Governor Visit Toolkit

Empowering strategic governance across Exceed Academies Trust - Together We Exceed!

1. Purpose of this Toolkit

This toolkit is desighed 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

v 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.

NI

Governors must maintain confidentiality and professionalism at all times.

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

Q

¢’ 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 Al 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.
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https://bit.ly/ExceedLinkGov
https://bit.ly/ExceedGovVisitsPolicy
https://bit.ly/ExceedGovTemplate
https://chatgpt.com/g/g-68ee450e417481918b742f6cb04bb56f-exceed-governance-visits-assistant
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s Before the Visit

o Ask: “What should | do to prepare for a visit focused on SEND?”
o Ask: “What questions should | ask pupils during a learning walk?”

€®) During the Visit
e Use your focus questions to guide observations.
e Jotdown facts, anonymised quotes, and examples — don’t judge teaching.

@ After the Visit

o Ask: “Using the Governor Visit Report Template, help me write my full report.”
e Or askfor help with specific sections, e.g., “Help me write the overview section.”

4. Prompt Starters You Can Use

o “Help me write a full governor visit report”

e “How should | prepare for a classroom visit?”

o “What questions should | ask pupils during a safeguarding visit?”

o “Help me reflect on the outcome of my visit and link it to governance.”
o “What are the do’s and don’ts from the Trust’s governor visit policy?”

5. Final Self-Check Before Submitting a Report

Have | clearly stated the purpose and focus of the visit?
Have | 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 | 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.
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—  Exceed Governance Visits Assistant T

Help me write a full governor visit report using the Trust
template

Absolutely — I'll generate a full report using the Exceed Academies Trust template.

To do this properly and produce a detailed, strategic report (especially in the Observations

and Findings and Outcomes and Impact sections), | need the following information:

Please answer as fully as you can:

O Visit Details

1. What is the name of the school?
What is your full name?

What was the date of your visit? (dd MMMM yyyy)

d W N

What was the focus of your visit? (e.g. Safeguarding, SEND, Pupil Premium,
Attendance, Curriculum, etc.)

5. Was this linked to a School Development Plan priority? If yes, which one?

6. What type of visit was it? (Meeting, Learning Walk, Classroom Visit, Data Review,
Assembly/Event, Other)

@ Visit Context and Preparation

7. What was the purpose of the visit? (What were you seeking to understand, monitor,
or verify?)

8. What preparation did you do beforehand? (e.g. reviewed policies, data, met with

Headteacher, read SDP, reviewed Single Central Record, etc.)

o0 During the Visit
9. Who did you meet with? (Roles only, not names — e.g. DSL, SENDCo, Subject Lead,
Attendance Officer)
10. What did you do and see? (e.g. learning walk, pupil discussions, document scrutiny,

safeqguarding walk, reviewed workbooks, observed intervention groups)



11. What documentation or data did you review? (e.g. attendance data, pupil premium
strategy, behaviour logs, CIP, SCR, action plans)
12. What evidence did you gather? (Conversations, displays, systems in action,

monitoring records, etc.)

i Outcomes and Impact

13. What did you learn from this visit?
14. How does this link to the Continuous Improvement Plan?
15. What strengths did you observe?

16. Were there any areas that may need development?

&l Reflection and Follow-Up

17. Are there follow-up actions required? (Who and by when, if known?)
18. What went well during the visit process?
19. What could be improved in future visits?

20. Any other comments?

Once you provide this information, | will:

e Produce a fully structured, professional Governor Visit Report
e Expand the Observations and Outcomes sections to give a strong strategic overview
e Ensure it follows Trust policy and avoids operational judgements

e Keep the tone factual, supportive and governance-focused

I'm ready when you are.

0 6 &

Peter Taylor, Knowleswood Primary School, 12/03/25;
attendance; meeting, learning walk, data review; read
attendance policy and information in headteacher reports;
find out about pupil attendance; spoke to headteacher,
walked around school, spoke with children and asked
about importance of attendance; attendance is below the
national average and remains a concern but the school is



implementing many actions which are resulting in a
positive trend, needs to continue to be a priority and
monitored; enjoyable visit and improved awareness of
strategies to improve attendance

Thank you — | now have enough information to generate your full report using the Trust

template and policy guidance.

