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For governor & trustee monitoring visits
Updated October 2025This report template can be used to help governors and trustees report back to their governing board on what they have learned and observed during a monitoring visit.
This template should be adapted to meet the needs of your school/trust. Our guidance and checklist provides further advice on making the most of school monitoring visits. You can also download an example schedule template.


	Name of school/trust:

	Name of governor/trustee:

	Name of lead staff member:

	Date of visit:



	Focus of visit

	Visits should focus on:
looking at the implementation of strategic priorities and key policies agreed by the governing board 
evaluating progress: are the things we are told about actually happening?
seeking assurance that the needs of all pupils are being met






	Summary of activities

	What happened during the visit, including information learned. For example: 
Meeting staff with responsibility for specific areas (such as safeguarding or SEND).
Talking to staff and pupils.
Observing a lesson (as part of getting to know the school, not making judgements about quality of teaching).
Seeing examples of pupil work.



	Positive observations

	Relate this back to the focus of your visit. For example: 
Pupils are actively engaged and motivated during lessons.
Pupils conduct themselves in a respectful manner such as during transitions between lessons or break times. 




	Areas for improvement

	Relate this back to the focus of your visit. For example: 
Accessibility issues for pupils with special educational needs or disabilities (SEND).
Staff morale or workload concerns raised by teachers or support staff.




	Monitoring progress 

	How progress will continue to be monitored and reported to governors, including:
questions for clarification from the executive leader
discussions for the board
follow-up actions to be taken
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