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	Briefing note for headteachers/heads of service 

of residential schools and centres and secure care services



1. Introduction

The purposes of integrated inspections between the Care Commission and HM Inspectorate of Education (HMIE) are to provide assurance to stakeholders and to promote improvement and successful innovation that enhances the quality of care and learners’ experiences and leads to better outcomes for them.  

Integrated inspections are independent, rigorous, open and fair.  They meet parental expectations and focus on how children’s care and additional support needs and entitlements, for example within the National Care Standards and  Curriculum for Excellence, are being met.

Inspection is founded on professional engagement between inspectors and young people, staff and other stakeholders including parents.  Inspections allocate time appropriate to circumstances to first‑hand evaluation of care provision, observation of learning and teaching and interaction with staff and their stakeholders.  In a proportion of schools where significant support is needed to encourage and promote change and improvement in learning outcomes, HMIE and Care Commission engagement continues after the initial inspection through additional follow‑through activity.  Where improvement is required in respect of care provision, the Care Commission will examine this through consideration of action plans and further inspection as necessary.   All inspections take full account of the stakeholder perspective through analysis of questionnaires that gather the views of young people, 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 centre and the additional support needs of young people.
2. Key features of new inspections 
The new residential special school and secure care services inspections are shorter than those operating prior to 2008.  The school‑based inspection activity will last no more than four days in a residential special school, and could last for less than four days.  The period of notification of inspections will be five weeks.  The timescale from notification to publication will normally be no more than twelve working weeks.

Inspectors focus on the quality of children’s experiences and outcomes, and the success of the school or centre in improving the quality of care and education.  Inspectors report six‑point scale evaluations of five quality indicators.  Section 5 below provides details of these quality indicators. 
Where centres are managed by local authorities, three of these quality indicators will feed into the Government’s National Performance Framework (NPF).
During an integrated inspection, the Care Commission will not grade Quality Statements.  At all stages, inspectors encourage professional engagement with staff, and seek to find appropriate times to meet staff both to explore professional issues and to discuss inspection findings.  
3. Starting an inspection with self-evaluation

For a considerable period now, HMIE has taken increasing account of self-evaluation in its inspections.  Similarly, the Care Commission encourages self-assessment through the QAF methodology.  Each system can be used to inform each other but they are not interchangeable.  As a result, the HMIE self-evaluation will be the basis of the integrated inspection and guidance on how this links with the QAF is provided.  This is only right in a maturing system that places improvement through self‑evaluation at its heart.  It is even more important now as all public services move to embrace accountability based on outcomes and impact.
The third edition of How good is our school? (HGIOS3) and the second edition of The Child at the Centre highlight the growing experience of Scottish schools in using self‑evaluation.  The Care Commission’s Regulating for Improvement also has self-assessment at its core. These publications emphasise the main purpose of self‑evaluation, which is improving services and raising achievement.  HMIE and the Care Commission will build on the success of approaches to improvement through self‑evaluation in inspections.  As a crucial part of the inspection, the team will engage with you and other members of staff to discuss the school’s use of self‑evaluation.

At the start of the inspection, you will have the opportunity to demonstrate the impact of your centre’s self-evaluation in improving its work, along with key supporting evidence, and particularly in raising achievement.  In line with the advice in Part 4 of The Journey to Excellence, Planning for Excellence, and in Regulating for Improvement, the inspection team will be interested in how the centre identifies its future priorities and direction founded on how accurately and well it knows itself at the point of inspection.

A discussion with you and key members of your staff about self-evaluation, evidence and improvement will take place early in the inspection and will help the team of inspectors to focus their activities and consider priorities for inspection, including proportionality.  In response to self‑evaluation and the extent to which the centre’s evidence can be used to help the inspection team make its evaluations, it may be that HMIE can disengage from evaluative activity on Wednesday evening of the inspection week.  In these circumstances we will be available to spend more time in professional discussion of how to take the school further forward in its improvement activities.  The Care Commission as a regulator will determine the time spent in the school on the basis of the regulatory support assessment (RSA) and will not be involved in such development activity.
4. The inspection team

Our inspection administrator will provide you with the details of the inspection team for your school.  Inspection teams normally comprise some, or perhaps all, of the following team members.  Generally the larger the establishment, the bigger the team.

	Inspection Administrator (IA)
	· HMIE office contact

· Inspection administration and planning

	Managing Inspector (MI)
Care Commission (RI)
	· Overall responsibility for the inspection

· Leads and plans inspection activities

· May have either specific curricular area and/or ‘meeting needs’ role

· Responsible for coordinating team findings

· Responsible for sharing inspection findings and reporting

· Present for the whole inspection

	Depute Managing Inspector (DMI)

Care Commission Officer(s)
	· Supports the MI in planning and ensuring smooth running of inspection week
· May have either specific curricular area and/or care provision focus 
· Present for the whole inspection

	Additional team member(s)
(if required)
	· Carry out inspection activities

· May have curricular area role or care provision focus

· Present up to three days

	Lay Member
	· Looks at the partnerships with parents and its community

· Normally present on Tuesday


5. The inspection 

The inspection provides an overall evaluation of the quality of the school’s provision and record of improvement.  In doing so, the team evaluates specific aspects of provision using the following quality indicators.  

