
 

 

 
 

Riverside Governing Board 

School Visits Policy and Protocol 
 

1. Introduction 

1.1 The core strategic functions of a Governing Board include:  

a) ensuring that the vision, ethos and strategic direction of the school is clearly 

defined; 

b) ensuring that the headteacher performs his or her responsibilities for the 

educational performance of the school and its students;  

c) ensuring the sound, proper and effective use of the school’s financial 

resources. 

1.2 The Governing Board has additional responsibilities in relation to areas such as 

Health and Safety and Child Protection. It also has an important role in monitoring the 

effectiveness of the curriculum and understanding the progress that is being made 

towards targets set out in the School Improvement Plan (SIP). 

1.3 Governors need to know the strengths of the school and areas for development. 

1.4 Visiting the School is one way in which this can be achieved. Governors 

are an important and integral part of the school community and are welcome in 

school. Governors are expected to be involved in a formal way through their 

governorship and are also encouraged to be involved in an informal way. 

1.5 Visits also provide an opportunity to talk with students, staff and parents to gather 

their views. 

 

2. Background 

2.1 It is essential that governors see classes at work and are familiar with the life of 

the school during the working day. This increases governors’ knowledge base, so that 

they can make wise decisions and provide effective support and challenge at 

Governing Board meetings. 

2.2 In addition to visiting the school and attending meetings, governors should ensure 

that they undertake appropriate training to support them in their role. 

2.3 Governors have no automatic right as individuals to visit the school and it is 

crucial that governors and the staff understand the governors’ role - in particular that 

governors do not have an inspectorial role and have no right to go into school without 

notice. 

2.4 Everyone concerned should understand that governors go into school primarily to 

learn and not to judge. Most visits occur because the Governing Board has decided it 

can be an important way for governors to understand the progress and evaluation of 

activities and priorities highlighted in the School Improvement Plan (SIP) and the Self 

Evalaution Form (SEF).  

2.5 The Governing Board will plan the schedule of governors’ visits for the year in 

order to reach an agreement regarding what focus areas/classes/activities are to be 

visited and by whom.  

 

 



 

 

 

3. Formal Visits 

3.1Governors will make regular visits to the school in order to monitor the progress of 

the SIP and robustness of the SEF. 

3.2 It is inappropriate for a governor to come into school or visit students engaged in 

learning beyond lessons activities without an appointment and approval of the 

headteacher. 

3.3 The focus for the visit should be clear e.g. curriculum area; SIP area of focus, 

quality assurance of SEF etc. 

3.4 The visit should promote both educational awareness and goodwill between 

governors and stakeholders. 

3.5 The visiting governor should be both sensitive and positive towards staff and 

students and the learning environment. 

3.6 Types of visit activity may include  

 classroom observations  

 meetings with phase or subject leads,  

 discussion with group of staff/students  

 observation of lunchtime/playtime/holiday scheme/work placement activities 

 joining school trips 

 observation of weekly assemblies 

 observation of school council 

3.7 Governors are not inspectors and will not make professional judgments about 

teaching and learning. 

3.8 Governors are not school managers and should make sure they do not interfere in 

the day-to-day running of the school. If governors wish to spend time within a 

classroom, they need to be very clear about why they are doing so 

3.9 Governors should be aware of the need for confidentiality and be familiar with the 

Safeguarding and Child Protection Policy. 

3.10 Visits must never be concerned with checking on the progress of individual 

children or pursuing personal agendas or issues. 

 

4. Informal Visits  

4.1Informal visits to special events such as assemblies, drama productions and the 

annual Sports Day are generally encouraged.  

4.2 Such visits give governors an impression of school ethos, staff/student relations 

etc. but do not require completion of a feedback form or formal report back. 

4.3 Where governors go into school to support teaching and learning these are not 

governors’ visits and are supported by the volunteer programme. 

 

5. Frequency 

5.1 Each Riverside governor should aim to make at least one formal and one informal 

visit per school year. 

5.2 These should be arranged and agreed so that at least one visit takes place each 

term from a member of the Governing Board. 

5.3 Prospective new governors will be expected to visit the school before seeking a 

place on the Governing Board. 

5.4 There is an expectation that new governors undertake at least one school visit as 

part of their induction (within 3 months of joining Governing Board). Their 

reflections following a visit could be discussed with their allocated governor ‘buddy’. 

 



 

 

 

6. Reporting 

6.1 A Riverside Governor Visit Report (Appendix 2) should be completed for each 

formal visit. Before the visit, the sections relating to the purpose of the visit, the staff 

to visit and potential activities should be agreed between the governor and 

headteacher. After the visit, governors should update the comments section noting 

what they observed, what has been learned, suggested action points for the 

headteacher or Governing Board. The report should be sent to the headteacher for 

them to include their comments. 

6.2 Any aspect of the visit that causes concerns should be shared with the headteacher 

as soon as possible. 

6.3 The report will be shared at the next meeting of the full Governing Board and 

issues arising may be discussed in more depth at the next appropriate committee 

meeting. Discussion will be noted by the clerk in the minutes. 

6.4 A copy of the report will be filed by the headteacher as evidence. 

 

7. Visit Guidelines 

7.1 All visits will be conducted in accordance with the Protocol for Governor School 

Visits (Appendix 1). 

