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You will see that there is a huge amount to do with just 36 hours to go, so you MUST discuss and delegate in advance. Make sure you have the handbook and other information downloaded in advance.               
	Activity or requirement 
	Who will take responsibility for this?
	Tasks needed 
	Timescale (if appropriate)
	Notes

	Initial notification of a Section 5 Ofsted inspection 
	Office staff member takes the call

	Direct the call to the headteacher or (if unavailable) the most senior member of staff available. 
During the initial notification phone call, the inspection support administrator will check:

· the number of pupils on roll at the school, 

· the governance arrangements for the school and 

· whether the school has any SEND, nursery provision for two- and three-year-olds or additional resource provision. 
	Ofsted will normally contact the school by telephone to announce the inspection between 10.30am and 2pm on the school day before the inspection. 


	Paragraphs 49 – 52

Section 5 handbook 


	Informing the headteacher (if not on site)
	
	Contact the headteacher as soon as the notification call has been received. 
	Immediately
	

	Deferring inspection 
	
	If you want to defer inspection, contact Ofsted
	Must be before 4.30 pm
	Paragraphs 68 - 71

	Informing other stakeholders
	
	Inform staff, Academy Trust CEO, governors, pupils, LA and parents (see below) of imminent inspection. 

Inform (or cancel) PPA providers/Sports Coaches/After School Club
	
	

	Informing your nearest and dearest 
	Headteacher 
	Let your family know you won’t be seeing them for a couple of days (and will need lots of TLC)!

	
	

	Draw on other sources of support 
	
	Contact any heads, colleagues, advisers or others who may be able to help give support in advance of the inspection.
	
	

	Preparatory telephone conversation 
	Headteacher 
	90 minute discussion with the lead inspector. 
Inspectors will use this conversation to understand: 

· the school’s context, and the progress it has made since the previous inspection, including any specific progress made on areas for improvement identified at previous inspections that remain relevant under the current inspection framework 

· the headteacher’s assessment of the school’s current strengths and weaknesses, particularly in relation to: the curriculum, the way teaching supports pupils to learn the curriculum, the standards pupils achieve, pupils’ behaviour and attitudes, and the personal development of pupils 

· the specific areas of the school (for example, subjects, year groups, aspects of provision) that should be focused on during inspection. 
	Afternoon before inspection
	Paragraphs 54 – 64



	Inspection planning discussion 
	Headteacher 
	This may be part of the 90 minute phone call (? – not clear in handbook). The discussion will be short and focused on practical issues. This will lead to the following tasks:
	
	Paragraphs 59 - 63



	Statutory duty to inform parents of the inspection 
	
	Inform parents of the inspection
	Following the phone call 
	inspectors will remind the school that the letter to parents containing the link to Ofsted Parent View may be sent electronically, or as a paper copy via pupils

	A discussion about the nature of the SEND resource base, if applicable
	
	Make arrangements for meetings with relevant staff 


	During call 
	

	Discuss any nursery provision, before- and/or after-school care or holiday clubs led and managed directly by the school, particularly if these take two- to eight-year-olds 
	
	Make arrangements for meetings with relevant staff 


	
	

	Headteacher, curriculum leaders and other leaders are invited to take part in joint visits to lessons and to observe the main inspection team meetings 
	
	Make arrangements for meetings with relevant staff 


	
	

	Ask any questions or to raise any concerns, such as perceived conflicts of interest.


	
	Discuss during phone call 
	
	

	Information that schools must provide by day 1
	
	Inform and delegate responsibility for gathering the following information for day 1 of inspection 
	This information must be provided by 8am on day one of inspection 
	Paragraph 53



	The school timetable, current staff list (indicating NQTs) and times for the school day
	
	Gather information 
	
	

	Any information about previously planned interruptions to normal school routines during the inspection 
	
	
	
	

	Records and analysis of exclusions, pupils taken off roll, incidents of poor behaviour and any use of internal isolation 
	
	Gather information 
	
	

	The single central record for the school 
	
	Check and update (if necessary) SCR
	
	

	Records and analysis of sexual harassment or sexual violence 
	
	Gather information
	
	

	Records and analysis of bullying, discriminatory and prejudiced behaviour, either directly or indirectly, including racist, sexist, disability and homophobic/

biphobic/transphobic bullying, use of derogatory language and racist incidents 
	
	Gather information
	
	

	A list of referrals made to the designated person for safeguarding in the school and those who were subsequently referred to the local authority, along with brief details of the resolution 
	Designated safeguarding lead
	Gather information
	
	

	A list of all pupils who have open cases with children’s services/social care and for whom there is a multi-agency plan 
	
	Gather information
	
	

	Up-to-date attendance analysis for all groups of pupils 
	
	Gather information 
	
	

	Documented evidence of the work of those responsible for governance and their priorities, including any written scheme of delegation for an academy in a MAT 
	Chair of Governors 
	Gather information
	
	

	A summary of any school self-evaluation or equivalent 
	Headteacher
	Gather information 
	
	

	The current school improvement plan or equivalent, including any planning that sets out the longer-term vision for the school, such as the school or the trust’s strategy 
	Headteacher 
	Gather information 
	
	

	Any reports from external evaluation of the school 
	
	
	
	

	Maps and other practical information 

Access to Wi Fi, if it exists, so that inspectors can connect to the internet
	
	
	
	

	Pupil and staff questionnaires 
	
	Send link to staff and pupils to complete online questionnaire 
	Pupils and staff should complete their questionnaires by 3 pm on the first day of inspection
	Paragraph 78 -79
The views of pupils and staff in schools are gathered through online questionnaires. The inspection support administrator sends online links to the school with the formal notification of inspection.


	Suggested tasks following the preparatory meeting 
	
	
	
	

	Senior leadership team meeting 

 
	Headteacher
	
	
	

	Staff meeting(s)

	
	
	
	

	Meeting with governors 

	
	Discuss inspection
Notify governors of meeting with Lead Inspector and attendance at feedback meeting
	
	

	Catering and domestic arrangements 


	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Leave school and try to get some sleep!

	
	
	
	Tricky but necessary!
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