	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


You can find out more about these quality indicators by visiting our website at www.hmie.gov.uk.
Please see Appendix 2 for the complete list of quality indicators and quality statements being inspected during the new integrated inspections.
	Before the inspection
	What happens and what needs to be done?

	5 weeks before the inspection week
	You will receive notification of the inspection and the questionnaires for distribution.  You should distribute the questionnaires as quickly as possible, and arrange for young people, with support where appropriate,  to complete their returns at the earliest opportunity.  Guidance on issuing the questionnaires is included on the HMIE website.

Our IA will contact you by telephone to make arrangements for the inspection.  You may wish to nominate someone in your school who will be responsible for processing the information required for the inspection.

You will be advised how to access the briefing materials on our website.

The MI telephones you during this week to make initial contact and answer any questions you may have about the inspection.



	Before the inspection
	What happens and what needs to be done?

	2 weeks before the inspection

week
	You will by now have been able to consider the information required for the inspection team.  (You can find a list of prompts for this at Appendix 1).  You may have discussed particular needs with the IA or MI.  Please send only the information requested.

Our IA discusses with you or your representative the detailed schedule for the first day of the inspection, and some of the activities for the second day, including particularly the schedule of activities for the lay member of the inspection team.




	During the inspection
	What happens and what needs to be done?

	Monday
	The MI and CCRI arrive in the school or centre around lunch time.  It would be helpful if you had a room set aside for the team with the information previously discussed readily available.  You should also provide succinct supporting documentary evidence relating to the school’s performance and self‑evaluation.  This evidence should relate directly to the account you give to the inspection team on Tuesday morning (see below).

At the end of the school day, the MI is available to brief your staff.  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.  You should set aside 20 minutes or so for this briefing, which can include a question/answer session as required by staff. 

In some schools and centres with secondary provision, members of the inspection team may meet with key staff with responsibility for managing aspects of care and education.  Curriculum areas inspected will include English and/or communication and language, mathematics or understanding and relating to the environment and two other subject areas where possible and appropriate.  In some cases, meetings may need to take place the following day.  As with your account of institutional performance, the intention of these key subject meetings should be to focus on how self-evaluation is leading to improvement.  

At the end of the day the MI and CCRI would like to update you on the progress of the inspection and confirm any planning needs for the following day.


	During the inspection
	What happens and what needs to be done?

	Tuesday
	In most schools and centres, close to the start of the day, you will be invited to give the school’s account of how self-evaluation is leading to improvement.  In particular, how well is your school doing, how do you know, and what do you need to do next?  You may wish to draw our attention to your visions, values and aims, and show how you are meeting these.  You should plan for interaction with the inspectors during this session and regard it as a meeting which you lead, rather than a ‘presentation’.
On Tuesday morning, the inspection activities get underway across the centre where relevant.  Some meetings will have been arranged in advance, for example with groups of parents or staff.  Inspectors will be looking at the quality of care, learning and teaching and curriculum areas.  

The lay member will normally be present on Tuesday.  In most cases the schedule will have been agreed with you and set up in advance of the visit.

The team will meet with staff at the end of the school day to engage in professional dialogue, with topics including learning and teaching.  Attendance is voluntary and the meeting will normally last no longer than 45 minutes.

At the end of the day the MI and CCRI would like to update you on the progress of the inspection and confirm any planning needs for the following day.



	Wednesday
	Inspection activities continue.  
Towards the end of the day, the inspection team considers whether 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 and CCRI will discuss with you 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 (see Thursday).
At the end of the day the MI and CCRI will update you on the progress of the inspection.


	During the inspection
	What happens and what needs to be done?

	Thursday
	Inspection activities continue until lunch time.  In the afternoon the inspection team meets to discuss and agree the inspection findings.  It would be helpful if they could continue to use the room you have allocated to them, although alternative arrangements may be possible if the school is reasonably close to one of our offices.



	Friday
	This is when we discuss our findings and continue professional engagement with you.  Normally, this will take 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 Governing body.  You should set aside around an hour for this meeting.  

The MI/CCRI will continue professional engagement with 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.




Please note:  Inspections in smaller schools and centres may last only three days.

6. After the inspection week

Three weeks after the inspection you will receive a draft copy of the report.  At the same time the External Manager and/or Chairperson of the Parent Council/Board of Governors (and where appropriate, education authority) will receive a draft copy of the report.  You and the external manager or education authority will be asked to provide any comments or suggested corrections to the report during the following week.  The district inspector (education authority-run centres) may contact the relevant respondents to discuss the draft report and, where necessary, any matters about integrated follow‑through.

