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Briefing note for staff in primary schools 

and, where relevant, nursery classes

1. Introduction

The purposes of HM Inspectorate of Education (HMIE) inspections are to provide assurance to stakeholders and to promote improvement and successful innovation that enhances learners’ experiences and leads to better outcomes for them.  Inspections also contribute to the Government’s National Performance Framework (NPF) reporting.  

Inspections are independent, rigorous, open and fair.  They meet parental expectations and focus on how children’s needs and entitlements, for example within Curriculum for Excellence, are being met.

Inspection is founded on professional engagement between staff and inspectors.  Inspections allocate time appropriate to circumstances to first‑hand observation of learning and teaching, interacting with staff and their stakeholders.  In a proportion of schools
 where significant support is needed to encourage and promote change and improvement, HMIE engagement continues after the initial inspection through additional follow‑through activity.  All inspections take full account of the stakeholder perspective through analysis of questionnaires that gather the views of pupils, parents and staff and through face-to-face meetings with a range of stakeholders.  Inspectors will take account of the context and nature of the school and, where relevant, nursery class and the needs of children.

We shall not share any information about individual people which we gather during inspection activities with any other inspectorates or similar bodies or agencies which are not involved in the inspection.  When people give us information on the understanding that we will not let others know where it has come from, we will only share it on the basis of that understanding.  The only exception to this principle is where the safety and wellbeing of a person is considered to be at risk.
2. Key features of inspections

Inspections are shorter than those operating prior to summer 2008.  The school‑based inspection activity will last no more than four days in a primary school, and could last for less than four days.  In a nursery class, inspection activities will last from two to three days, according to the scale of the provision.  The period of notification of inspections will be three weeks.  The timescale from notification to publication will normally be no more than twelve working weeks.
Inspections focus on the quality of children’s experiences and outcomes, and the school’s, and where relevant the nursery class’s, success in improving the quality of education.  Inspectors report six‑point scale evaluations of five quality indicators.  Section 6 below provides details of these quality indicators.  Three of these indicators feed into the Government’s NPF.

At all stages of the inspection, inspectors will encourage professional engagement with staff, and will seek to find appropriate times to meet staff to explore professional issues including inspection findings.  

You can access video clips, A Guide to School Inspection, at the following hyperlink:
http://www.ltscotland.org.uk/journeytoexcellence/about/hmie/inspectiondvd.asp
3. Starting an inspection with self-evaluation

Our inspections provide the opportunity for schools and nursery classes to show that they know themselves inside out and that they are using self-evaluation to focus on improving all the achievements of children in line with Curriculum for Excellence.  When self-evaluation evidence is robust and convincing, we use it as part of the inspection evidence and might be able to finish inspection activities early.  We can then work in partnership with staff to further encourage good practice and innovation and support improvement strategies. 
At the start of the inspection, the headteacher is invited to brief the inspection team on the impact of the school’s approach to improvement through self-evaluation. He/she may very well use How good is our school? and Child at the Centre as part of the school self-evaluation.
We will only ask for essential information, important to the inspection, before we arrive in your school.  However, we would be very grateful if you could provide us with information should we ask for it during the inspection week.

4. The inspection team

Our inspection administrator will let your headteacher know who will be on your inspection team. Inspection teams normally comprise some, or perhaps all, of the following team members.  Generally the larger the school, the bigger the team.

	Inspection Administrator (IA)
	· HMIE office contact

· Inspection administration and planning

	Managing Inspector (MI)
	· Overall responsibility for the inspection

· Leads and plans inspection activities

· May have either literacy/numeracy and/or ‘meeting needs’ role

· Responsible for coordinating team findings

· Responsible for sharing inspection findings and reporting

· Present for the whole inspection 

	Nursery class/primary team members
	· Carry out inspection activities

· May have either literacy/numeracy and/or ‘meeting needs’ role

· Present up to four days in school or three days in nursery class

	Health and Nutrition Inspector (sample of inspections) 
	· In a sample of inspections, a Health and Nutrition Inspector is part of the team to consider the impact of the Schools (Health Promotion and Nutrition) (Scotland) Act 2007
· Present Tuesday, Wednesday or Thursday for one day

	Lay Member
	· Looks at the school’s links and partnerships with parents and its community

· Normally present on Tuesday

	Special unit/class team member
	· Focus on special unit provision

· Normally present Wednesday and Thursday


Where a school has a class/unit for pupils with additional support needs or Gaelic medium classes then the inspection team will include a member with particular responsibility to inspect this provision.

When a Health and Nutrition Inspector (HNI) is part of the inspection team, they will focus on how a school is addressing the health promotion duties of the Schools (Health Promotion and Nutrition) (Scotland) Act 2007.  They will assess food and drink provision to ensure that it complies with nutritional requirements.  The HNI will engage with key staff who have responsibility for health and wellbeing and with catering personnel, and will talk with children.  They will also review relevant documents, including related policies and communications with parents.  In addition, they may meet with key partners that the school has involved in delivering health related activities.  They will also observe food provision in the school (but not in the nursery classes), such as breakfast, lunch and snack provision.
5. Classroom/playroom visits 

In nursery classes, inspectors visit playrooms and spend time with children during their play.  The visits will cover learning experiences across the range of aspects of the curriculum.  We will use the visits to the playrooms to evaluate the quality of children’s learning experiences and their progress and achievements.  We will take brief notes during our observation visits to feed into our report of inspection findings.  We look carefully at three quality indicators: children’s experiences, meeting learning needs and improvements in performance.  We will agree a time with staff to discuss our playroom observations and look at what we thought was good practice and what might be improved.  Please use this time to discuss your work with children and tell us more about what progress children are making.

