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SIP VISIT ONE – an aide-memoire
	Purpose

	This first visit to your assigned school has a number of purposes:

	· To begin the process of establishing an appropriate, professional working relationship with the Headteacher that will enable you to be effective in your role as a SIP

	· To explain your role as SIP to the Headteacher

	· To familiarise yourself with the school, some of the staff and its current improvement priorities

	· To begin to explore with the Headteacher the school’s overall performance and in particular pupil standards

	· To agree and set up the programme of visits for the coming year.

	Please note that you should not contact your allocated schools until you have attended the initial SIP induction meeting with the LA.

	Before the visit

	· Check that you have been provided with the necessary data:

	· school contact information
	· FFT school summary estimates
	· ALPS (if applicable)

	· OfSTED inspection report
	· Panda (2005)
	

	· Ensure that you have a copy of the NoV (Notes of Visit) 1 Template and the associated guidance notes (available electronically on the website);

	· Call the Headteacher to set up the meeting - you will need to advise the Headteacher that the visit could last about 2 to 3 hours

	· Analyse the performance data that you have.  What is it telling you about overall standards? 

	· Improving, declining, stable (by key stage)
	· The progress pupils are making (CVA)

	· Relationship to National and LA averages
	· Performance in its ‘Family of Schools’

	· Trends over time
	· Possible priorities for improvement

	· The performance of specific groups
	

	· Develop your own schedule of questions

	· Don’t forget to ask about school performance against targets for 2006, the Headteacher’s overall view on standards, pupil progress and priorities for improvement. Check this against the ‘Note of Visit’ report template and guidance. Are you covering all the ground appropriately?

	· Ensure arrangements are in place in your own school to cover for your absence on the day of the visit.

	During the visit

	· Agree with the Headteacher the format and timings for the visit

	· Be careful that a tour around the school doesn’t take too much of your time - take the tour as the final element of the visit?

	· Use the tour evaluatively and note areas you may need to follow up at a later stage e.g. does the HT take you into classes or do you look through windows? How does the school present itself – is display of a high quality?  Pupil attitudes and behaviour?

	· In your discussion with the Headteacher make sure you cover the ground

	· Your role – refer to the SIP Brief document if necessary

	· Headteacher’s view on current standards, performance in 2006, pupil progress (remember that you will have a further opportunity during the next visit to talk with the Headteacher about standards and progress in greater depth)

	· School systems for self-evaluation?

	· Priorities for improvement – do they match your analysis of standards?

	· It is essential that you leave sufficient time to agree dates for the remaining visits.  Remember to take your diary and a copy of the SIP visit programme

	· Remember that the target setting meeting needs to happen in the autumn term and before targets are approved by the governing body.  Please also note that the LA deadline for the return of school targets is 15th December 2006;

	· Thank the Head for setting up the visit etc.

	After the visit

	· Phone or contact your line-manager to talk briefly through your visit. This needs to happen asap

	· Draft the ‘Note of Visit’ in line with the guidance and using the appropriate template

	· E-mail the draft to Yvonne Servante at Yvonne.servante@learningtrust.co.uk 

	· Once the report has been “second read” (and any suggested amendments made), e-mail the draft to the Headteacher and request that your are informed of any factual inaccuracies

	· Make any further amendments and send a final copy to the Headteacher and your line-manager.
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