If there are no integrated follow-through activities, the inspection process and publication will normally be finished within twelve working weeks of notification.

Appendix 1:
Information for schools and centres 

	
	Please provide only the following information in advance of the inspection in electronic versions where possible.  Please return to our inspection administrator within a week of notification if possible.
	(

	1.
	Names of all teaching and care staff, details of their responsibilities, qualifications and length of service
	

	2.
	Plan of the school and residences, including arrangements for parking
	

	3.
	School, class and visiting teachers’ timetables and support agencies such as educational psychologist or therapists etc. and structure of the school week
	

	4.
	Current and previous year’s standards and quality reports and improvement plans 
	

	5.
	Details of key staff responsible for health promotion and senior member of catering staff
	

	6.
	Completed safeguarding/child protection proforma.  Available at: Safeguarding/child protection proforma
	

	7.
	A timetable of any adult learning activity and youth work activity that takes place in the school
	

	8.
	A list of agencies and other partners (and their contact phone numbers) and members of the community who contribute to pupils’ learning
	

	9.
	Details of any activities, staff and young people working to improve the community around the school, including youth forums and community planning
	

	10.
	A brief outline of staff and learners’ involvement in pupil councils, youth citizenship activities, or other representative duties
	

	11.
	A brief outline of arrangements that support learners who are at risk of not moving on to positive destinations on leaving the centre
	


	
	Please provide the following information in the HMI/CC base on Monday of the inspection week.
	(

	1.
	The evidence you have to support your account of your strengths and areas for improvement for the five QIs from HGIOS3
	

	2.
	Overall school attainment data for the previous two sessions, and any available benchmarking data (where appropriate). Available evidence of young people’s achievements and their personal and social development
	

	3.
	Nature of young people’s additional support needs, and brief details of additional support provided
	

	4.
	List of looked-after and accommodated children and young people with regular/long‑term absence (will not be appropriate in secure care services)
	

	5.
	Sample of IEPs, ICMPs and CSPs
	

	6.
	Sample of pupils’ personal records (PPRs)
	

	7.
	Sample of reports for parents regarding young people’s progress/learning 
	

	8.
	Examples of the school/centre’s communications with parents/carers and the wider community e.g. newsletters, prospectus, parent handbook
	

	9.
	Any guidance for teachers, care workers and staff handbook (if available)
	

	10.
	List of staff development events held during the last session and planned for the current session
	

	11.
	Teachers’ forward plans
	

	12.
	Outline of arrangements for contacts and visits with other educational establishments at points of transfer including shared placements
	

	13.
	Brief details of any out-of-school/centre’s activities, after-school care and supported study initiatives
	

	14.
	Sample of agendas and minutes of Parent Council meetings, pupil council meetings and staff meetings
	

	15.
	Brief details of any established/regular contacts with individuals or organisations in the local community
	

	16.
	Access to records of complaints, bullying and racial incidents, accidents, administration of medicine and fire log
	

	17.
	Details of links with colleges, businesses and other course providers
	


Health Promotion and Nutrition

If your school is also being inspected as part of the national sample for Health Promotion and Nutrition, please provide the following items on arrival for use by our Health and Nutrition Inspector.

	
	Documentation
	(

	1.
	Cycle of menus and nutritional analysis
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Appendix 2:




Framework of Inspection

Guidance on linkage between HMIE Quality Indicators and Care Commission Quality Themes and Statements

In order to help providers consider how to present their evidence for the above, similar but different, systems, the table below shows how the two systems link.  This means that evidence provided for one may be used for the other.  However, not all evidence for one system may be relevant to the other and, indeed, additional evidence may be provided, where appropriate.  This is particularly important in respect of Quality Indicator 1.1 which is wide ranging in nature.  Although three Quality Statements are identified as linking to it, other evidence informing other Quality Statements may also inform it.

It is crucial, therefore, to understand that the two systems are not directly transferable and, although the table below shows links between them, there may be other links which allow Quality Indicators to inform Quality Statements and vice versa.
	How good is our school? (Version 3) Quality indicator
	National Care Standard
	Care Commission Quality Themes and Quality Statements

	1.1 Improvements in performance (NPF)


	Standard 10 Contributing to your care

Standard 14 Supporting your education 
	Quality of care and support QS 1.5

Quality of care and support QS 1.2

Quality of management and leadership QS 4.4

	2.1 Learner’s experiences (NPF)
	Standard 7 Management and staffing

	Quality of care and support QS 1.2

	5.3 Meeting learning needs (NPF)


	Standard 6 Support arrangements 
	Quality of care and support QS 1.2

Quality of environment QS 2.3

Quality of staffing QS 3.3

	5.1 The curriculum
	Standard 6.2 Support arrangements
	Quality of care and support QS 1.2

	5.9 Improvement through self-evaluation
	Standard 7 Management and staffing
	Quality of management and leadership QS 4.4
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