
 

 

Governor Visit Toolkit 
Empowering strategic governance across Exceed Academies Trust – Together We Exceed! 

1. Purpose of this Toolkit 
This toolkit is designed to support Local Advisory Board governors, and Trustees where appropriate, to 
utilise the Exceed Governance Visits Assistant for support with all aspects of school monitoring visits, 
including preparation, what to do during a visit, how to reflect afterward, and how to write a strong, 
strategic visit report. 

WHEN USING THE ASSISTANT PLEASE ENSURE THAT YOU DO NOT INPUT ANY CONFIDENTIAL OR 
SENSITIVE DATA INCLUDING NAMES OF PUPILS ETC 

2. Key Principles of Governor Visits 
✔ Visits are strategic, not operational. 

✔ Governors observe, ask questions, and reflect — not inspect or judge. 

✔ Visits should align with the School Development Plan (SDP) and link governor roles. 

✔ Governors must maintain confidentiality and professionalism at all times. 
 

   Please refer to the Link Governor Handbook and Governor Visits Policy for more detailed guidance. 

   You can get a copy of the Governor Visit Report Template here (word document download). 

3. How to Use the Governance Visits Assistant 
Exceed Academies Trust has created an AI Governance Visits Assistant to support governance 
colleagues on all things governor visits including drafting a report after a visit. The assistant is a custom 
gpt within ChatGPT – you do not need a ChatGPT account to access it. You can get to the assistant using 
the link below: 
   Exceed Governance Visits Assistant (https://chatgpt.com)  

The Governance Visits Assistant can support with almost anything governor visit related other than 
actually attending for you! It can help you to prepare for a visit, help you reflect on a visit, support with 
writing up a report, or review a report you’ve prepared, among many many other things. A very simple 
idea of how you might use the assistant is provided next. 

https://bit.ly/ExceedLinkGov
https://bit.ly/ExceedGovVisitsPolicy
https://bit.ly/ExceedGovTemplate
https://chatgpt.com/g/g-68ee450e417481918b742f6cb04bb56f-exceed-governance-visits-assistant


 

 

 

📌 Before the Visit 
• Ask: “What should I do to prepare for a visit focused on SEND?” 
• Ask: “What questions should I ask pupils during a learning walk?” 

👀 During the Visit 
• Use your focus questions to guide observations. 
• Jot down facts, anonymised quotes, and examples — don’t judge teaching. 

📝 After the Visit 
• Ask: “Using the Governor Visit Report Template, help me write my full report.” 
• Or ask for help with specific sections, e.g., “Help me write the overview section.” 

4. Prompt Starters You Can Use 
• “Help me write a full governor visit report” 
• “How should I prepare for a classroom visit?” 
• “What questions should I ask pupils during a safeguarding visit?” 
• “Help me reflect on the outcome of my visit and link it to governance.” 
• “What are the do’s and don’ts from the Trust’s governor visit policy?” 

5. Final Self-Check Before Submitting a Report 
   Have I clearly stated the purpose and focus of the visit? 

   Have I avoided naming any individual pupils or staff? 

   Is my report strategic, not operational or judgmental? 

   Does it link to the School Development Plan or my link role? 

   Have I included any follow-up actions or reflections? 

6. Example Report 
On the following pages you will see a transcript of a conversation with the assistant to create a visit 
report. Just two simple inputs and it provided a professional report to evidence the visit. You should 
always check the accuracy of what is provided and ensure that you are happy with it, but it gives a great 
starting point. 













Follow-Up Actions 

Attendance should remain a standing item for monitoring by the Local Advisory Board. A 

follow-up review later in the academic year would be beneficial to evaluate whether the 

positive trend continues and whether national comparisons narrow further. 

Reflection on the Visit 

The visit was well organised and informative. I found the discussions open and 

transparent, and the combination of data review, meeting and learning walk provided a 

balanced and helpful overview. Speaking with pupils added valuable context to the data 

discussion. 

This was an enjoyable and constructive visit which improved my awareness of the school's 

strategies to improve attendance and strengthened my understanding of how attendance 

is monitored at a strategic level. 

10. Any Other Comments

Attendance remains a key priority for the school. The actions in place are appropriate and 

demonstrate commitment to improvement. Continued strategic oversight by governors 

will be important to ensure sustained progress. 

Please now: 

1. Copy and paste this report into a blank Word document.

2. Review carefully to ensure all factual details are accurate.

3. Make any minor amendments required.

4. Submit to the governance professional in line with Trust procedure.

If you would like, I can also help you prepare key challenge questions for the next 

attendance review meeting. 
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