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1. Introduction
The purpose of the Schools and Quality Improvement Services is to improve outcomes for children and young people.  One of the prime roles of Quality Improvement Officers is to support Head Teachers and schools in the implementation of their improvement strategies.  This support is available at any time. It includes a programme of visits to schools.  This document outlines how Quality Improvement Officers support schools through visits.
There are three main types of school visit.
a) School Support Visits (see page 3)
These can take place at any time, and for a variety of reasons, at the request of the Head Teacher or of the Quality Improvement Officer linked to the school.
b) School Improvement Visits (see page 4-5)

These are carried out by the Quality Improvement Officer linked to the school, according to an agreed programme of at least two visits a session.  Each visit will have a specific focus, as follows:

· Visit 1 (term 1 or 2): Attainment and Achievement in the Broad General Education and Senior Phase
· Visit 2 (term 3 or 4): Self-evaluation and school improvement planning
· Visit 3: If a third visit takes place, its focus will be determined by national or local priorities at the time and agreed with Head Teachers.
c) Team Improvement Visits (see pages 5-7)
The purpose of a Team Improvement Visit is to scrutinise and validate the school’s own self-evaluation by gathering and analysing a wide range of evidence.  An annual programme of Team Improvement Visits is drawn up by the Quality Improvement Officers.
	








The purpose of every visit to a school is to support and challenge the school in a way that is proportionate and flexible and recognises the school’s particular circumstances.  Taking a proportionate approach means that the Quality Improvement Service will organise its support partly according to the evidence already available to it and partly according to requests from schools themselves.

School Improvement Visits and Team Improvement Visits contribute significantly to validated self-evaluation.  They are intended to help build the capacity of schools to evaluate their own performance and improve outcomes for pupils.
Although visits to schools are not inspections, the Quality Improvement Service recognises as good practice the HMIE 2011 ‘Principles of inspection and review’. They are:

1. Independence, impartiality and accountability

2. Having all learners at the heart of the process

3. Equality and diversity

4. Transparency and mutual respect

5. Observing practice and experiences directly: focusing on outcomes and impact

6. Building on self-evaluation

7. Partnership working with the users of our services and other providers/scrutiny bodies

8. Improvement and capacity building

9. Proportionality, responsiveness and assessment of risk

10. Best value

During Team Improvement Visits, the team will aim to adhere to the principles of the HMIE Best Practice (PRAISE) Framework. This is summarised in Appendix 4.
2. School Support Visits
Purpose

A School Support Visit can take place at any time. It may be requested either by the Quality Improvement Officer linked to the school, or by the Head Teacher.
It may take place for a variety of reasons, for example:

· recognising achievement and celebrating success;

· induction of a Head Teacher;
· questions of staffing, including recruitment and selection;

· questions of pastoral care;

· child protection questions;

· parental complaints;

· preparation for an Education Scotland (HMI) inspection;
· supporting an area of development.
3. School Improvement Visits
Purpose
These are carried out by the Quality Improvement Officer linked to the school, according to an agreed programme of at least two visits a session.  Each visit will have a specific focus, as follows:

· Visit 1 (term 1 or 2): Attainment and Achievement in the Broad General Education and Senior Phase

· Visit 2 (term 3 or 4): Self-evaluation and school improvement planning

· Visit 3: If a third visit takes place, its focus will be determined by national or local priorities at the time and agreed at a Head Teachers’ Development Day.
A circular with points for discussion will be sent to Head Teachers before each School Improvement Visit.
Process

Before the School Improvement Visit, an appropriate schedule of activities will be agreed between the Quality Improvement Officer and the Head Teacher.

