Notes of Visit – Guidance for Report Writing

Following a school visit SIPs are required to complete a brief report summarising the outcomes and making recommendations as appropriate.

Please use the appropriate report template to draft your note of visit. Write to each heading as appropriate and then delete the guidance notes – in parentheses – before finalising the draft.

There is no requirement to write to each heading on every report providing that area is covered at some stage during the year. For example, target setting and self-evaluation and SEF may be covered in separate visits. Individual notes of visit need to reflect these arrangements.

In order to develop greater consistency with report writing and to take account of the Freedom of Information Act, we ask you to follow these guidelines when producing your written reports:

· Use everyday English whenever possible 

· Do not name individual members of staff 

· Define the purpose of and the audience for the reports you are writing

· Consider what your audience expects

· Determine how much background your audience needs

· Avoid clichés, stock phrases, padding and giving too much data

· Avoid jargon and legalistic words, and explain or define any technical terms you have to use

· Use a concise evaluative writing style rather than merely describing what you did on a visit

· Be cautious about making judgements where you do not have the necessary evidence. For example  
“The Headteacher judges teaching to be good” rather than “Teaching across the school is good.”  

Base your writing on secure, robust and reliable evidence rather than on assertions made by the school or others

· Focus judgements on the appropriateness and rigour of evidence used by schools to substantiate their own evaluations of standards and provision

· Keep your sentence length down to an average of 15 to 20 words. Try to stick to one main idea in a sentence

· State your conclusions (main findings), briefly clearly and explicitly

· Any recommendations you make should say clearly what options or actions you consider can best improve the situation

· And finally, always check that your report is accurate, clear, concise and readable.

School Visits – Timeline for Reports

The reporting of the outcomes of SIPs visits should be recorded and distributed electronically. A printed copy will be placed in the central school file.

	Stage
	Action
	Timeline

	1
	E-mail draft visit form to line-manager
	Within 3 working days of school visit

	2
	Line manager checks against QA criteria and writing guidelines 
	Within 2 working days

	3
	Line-manager emails draft with any amendments to school for accuracy check
	5 days after SIP visit

	4
	School emails report to SIP who signs report off.
	Within 10 days of SIP visit 

	5
	SIP e-mails to line-manager for counter signature
	

	6
	LT has final hard copy for storage in school files and electronic file in the system
	10 days from date of SIP visit


School Visits - Timetable 2006-07

The following chart provides an indication of timescales for school visits during this first year of implementation.

SIPs and headteachers need to be aware that the target setting component must be completed during the second half of the autumn term in order to leave sufficient time for targets to be discussed by governors and then submitted to the Learning Trust by the agreed deadline.

Please note that SIPs have been asked not to approach schools until after their first briefing meeting (date tbc) 2006.

	Visit
	SIP school visit
	Deadline
	Notes

	1
	Introductory familiarisation and planning meeting
	31-Oct-06
	SIPs will be briefed on this visit during their induction session (date tbc)

	2
	Target setting and pupil standards meeting
	30-Nov-06
	This visit must allow sufficient time for targets to be discussed with Governors and to meet TLT deadline for submission 

	3
	Headteacher performance management meeting
	31-0ct 

(31-Jan-07 for 06-07 cycle)
	

	4
	Quality of provision and leadership & management meeting
	31-Mar-07
	This meeting can take place at the start of the spring term if this fits better with the school’s own self evaluation and development planning processes

	5
	Overall school performance, the quality of school self-evaluation and single school support plan 
	31-May-07
	After performance management component and preferably after some work has been completed on school’s self-review processes

	6
	Attendance at Governing Body meeting
	summer term
	After performance management component and preferably after some work has been completed on school’s self-review processes