Below is your completed Governor Visit Report.

Governor Visit Report

1. School Name

Knowleswood Primary School

2. Governor Name

Peter Taylor

3. Date of Visit
12 March 2025

4. Focus of Visit

Attendance

5. Type of Visit

Meeting, Learning Walk and Data Review

6. Visit Context and Preparation

Purpose of the Visit

The purpose of the visit was to monitor pupil attendance and gain a clearer understanding
of current attendance trends, the effectiveness of strategies being implemented, and how
the school is addressing attendance as an ongoing priority. | was seeking to understand
how attendance compares to national figures, what actions are in place to address

concerns, and how leaders are evaluating impact.



Preparation

Prior to the visit, | reviewed the school’s Attendance Policy and relevant information
contained within the Headteacher's reports to governors. This provided context regarding
attendance trends, identified priority groups, and outlined current improvement strategies.
The preparation enabled me to ask informed questions about patterns, barriers, and the

impact of interventions.

7. Observations and Findings

Overview of the Visit

During the visit, | met with the Headteacher to discuss current attendance data, trends
over time, and actions being implemented to secure improvement. We reviewed overall
attendance figures and discussed comparisons with national averages. It is clear that
attendance remains below the national average and continues to be an area of concern for

the school.

| undertook a learning walk around the school to gain a general sense of pupil
engagement and school culture. During this time, | spoke with pupils informally about the
importance of attending school regularly. Pupils were able to articulate why attendance
matters, referring to learning, friendships and not missing important work. This

demonstrated that attendance messages are being consistently communicated.

The Headteacher outlined a range of strategies currently in place, including regular
monitoring of attendance data, targeted communication with families, and supportive
interventions for pupils who are persistently absent. There is clear evidence that
attendance is being tracked closely and that actions are being implemented in a structured

and systematic way.

Data / Documents Reviewed

e Attendance Policy
e Attendance information included within Headteacher reports

e Current attendance data and trend information

Evidence Collected
e Discussion with the Headteacher regarding whole-school attendance and key groups
e Review of attendance data trends

e Pupil voice gathered during the learning walk



e Observation of attendance messaging displayed within the school environment

8. Outcomes and Impact

What | Learned

This visit enhanced my understanding of the complexity of attendance challenges facing
the school and the range of proactive strategies being used to address them. While
attendance remains below the national average, there is evidence of a positive upward

trend, indicating that the actions being implemented are beginning to have impact.

| learned that attendance is being treated as a strategic priority by leaders, with regular
monitoring, clear systems, and targeted intervention for identified pupils. This provides
assurance that leaders are not complacent and are responding appropriately to the

concern.

Link to Continuous Improvement Plan

Attendance is clearly aligned to the school's improvement priorities, particularly in relation
to improving outcomes for pupils and reducing barriers to learning. Improved attendance
directly supports academic progress, pupil wellbeing, and wider engagement. This visit
provided assurance that attendance improvement work is actively contributing to the

school’s Continuous Improvement Plan.

Areas of Strength

e C(lear recognition by leaders that attendance is a priority area
e Structured systems for monitoring attendance data

e Implementation of multiple strategies to improve attendance
e Evidence of a positive trend in attendance figures

e Pupils’ understanding of the importance of regular attendance

Areas for Development
e Attendance remains below the national average and therefore requires sustained
focus
e Continued monitoring of persistent absence and targeted groups

e Ongoing evaluation of which strategies are having the greatest measurable impact

9. Reflection and Follow-Up



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. | 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:

Copy and paste this report into a blank Word document.
Review carefully to ensure all factual details are accurate.

Make any minor amendments required.

e

Submit to the governance professional in line with Trust procedure.

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

attendance review meeting.

G O P
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