 

____________________________________________ 

 

Agreed at Full Governing Board meeting - 16 March 2016 

This policy will be reviewed and ratified bienially by the full Governing Board. 

Next review date: Spring term 2018 

__________________________________________ 

 

 



 

 

APPENDIX 1 

 

 

Protocol for Riverside Governor School Visits 

 

 

The following is the agreed protocol for managing governors’ visits. 

 

Before the Visit: 

 

 The Governor will ensure they have an enhanced up to date DBS check. 

 Details of the visit will be arranged with the headteacher in advance and a 

suitable date agreed. 

 The purpose of the visit, linked to the SIP, the SEF or the implementation of a 

specific policy, will be agreed in advance. 

 Levels of confidentiality will be agreed. 

 The headteacher will discuss the proposed agenda with the staff involved and 

consider how do they want governors to integrate into the lesson 

 Governors will be clear beforehand exactly what they are observing. They will 

try to prepare questions for staff/students in advance. 

 
Key Question – What is the purpose of the visit? 

  What is the focus of my visit and why? 

  What has prompted my decision to visit? 

  What are my/other people’s expectations? 

  What particular areas are highlighted in the School Improvement Plan/SEF that 

relate to my visit?  

  What particular activities am I interested in? 

  What particular age group(s) am I interested in? 

  Are there any questions that can be answered by observation? 

  What questions should I ask? 

  Whom should I ask? 

 

During the Visit 

 

Once the purpose and focus of the visit is clear the following points should be 

remembered during the actual visit: 

 Arrive on time. 

 Meet the headteacher or designated member of the senior leadership team at 

the start of the visit. 

 Always wear a visitor badge. 

 Stick to the agreed timetable but be flexible if necessary . 

 Don’t go in like an inspector. 

 Don’t conduct a lesson observation and make judgements on teaching. 

 Do use the agreed reporting format for the visit undertaken. 



 

 

 Observe discreetly. Remember that excessive note-taking can be disconcerting 

and may make your visit look like an inspection. 

 Decide with the member of staff how you will be introduced and what your 

role in the classroom will be. 

 Get involved with the children if the lead member of staff has agreed that this 

would be appropriate. 

 Don’t interrupt the staff during a lesson and avoid taking on a teaching role, or 

discussing irrelevant issues with the students. 

 Don’t make visits during a school OfSTED inspection. 

 Respect confidentiality. 

 Never criticise or appear to criticise the school in any respect in front of staff 

or students. 

 Avoid making promises to staff on behalf of the Governing Board. 

 Recognise that sometimes it might be appropriate to leave the classroom 

should a situation arise which might become more problematic, e.g. a 

behaviour incident. 

 Meet the headteacher or designated member of the senior leadership team at 

the end of the visit and discuss what you have seen and any issues or concerns 

you may have. 

 

Did I achieve my aim? 

  To what extent did I address the reason for my visit? 

  Which of my questions did I get answered? 

  To what extent did I fulfil my own/other people’s expectations? 

  What difficulties did I meet and why? 

 

After the Visit 

 Thank the teacher and students for supporting you in your work as a governor. 

 Never leave without a word. 

 Always let the headteacher or administration team know you are leaving the 

building. 

 Feedback to the headteacher on the findings of the visit. Be prepared to take 

the comments of others on Board and amend your report if appropriate. 

 Complete the Governor Visit Report as soon as possible after your visit while 

it is still fresh in your mind. Email a copy to the headteacher. The report will 

go to the next full Governing Board meeting giving you an opportunity to 

summarise your visit and share any relevant points. 

 The clerk will update the Monitoring Visit Schedule (Appendix 3). 

 

Observing and commenting on the learning environment 
 

Below are a few considerations to bear in mind when commenting on classrooms and 

the learning that takes place in them. 

 The range of activities that students engage in/experience. 

 The students’ engagement with the task – they are active, not passive, asking 

and responding to questions and listening to each other. 



 

 

 Displays use students work and are creative, celebrate achievement and mainly 

relate to current work. 

 Utilisation of the space in the classroom. 

 How is the classroom organised? 

 Quantity, quality and appropriateness of resources in the classroom. 

 Motivation and self esteem. 

 Behaviour management. 

 All staff actively participating within the sessions and know what they are 

doing? 

 

The following are examples of things a governor might observe and comment on when 

visiting a classroom: 

 Relationship between staff and students. 

 Relationships between students. 

 Variety of teaching styles. 

 Pace of teaching and learning. 

 Development of communication skills – verbal communication supported by 

use of PECs, Makaton etc 

 Use of questioning, marking scheme, feedback to students 

 Availability and role of support staff. 

 Behaviour and attitude of students – are they attentive, motivated, listening, 

questioning, responding? 

 Enjoyment and enthusiasm of both staff and students. 

 How the students are grouped. 

 How different abilities are catered for. 

 Students are encouraged to work independently or cooperatively as 

appropriate 

 Students’ work.  

 Displays. 

 Ethos – the atmosphere and values that are evident (are high expectations, 

encouragement, praise equality of opportunity apparent?) 

 Use of space and working conditions. 

 Quality and use of equipment and resources. 

 

 

_____________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Appendix 3  

Monitoring Visit Schedule for Governors 
 

 
Name  Focus of Visit  Date of visit  Report to headteacher and clerk  
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