In primary schools, visits to classrooms/activities will normally last around 30-60 minutes.  You can expect us to visit lessons at any time during the inspection week.  Not all teachers will necessarily be visited by an inspector, while some may be visited more than once.  We may not always join a class at the start of a lesson or stay until the end.  We will take brief notes during lessons to feed into our whole‑school report of inspection findings.  In observing lessons, we look carefully at three quality indicators: learners’ experiences, meeting learning needs and improvements in performance.  We will agree a time with you to discuss briefly any lessons we observe.  We will talk about the lesson and look at what we thought was good practice and what might be improved.  Please use this time to discuss the lesson and tell us more about how you teach and what progress pupils are making.  The visits will cover a wide range of the curriculum and involve all classes.  A single visit may include work from more than one area of the curriculum.  We will use the visits to evaluate aspects of achievement and the overall quality of learners’ experiences across the school.  We will not evaluate individual lessons.  
Discussions with staff

We want to talk to staff about professional issues as opportunities arise in the inspection.  Information from interviews and discussions will be used in making evaluations and in preparing the published report.  However, we will not quote individual comments in the report and will not disclose comments from or about identifiable individuals.  We will only share information if it is necessary to address security or safety concerns.

6. The inspection 

The inspection provides an overall evaluation of the quality of the school’s/nursery class’s provision and record of improvement.  In doing so, the team evaluates specific aspects of provision using the following quality indicators, three of which feed into the Government’s NPF.
	1.1
	Improvements in performance (NPF)

	2.1
	Learners’/children’s experiences (NPF)

	5.1
	The curriculum

	5.3
	Meeting learning needs (NPF)

	5.9
	Improvement through self‑evaluation


In a primary school with a nursery class the three reference quality indicators will be evaluated separately for the primary stages and for the nursery class to feed into the NPF.  
You can find out more about these quality indicators by visiting our website at www.hmie.gov.uk . 

	Inspection week
	What happens?

	Monday
	The MI arrives in the school around lunch time.  The headteacher will have tried to set aside a room for the team with the information that we need including supporting evidence relating to the school’s/nursery class’s performance and self-evaluation.

At the end of the school day, the MI is available to brief you about the inspection.  This is a voluntary meeting to which all members of staff are invited.  This is an important occasion for setting the ethos of the inspection.  The briefing should last 20 minutes or so and will include an opportunity for you to ask questions.  

At the end of each day the MI will update the headteacher on the progress of the inspection and confirm any planning needs for the following day.



	Tuesday
	Other members of the inspection team join the MI.  Close to the start of the school day, we will discuss with the management of the establishment how self‑evaluation is leading to improvement.  In particular, we will be interested in how well your school is doing, how you know, and what you are planning to do next.  

The inspection activities get underway.  Some meetings may have been arranged in advance, for example with groups of learners or staff.  We will be looking at learning and teaching across the school in response to your self‑evaluation.  In nursery classes our focus will be on early literacy and early numeracy.  In primary schools our focus will be on literacy and numeracy.  In nursery and primary classes, we will also look at broader curricular areas when observing learning and teaching.  

The team meets with staff at the end of the school day to engage in professional dialogue, including learning and teaching, for example, topics might include Curriculum for Excellence both national and within the school.  Attendance is voluntary and the meeting will last no longer than 45 minutes.
The lay member will normally be present on Tuesday.  He/she may, in some cases, be present from Tuesday lunch time until Wednesday lunch time.  His/her schedule will have been agreed with the school and set up in advance of the visit.



	Inspection week
	What happens?

	Wednesday
	Inspection activities continue.  Towards the end of the day, the inspection team will consider if the combination of self-evaluation evidence and the early inspection activities enable the evaluations for the inspection to be made.  If that is the case, the MI will discuss with the headteacher, the scope for disengaging from evaluative activity and how the inspection team might use the remaining time in the inspection to support the school directly in improvement activities.  If not, the team will continue with inspection activities until such a point is reached.


	Thursday
	Inspection activities will continue until lunch time.  In the afternoon the inspection team will meet to discuss and agree the inspection findings.  



	Friday
	This is when we discuss our findings and continue professional engagement with the school, including nursery provision where relevant.  The meeting takes place no later than 11.00 a.m for the headteacher, other members of the senior management team, as appropriate, and a representative of the education authority.  The meeting will take about an hour.

The MI will continue professional engagement with primary and nursery staff through a brief meeting.  This is a voluntary meeting to which all members of staff are invited.  It will last around 20 minutes.

Normally, the inspection team leaves the school at lunch time.




7. After the inspection week

We aim to provide the headteacher with a draft copy of the report within a week.  At the same time the education authority and chairperson of the Parent Council/Board of Governors will receive a draft copy of the report and will be asked to provide any comments or suggested corrections to the report during the following week.
If there are no follow‑through activities, the inspection process and publication will normally be finished within twelve working weeks of notification.
� The term ‘school’ is used to include the work of the nursery class, where relevant
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