
DOCUMENTS REQUIRED FOR A BSI INSPECTION

These will normally include the documents listed below, but the list is not exhaustive.  Schools may wish to provide further documents and lead inspectors may request further information.  The principles should be:

· that the school makes available to inspectors any documents which are quoted in the SIEF as evidence that regulations are met

· that documents are not written specifically for the inspection, but are ones that the school uses in the normal course of its work

· that any requests by the lead inspector for further information are reasonable.

Some of the documents will refer to individual pupils and members of staff.  Inspectors will, of course, respect the confidentiality of these documents and will not remove them from the place in which they are kept.

The following documents should normally be emailed to the lead inspector following discussion prior to the inspection:

· an up-to-date version of the SIEF, together with the supplementary SIEF for boarding, if the school has boarders, and for the early years foundation stage (EYFS), if the school has EYFS pupils 

· timetables for each year group

· a staff list giving details of qualifications and responsibilities.

The following documents should normally be made available to inspectors during the inspection:

· the school’s prospectus and/or handbooks for staff, pupils or parents 

· a simple plan of the school buildings 

· for each class, a list of pupils with their names and national curriculum year groups

· the curriculum policy statement and schemes of work for all subjects, as required by regulation 2(1) in Part 1 Quality of education provided
· records of pupils' attainment and progress 

· a summary of any examination or test results for the past three years

· if there are any pupils with special educational needs, records of the school’s identification and support for them, including individual education plans 

· for any pupil with a statement of special educational need, a copy of the statement and a record of annual reviews together with details of any funding by the local authority that maintains the statement 

· if there are any pupils whose principal home language is not English,  records of the school’s identification and support for them, particularly those at an early stage of learning English 
· the school documents  in relation to regulations 7, 9, 10, and 12 in Part 3 Welfare, health and safety of pupils (on promoting and safeguarding pupils’ welfare, promoting good behaviour, anti-bullying,  and procedures for educational visits) 
· health and safety documents, including  risk assessments undertaken to keep hazards to a minimum, as required by regulation 11 in Part 3 Welfare, health and safety of pupils 
· the First Aid policy, the accident book and any other first aid records, including the certificates for staff who are qualified to administer first aid 
· details of the school’s fire precautions, including records of fire drills held 
· records of sanctions imposed upon pupils for serious misbehaviour as required by regulation 16 in Part 3 Welfare, health and safety of pupils
· the admission register

· the daily attendance registers

· evidence relating to the school’s compliance with the Disability Discrimination Act, including the school’s accessibility plan 

· the single central record (SCR) of checks made on staff for suitability, as required by regulation 22 in Part 4 Suitability of staff, supply staff and proprietors 

· access to confidential staff files, in order to verify the procedures used at the time of appointment

· evidence of the way that the school makes information available to parents and prospective parents as required by regulation 24 in Part 6 Provision of information
· examples of reports to parents

· the school’s policy for handling complaints as required by regulation 25 in Part 7 Manner in which complaints are to be handled
· access to the records of  any complaints. 
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