The Quality Improvement Officer may be in school for all or part of a day, and will gather information using a range of approaches including:
· professional discussions with the Head Teacher, School Management Team, and teaching and support staff;

· classroom visits to note good practice and support professional dialogue;
· engaging with pupils in focus groups and during classroom visits;
· scrutinising documents (the School Improvement Plan, Standards and Quality Report, evidence of self-evaluation, record of the previous year’s School Improvement Visit).
The Head Teacher will ensure that:
· the agreed programme of activities focuses on engagement with staff and pupils;

· all staff are aware of the purpose and focus of the visit;

· information relating to quality assurance is available;

· current tracking and attainment data on progress of individual learners and cohorts is available;

· Attendance records for pupils whose absence levels hit triggers in the previous session are available.
After the visit
The Quality Improvement Officer will complete a written record of the visit summarising discussions, identified strengths, and agreed actions.  This will be shared with the Head Teacher.

Following any series of related School Improvement Visits to different schools, the feedback from all the visits will be collated, and strengths and common points for action will be identified.  These will be shared with all Head Teachers, and where appropriate any strategic actions will be detailed in the relevant Service Plan.  Areas of good practice will be highlighted at Head Teachers’ Development Days.
4. Team Improvement Visits
Purpose 
The purpose of a Team Improvement Visit is to scrutinise and validate the school’s own self-evaluation by gathering and analysing a wide range of evidence.
An annual programme of Team Improvement Visits is drawn up by the Quality Improvement Officers.  In deciding when to make a Team Improvement Visit to a school, Quality Improvement Officers will take account of a range of factors in discussion with Head Teachers.
In every Team Improvement Visit there will be a focus (reflecting Education Scotland’s Inspection Advice Note) on the following Quality Indicators from ‘How good is our school?’ (4th Edition):

· QI 1.1  Self-evaluation for self-improvement

· QI 1.3  Leadership of change

· QI 2.3  Learning, teaching and assessment

· QI 3.2  Raising attainment & achievement

· Other QIs, as agreed and as appropriate to the school’s self-evaluation

Process
The visiting team will be led by the Quality Improvement Officer linked to the school.  It may include other members of central staff, colleagues from other schools (e.g. school-based promoted teachers, or current early years practitioners), the Chair of a Parent Council from another school, and a pupil representative from another school in the appropriate sector, and partners from other services and agencies.
The lead Quality Improvement Officer will liaise with the Head Teacher to identify areas for scrutiny and discuss how the visit will be organised.  The Head Teacher will submit a timetable for class visits and meetings at least one week before the Team Improvement Visit.
The Head Teacher will ensure that:

· The agreed programme of activities focuses on engagement with staff and pupils;

· All staff are aware of the purpose and focus of the visit;

· Information relating to quality assurance is available.

The roles and responsibilities of different stakeholders are summarised in Appendix 3.
The team may be in school for between one and three days and in that time will gather information using a range of approaches including:

· professional discussions with the Head Teacher, School Management Team, and teaching and support staff;
· classroom visits which will focus on the quality of learning and teaching;
· engaging with pupils in focus groups, during classroom visits, and informally around the school;
· looking at samples of pupils’ work and profiles in discussion with them;
· focused discussions with parents and carers, including the Parent Council Chair;
· focused discussions with other relevant partners identified by the school, e.g. college representatives;
· scrutinising quantitative data and documents (see table below);
	Documents already available to the QIO
	Documents that may be asked for:



	· SQA attainment data

· Teacher Judgement Survey Results

· School Improvement Plan and Standards and Quality Report

· Records of previous School and Team Improvement Visits

· ASN Audit

· Attendance records for pupils whose absence levels hit triggers in the previous session

	· Evidence of self-evaluation and school based quality assurance
· Samples of pupil profiles
· Evidence of tracking and monitoring systems and their impact on individual learners and cohorts
· Curriculum rationale

· Planning for effective learning

· Samples of minutes of school management team and department meetings

· Details of leadership roles and responsibilities

· Documents from relevant partners (e.g. college representatives)


The purpose, method and timing of all visits to classrooms, and the team member(s) involved, will be agreed between the teachers concerned, the Head Teacher, and the lead Quality Improvement Officer, before the Team Improvement Visit begins.

Some of the potential benefits of classroom visits and observations are:

· The opportunity for teachers to showcase their practice and the learning environment in their classroom;

· The opportunity for professional dialogue and sharing of ideas with colleagues in the visiting team;

Any classroom observation will be carried out in a respectful, supportive and non-threatening manner.  The observer will not make notes during the lesson.

