[image: image1.jpg]George Stephenson




STAFF HANDBOOK FOR OFSTED

May 2012

Contents included:

1. Last Ofsted Inspection February 2008

2. Highlights from the current SEF

3. School Improvement Plan 2011-2014

4. Last Year’s Attainment and Targets for 2012

5. Teaching and learning during Ofsted 

6. Advice to Curriculum Leaders 

7. Some ideas to demonstrate outstanding teaching and learning in lesson observations

………………………………………………………………………………………………………………….

EXCERPT FROM STAFF HANDBOOK

5. TEACHING AND LEARNING DURING OFSTED 

What are the ingredients of an outstanding lesson?

· Shared Learning Objectives and Success Criteria

· Pace and Challenge

· Progress

· A4L including regular checking of understanding

· Effective questioning

· Engagement and Enthusiasm

· Personalisation/Differentiation

· Effective use of resources, including TA’s

· Literacy 

· SMSC
How can we make it easy for the Inspectors to award us ‘Outstanding’?

· Try to make your classroom look good and ensure display contributes to learning (OFSTED like to see students referring to displays to help move their learning forward). Get appropriate layout and resources ready.

· Keep up to date with marking in line with our A4L Policy. OFSTED will look at books during their observation.

· Make sure all students have stickers on their files with the data filled in.
· Check that students know where to find their levels and their targets for improvement.

· Encourage students to be on their best behaviour, but to relax and contribute.
· Be at your door at the start of every lesson to welcome students with a smile.
· If not teaching, be at your door to supervise in the corridor.

· You must complete your lesson plans on the GSHS proforma. Please hand a copy to the Inspector when s/he arrives in your room. Please ensure there is always a spare chair in your room.

· Make sure your colour-coded seating plans include the necessary details (asp target, MEG, CWA, FSM, SEN, EAL, G&T, LAC, KS2/3 level). Give a copy of this to the Inspector too.

· REMEMBER it may be very wise to do a mini-plenary during the lesson (especially if an Inspector has just walked in the room).

· Hand the Inspector your ‘Examples of Written Feedback’ file with lesson plan so that he/she can immediately see that you mark in a way that helps students to understand how to improve.
· If at all possible, make students’ assessed work easy to find in their files.

· Individual Needs. Essential to record and plan for all students who are G&T/have SEN plus planned involvement of LSAs.

· Ensure your planning includes appropriate provision highlighted in any PPMs (Personal Provision Maps) for students in your classes.

· Plan 2 x 25 minute lessons for each 50-minute lesson.

· Don’t play too safe – but don’t do anything brand new you haven’t done before!

· Have a lesson plan but be prepared to adapt it during the lesson or change it completely if it is in the students’ best interests.

· All students need to be involved and engaged – even just a pair/share type exercise gets them all involved and can be a good example of inclusive questioning.

· Remember to ask particular questions of your target groups identified on your plan – good evidence of effective differentiation.

· Help them by clearly SHOWING and signposting highly effective teaching.
· Spiritual, Moral, Social and Cultural – include any opportunities in your plan but remember they will be looking for evidence of students being independent, resilient, working collaboratively and for evidence of positive relationships.
· Punctuality - start your own lessons on time but, importantly, don’t finish your lessons late or keep students behind. You want to ensure students get to their next lesson on time so that your colleagues can start their lessons promptly and without constant interruption. 

· Students out of class - do not send students on errands unless you have absolutely no choice. If you let students go to the toilet they must have a permission slip. Students should not normally be allowed to the toilet at the start of the lesson as they should have used their break time.

· Duty days - you must do your duty. OFSTED will be checking our H&S record and will expect to see a staff presence. However, if you are teaching Period 3 you may want to try to arrange a swap with a colleague who is free.

· No early release - do not let students out early. Your bit of gained time is someone else’s problem.

· Don’t drop your guard - don’t wear your heart on your sleeve. It will be used against you, or someone else. At a recent OFSTED briefing we were informed that there is no such thing as an “off the record” conversation – so don’t attempt to have one!
· Look out for each other during what will be a stressful time and make sure we are all pulling together.
· Don’t forget your vital role as a tutor and ensure you have a planned and structured activity each morning.
· During the inspection record on the slips provided information about any observations that are made of your classes. Return to the Headteacher as soon as possible so we can monitor who/what is being observed.
What should I give the Inspector?

· A lesson plan and seating plan – please use the GSHS forms.
· Your file of assessed work showing examples and evidence of effective written feedback.

·  A seat - direct Inspector where to sit.  Remember it is your classroom!

How can I show I am making effective use of data?

Think about:

· What does data tell you about your students?

· How does it influence what you do in the classroom?

· How do the school’s monitoring and tracking systems influence what you do – and how do you inform them?

How can I demonstrate Progress in lessons?

· Balance between prior learning/new learning

· Good pace 

· Appropriate challenge for all students

· Targeted questioning to check understanding

· Active learning – high levels of engagement and enjoyment

· Opportunities for students to reflect on learning

· Opportunities for independent learning
· Evidence of progress ‘over time’

· Any-time plenaries

How can I demonstrate effective Differentiation?

· High expectations for all students
· Good use of assessment information

· Opportunities to ask questions

· Take account of starting points

· Targeted questioning

· Different levels of teacher support and intervention

· Evidence of students responding to feedback

· Higher order tasks

· Choice of activities

· Different activities

· Good use of other adults

· Different home learning tasks

· Seating for learning

· No longer sufficient to have differentiation by outcome  - this would be satisfactory at best – needs to be by task/through questioning, etc

What should I avoid?

· Too much teacher talk
· Too much time spent on prior learning

· Lack of differentiation

· Too many activities

· Pre-dominance of low level type exercises

· Ignoring off task behaviour
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