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Ofsted inspection preparation for leaders and managers

This document will support you to prepare for your Ofsted inspection. Information taken from the Early Years Inspection Handbook 

Early years inspection handbook for Ofsted-registered provision for September 2022 - GOV.UK (www.gov.uk)
	
	Action/comment 
	 Complete/in place
	Date Complete

	Preparation and planning 


	
	
	

	Which register (s) is the setting on?
	
	
	

	Which individuals are connected to the registration, such as committee members? Is the information correct (DBS checks/contact details)
	
	
	

	How do you deal with and record any concerns/complaints?
	
	
	

	Have you got any outstanding actions/recommendations from previous inspection reports?
	
	
	

	Have you designed an ambitious and well-sequenced curriculum? 
	
	
	

	
	
	
	

	Leadership


	
	
	

	How have you as leaders maintained an ambitious vision for providing high-quality, inclusive care and education?

	
	
	

	Consider how you:

· Supported home learning

· Supported SEND and vulnerable children

· Informed parents and kept them up to date with any changes

· Maintained your development/improvement plan

· Supported children and staff wellbeing 

	
	
	

	How have you change or modify any of the teaching and learning curriculum?
 
	
	
	

	How did you meet the assessment requirements for the EYFS?

	
	
	

	Safeguarding and Welfare Requirements 

	
	
	

	How do you monitor attendance in all children and especially the most vulnerable? 
	
	
	

	Have you got effective safeguarding procedures in place?
	
	
	

	Have you carried out a safeguarding audit?
	
	
	

	Things to consider before the inspection


	
	
	

	Do Ofsted hold the correct information regarding your registration status?
	
	
	

	Is the information about individuals connected with the registration up to date?
	
	
	

	Are your website/social media pages relevant and up to date? Have you considered GDPR with regards to children’s images on line?
	
	
	

	Are your senior members of staff confident when speaking to Ofsted?
	
	
	

	Are you aware of Ofsted’s privacy notice?


	
	
	

	Do you understand your statutory duty when informing parents of the inspection? 
	
	
	

	Have you got plans in place for your joint observation with Ofsted?
	
	
	

	Do you know who will be at the feedback meeting?
	
	
	

	Do you have clear documentation of children who are on roll?
	
	
	

	· Relevant documents that should be made available for inspection: 

· a list of current staff and their qualifications, including in paediatric first aid

· a register/list showing the date of birth of all children on roll and routine staffing arrangements

· a list of children present at the setting during the inspection (if not shown on the register)

· the Disclosure and Barring Service (DBS) records and any other documents summarising the checks on, and the vetting and employment arrangements of, all staff working at the setting

· all logs that record accidents, exclusions, children taken off roll and incidents of poor behaviour

· all logs of incidents of discrimination, including racist incidents

· complaints log and/or evidence of any complaints and their resolutions

· safeguarding and child protection policies

· fire-safety arrangements and other statutory policies relating to health and safety

· a list of any referrals made to the local authority designated person for safeguarding, with brief details of the resolutions

· details of all children who are an open case to social care/children’s services and for whom there is a multi-agency plan

	
	
	

	On the day of the inspection OFSTED inspectors will:

· introduce themselves and show the provider their identification; the inspector must allow the provider time to look at their identification and to contact us to confirm the identity of the inspector should they wish to do so

· ask the provider to display the notice of inspection so that parents are aware that an inspection is taking place

· make arrangements to talk to parents; this may be almost immediately if parents are present

· confirm the accuracy of – or any changes to – the information about the setting

· agree a timetable for inspection activities, including joint observations

· carry out a learning walk of the premises and follow up any issues that arise

· check the DBS records and any other documents summarising the checks on, and the vetting and employment arrangements of, all staff working at the setting

· check staff qualifications, including paediatric first aid, and record them in their evidence base

· arrange meetings with the provider and/or their representative at a mutually convenient time during the inspection

· refer to any concerns that have led to the inspection being prioritised, remaining mindful of the need to maintain confidentiality and to protect sensitive information and the identities of any complainants

· arrange meetings with staff

The inspector should meet the provider or representative briefly on arrival to confirm arrangements for the inspection, including:

· checking the accuracy of – or any changes to – the information about the setting

· gathering any information about staff absences, children on roll 

· asking the provider to display the notice of inspection – if this has not already been done – so that parents are aware that an inspection is taking place

· agreeing the timetable for inspection activities, including a learning walk; joint observations; inspectors must offer the provider or their representative the opportunity to take part in joint observations and their response must be recorded

· making arrangements for a longer meeting at a convenient time with the provider or their representative to discuss the setting’s evaluation of the quality of provision and other matters relating to leadership and management

· making arrangements for providing feedback at the end of the inspection and, for group provision, request that the nominated individual or their representative is invited

· making arrangements to talk to parents – this may be almost immediately if parents are present – and to check that the provider has informed them about the inspection

· checking staff qualifications and record them in the evidence base



	Gathering and recording evidence 


	
	Action
	Complete/in place
	Date

	Do your staff feel confident when being observed?
	
	
	

	Do you practice joint observations?
	
	
	

	Are parents confident to talk to Ofsted?
	
	
	

	Do you observe interaction between staff and children?
	
	
	

	Do staff have a clear understanding of what children know and can do and how they build on it?
	
	
	

	Do you have good care routines in place?
	
	
	

	How do you support children personal development for example your approach to toilet training?
	
	
	

	Do you and your staff have a good understanding and knowledge of the EYFS curriculum?
	
	
	

	Are two year old checks in place?
	
	
	

	How well can you and your staff support children and demonstrate their learning in the prime and specific areas. 
	
	
	

	How do you support SEND children?
	
	
	

	How do you support children in their transition to school or other settings?
	
	
	

	Do you have a plan in place for children who are in receipt of additional funding?
	
	
	

	Strengths and weaknesses during inspection 



	Can you demonstrate how you meet your settings improvement plan?
	
	
	

	Have you got an accurate view of the qualities of your provision?
	
	
	

	How do you evaluate the quality of your provision? 
	
	
	

	Do you set realistic targets?
	
	
	

	Do you carry out learning walks?
	
	
	

	Do you and your staff consider the 3 I’s when planning for children’s learning?

· Intent

· Implementation

· Impact 
	
	
	

	How do you promote and support Cultural Capital within your setting?
	
	
	

	When observing interactions between staff and children, inspectors should consider how well staff

· engage in dialogue with children

· watch, listen and respond to children

· model language well

· read aloud and tell stories to children

· encourage children to sing songs, nursery rhymes and musical games

· encourage children to express their thoughts and use new words

· support independence and confidence

· encourage children to speculate and test ideas through trial and error

· enable children to explore and solve problems

· behave as an excellent role model for children

· support children to recognise and respond to their own physical needs

· attend to children’s personal needs

· deal with children’s care arrangements, including intimate care, the levels of privacy afforded to children and the supervision arrangements when undertaking personal hygiene tasks



	Do you have up to date:

· recruitment records

· staff qualifications and deployment

· staff training for safeguarding practice and procedures

· records of complaints
	
	
	

	Do you have an effective process in place for staff supervisions and appraisals?
	
	
	

	Do you consider as a team strengths and areas for improvement about:
· quality of education

· behaviour and attitudes

· personal development

· leadership and management

· actions and/or recommendations for improvement
	
	
	

	Part 2: Evaluation Schedule 
The evaluation schedule must be used in conjunction with the guidance set out in Part 1 of this document, ‘How we will inspect early years providers’
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