After every classroom visit, time will be set aside for professional dialogue between the team member(s) involved and the relevant teacher.  The team member(s) will subsequently complete a Classroom Visit Feedback Form (see Appendix 2) and share it with the teacher with a copy of the form passed to the teacher.  The teacher may choose to use this feedback to support self-evaluation and Professional Review and Development.
At the end of the Team Improvement Visit, the lead Quality Improvement Officer will give initial high-level evaluative feedback to the Head Teacher and School Management Team.
After the visit

The lead Quality Improvement Officer, supported by the team, will compile a Team Improvement Visit Report (see Appendix 3) to validate evidence of progress and identify areas for improvement.  The report will be concise, will address a series of headings, and will conclude with a statement about the school’s capacity for improvement. 

The Quality Improvement Officer will discuss the draft report with the Head Teacher to reach agreement on its content.  The report will be written sensitively and avoid identifying individual teachers.
The school should make the final Team Improvement Visit Report available to parents and carers but no other documentation related to the Team Improvement Visit will be shared with parents and carers until the brief follow-up review report a year later (refer to paragraph five).
After the report has been finalised, further discussions will take place between the Quality Improvement Officer and the Head Teacher and School Management Team on actions and timescales to address areas identified for improvement.  These will be included in the next School Improvement Plan.

No more than one year after a Team Improvement Visit, the Quality Improvement Officer will review, with the Head Teacher and School Management Team, progress in making the improvements.  A brief written report on the review will be shared with the Head Teacher, who will communicate it to parents and carers. Progress will also be reported on in the appropriate Standards and Quality Report.
Finalised Team Improvement Visit Reports will be discussed at Quality Improvement Officer Meetings to identify common strengths and common areas for development.  Particular strengths and examples of good practice will be shared, by agreement with the Head Teachers concerned.
APPENDIX A
Team Improvement Visit – Classroom Visit Feedback Form

	Class:
	Teacher:
	Time and date:

	Visitor(s):

	Focus:


	Prompts: learning climate and teaching approaches, curriculum content, teacher-pupil interaction,

clarity and purposefulness of dialogue, judgements made in the course of teaching, equality and

fairness, lesson aims shared with pupils, explanations and instructions, skilled use of questions, pace,

resources, praise and feedback, use of ICT, expectations of staff and pupils, pupil involvement in

learning/decision making, behaviour and motivation of pupils, homework, pupil responsibility,

independent learning skills, group/collaborative working.




	Classroom visitor’s notes:
a) Learning activities

b) Points of special interest




	Main points discussed in professional dialogue after the observation



APPENDIX B
Team Improvement Visit Report

SCHOOL:

DATES OF VISIT:

Background
Achievement and Attainment
Learning

Leadership
Self-Evaluation for Self-Improvement
School’s capacity for Improvement
Conclusions and Main Points of Action 
Lead Quality Improvement Officer:

Team members:
APPENDIX C
Roles and Responsibilities in School Improvement Visits and Team Improvement Visits
Quality Improvement is the responsibility of all within the service, and a collegiate approach is always encouraged.  For the sake of clarity, the roles and responsibilities of the following staff or groups of staff are outlined.  The points are not exhaustive or prescriptive, but provide an indication of where responsibilities lie.

Executive Manager, Quality Improvement

School Improvement Visits:

· To consider the feedback from the two, possibly three, School Improvement Visits to all schools during each academic session;

Team Improvement Visits:

· To work with the central Quality Improvement Team to decide the schools that will

be visited each session;

· To agree the team members for each visit;

· To support the officers when required at any stage of the visit.

General:

To maintain an overall picture of school improvement and feed points for action into Children’s Service’s annual cycle of self evaluation and improvement planning.

