OFSTED at Blackhorse – BATTLE PLAN
Immediately after the first phone call:
	When
	Action
	Who 
	

	9:30am – 10am
	Find Simon & Kerri
	Louise 
	

	
	Arrange Governors meeting
	Simon
	

	
	Put clerk on standby to take notes at feedback meeting
	Neil
	

	
	Discuss with NF supply needs and have cover on standby
	Louise
	

	
	Call Ross
	Simon
	

	
	Collate – and ensure up-to-date lists:
PP, SEND, PP+, Social Care list of pupils 
Attendance data
	Jacqui
	

	
	
	
	

	
	Check planned staff absences – cancel
Check planned pupil absences – re-deploy support staff
	Louise
	



Rest of the morning:
	When
	Action
	Who 
	

	
	
	
	

	11.00am – 12:30am
	On main OFSTED planning call - TEAMS
	Neil, Simon, Jacqui
	

	11am
	Get TA to cover class &
Manage this plan whilst SB, JT & NF on OFSTED call
	Josh
	

	11:00am
	SBP to brief admin team:
· Organise passes for inspectors
· Check safeguarding process upon arrival
· Check visitor wi-fi login
· Check lunch & refreshments for room
	Kerri:

Louise, Helen, Emma
	

	10.30am
	SCR check & run report – Rachael to check
H&S Walk (+ Donna)
	Kerri & Rachael 
	

	11.00am
	Inform staff – ask for timetables for next two days (any change) put on the board in the staff room. Phone/email part-time staff Alex. W, Helen. L, Rhea,
12:40 in the staffroom. 
	Joshua
	

	11.00-12.00
	English and Maths leaders out of class – HLTAs cover
· Check plans - class teachers in lesson prep (Do what we usually do and what we are focused on!) 
· Rehearse SDP strands, data, action taken and impact seen – be concise!
	Laura & Josh?
	

	12  noon
	Send out OFSTED staff survey and letter
Send out OFSTED parent letter and survey
	Helen
	

	12 noon
	All non-essential, non-OFSTED internal emails stop
	Office
	

	12 noon
	Cancel Monday Clubs (& SLT-led Tues/ Wed clubs)
	Louise
	

	
	Send external groups notification: Art Club, Progressive Sports, Sam (SALT), Peri Music, Grounds etc.
	Helen
	



Afternoon:
	When
	Action
	Who 
	

	12:40pm
	Brief staff – at lunchtime – staff room
· Tidy classrooms
· Learning walls – make them sing
· Check marking
· Shifting the dial pupils
· KS1, Y3 and EYFS – get vulnerable and lowest 20% reading books out and ready this afternoon.
· Remind staff to recap prior knowledge. 
· 8:00 school will be locked. Don’t hang around if you’re done. 
	Simon
	

	1pm
	Populate and print staff briefing packs
	Simon
Neil
Jacqui
	

	1:15pm
	Brief LBSs and wrap around care – Behaviour, Safeguarding
	Jacqui
	

	1:15pm
	Emersons leaders – get treats and come to support
· Check display boards
· Tidy library
· Tidy cloakrooms
· Spruce entrance porch and hall
	EG Leaders
	

	1:45pm
	Finalise list of documents to send to OFSTED & add to portal
	Neil
Simon
	

	
	Brief identified children for pupil voice (if possible)
	Neil & Jacqui
	

	
	Ensure <20% readers have correct books
	Beth
	

	
	Class teachers to teach recap lesson so prior knowledge is secure for the following day
	All
	

	2.00pm
	Send out staff briefing sheets
	Neil & Simon
	

	2.45pm
	Assembly
	Neil
	

	3pm
	Stand on gate
	Neil
Simon
Jacqui
	






After school:
	When
	Action
	Who 
	

	3:30pm
	Staff meeting:
· Sharp routines – behaviour policy, timings, movement around school
· Marking
· Essential of lessons – Lesson structure (incl. slide deck), vocab, active participation (TLaC), pace
· Essentials of environment – tidy, learning walls, books marked & named sticker
· Logistics – timetable, cover plans, children, location

	Simon Neil
Jacqui
+ SLT

	

	4:30pm
	Subject leaders to meet with staff teaching the lessons:
· Prior and core knowledge
· Where it fits in sequence
· Task
· Questions
· Active participation
· Learning wall
· Check phonics lessons
	Laura & Josh

Beth to check KS1

Kate to check KS2

Hannah to check EY
	

	4:30pm
	Set up PPA room (incl. Documents)
	Neil
Simon
	

	5pm
	Check well being
	Neil, Jacqui & Simon
	

	6:30pm
	Governor’s Meeting on Teams
· Explain focus areas
· Re-cap key messages
	Simon, Jacqui & Neil
	

	7:30pm
	WALK THE SCHOOL
	Neil, Jacqui & Simon
	

	8pm
	SCHOOL LOCKED UP – Reserve Parking x4
	Neil, Jacqui & Simon
	



