risks:

· Are existing fire safety measures within the premises adequate?

· Are sources of fuel & ignition controlled?

· Is there adequate means for detecting fire & giving warning?

· Is there adequate means of escape in case of fire from all parts of the premises?

· Has adequate & appropriate fire-fighting equipment been provided, & is it suitably located?

· Is there an adequate testing & maintenance regime in place for fire precautions within the premises?

· Have employees been adequately trained in fire safety procedures within the premises & in the use of fire-fighting equipment?

4. Record findings & action taken:

Prepare an emergency plan, inform, instruct & give training to employees in fire precautions.

5. Keep the assessment under review:

Generally, the review date should be one year from the date of completion of the risk assessment; however, it may be necessary to set an earlier date depending on the type of premises, processes carried out, etc.

Employers & the self-employed are expected to take reasonable steps to help themselves identify fire risks, e.g. by looking at appropriate sources of information such as legislation, & codes of practice or by reference to a competent individual.

· For small premises presenting few or simple hazards a suitable & sufficient fire risk assessment can be a very straightforward process. 

· In many intermediate cases the fire risk assessment will need to be more sophisticated. Some areas of the assessment may require specialist advice such as in a particularly complicated building. 

· Large & complex premises will require the most developed & sophisticated fire risk assessments particularly where fire-engineering solutions have been developed to overcome difficult fire safety issues. 

· Fire risk assessments must also consider all those who might be affected by the undertaking whether they are employees or others such as contractors working on site or members of the public. Particularly attention should be given to vulnerable individuals, such as the young, the elderly or those with disabilities.

Significant findings

Significant findings should include:

· the significant hazards identified in the assessment. That is, those hazards which might pose serious risk to workers or others who might be affected by the work activities if they were not properly controlled; 

· the existing control measures in place & the extent to which they control the risks (this need not replicate details of measures more fully described in works manuals etc but could refer to them); 

· the population, which may be affected by these significant risks or hazards, including any groups of employees who are especially at risk.

Sources of information: To make a start with this, the Fire Protection Association (FPA) provides a basic online Fire Risk Assessment Checklist suitable for use by small to medium sized business premises. The results of the checklist do not constitute a fire risk assessment but will provide a starting point. More definitive guidance will be found in 
The Approved Code Of Practice to the Management of Health & Safety at Work Regulations 1999. ISBN 0 71 762 488 9. Available from HSE Books.
PAS 79:2005, Fire Risk Assessment - A Recommended Methodology (By C.S. Todd & Associates) ISBN 0 580 44723 5.Available from the British Standards Institute.
Information for this paper also from the following sources: Hampshire Fire Service (www.hampshirefire.gov.uk), Statutory Instrument 2005, no. 1541 (www.opsi.gov.uk), Fire Safety: What the Law Requires (www.fire.gov.uk) 
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