Quality Improvement Officers

School Improvement Visits:

· To work with Head Teachers to identify suitable times and dates for the School Improvement Visits;

· To plan the nature of the visits and involvement of school staff and pupils with the

Head Teacher;

· To discuss, agree and record findings and points for action;

· To provide an overall summary of general findings and points for action for the

schools that they visit;

· To discuss channels to communicate the summary of findings and action points to

Head Teachers.

Team Improvement Visits:

· To work with the central Quality Improvement Team to decide the schools that will

be visited each session;

· To agree the team members for each visit and ensure shared understanding of the complementary roles of each member in the visit and deliver training around team visits as required;

· To work with Head Teachers and the team members to identify suitable times,

dates and a schedule of activities for the team visit, planning the involvement of

School staff, pupils and parents with the Head Teacher;

· To ensure that their team members have appropriate pre-reading documents;

· To discuss, agree and record findings and points for action with Head Teachers.

Head Teachers, Depute Head Teachers, School Management Teams, and Principal Teachers

The collegiate approach should encourage a culture where central members of staff work with school staff to identify areas within the school’s self-evaluation that they would like to share with the team.

Head Teachers, Depute Head Teachers and School Management Teams in general have a responsibility to work with the staff, pupils and parents in their school to communicate the aims and activities of the School Improvement Visits and Team Improvement Visits.

Where classroom visits are planned to note good practice during a School Improvement Visit these may be joint visits between a member of the School Management Team and the Quality Improvement Officer.
They also have a responsibility to make themselves available, where possible, to discuss evidence with the team members.

Teachers

Teachers have a responsibility to share their practice and demonstrate pupil learning during School Improvement and Team Visits.  In this way, teachers are able to demonstrate a philosophy where quality assurance is a shared responsibility, and self evaluation is the key to quality improvement.  Any classroom observation must be with the agreement of the classroom teacher. 
Support Staff

Support staff in schools may be asked to assist with support services for the visiting team, and may be asked to take part in group discussions.  For the most part they will be expected to carry out their normal duties.  They should be aware of the visits and any improvements that may involve them.

Pupils

Pupils may be required to take part in observed group work and in group discussions.  They may be asked to show some of their work to team members.

A pupil from another school may be part of a Team Improvement visit to another school; their role will be to meet with peers of a similar age to discuss issues such as opportunities for pupil leadership and pupil voice in the school.  The pupil on the team would not observe other pupils in class.  
Parents

The Parent Council Chair, members of the Parent Council and members of the Parent Forum may be asked to meet with a team member during a Team Improvement Visit.  

A Parent Council Chair from another school may also be involved to meet with the school’s Parent Council to share ideas and good practice in connection with parental engagement and family learning.  The parent on the team would not observe classes.
Partners from other Services and Agencies

Partners from other services such as representatives from local colleges, Youth Services, Active Schools, Psychological Services and appropriate local businesses may be asked to contribute to the Quality Improvement Team.  They may well already be working in the school and will have the opportunity to explain their contribution to the curriculum and pupils’ learning experiences or they may be asked to consider the impact of the school’s links with other external agencies.  Colleagues from partner agencies would not be asked to observe classes during the Team Visit.
Appropriate training will be given to all members of the team around their roles and responsibilities during the visit prior to it taking place.  This training will be led by the school’s Quality Improvement Officer, referring to standardised training materials.

APPENDIX D
Best Practice (PRAISE) Framework for inspections and reviews 
The PRAISE Framework is based on Education Scotland’s core values and guides teams on how to conduct themselves in inspection and review.  School Improvement Visits and Team Improvement Visits are not inspections, but Quality Improvement Officers and their teams will aim to adhere to the principles of the PRAISE Framework which are summarised below.

Source: ‘Principles of inspection and review’ (HMIE, 2011)

	


School Improvement Visits


Two standard visits per session (previously called Focused Visits in the 2012 QA Policy). A third School Improvement Visit on a particular national/local focus may be arranged.





School Support Visits


Can take place at any time


Often informal





Arrangements for Visits to Schools within the School Improvement Framework





Team Improvement Visits


Focus on validating school’s self evaluation with a focus on How Good Is Our School 4.
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