Ofsted

raising standards
improving lives

Quick Start Guide

Accessing and navigating Ofsted’s Provider Portal

This guide shows you how to use Ofsted’s Provider Portal, including how to access it,
where to find information on your inspection, and how to navigate between different
areas and upload documents.
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Accessing the Provider Portal

® We will send you two emails: the first provides your username and a link to access
the Provider Portal; the second provides your password for the Provider Portal.

@ If you are missing these emails from your inbox, please check your email
account’s spam or junk folder in case the messages have been filtered out.

7% Click on the link to go to the login page.

Inspector and Provider
portal

Username
[ ] .
password *KK,
' ' Ofstec
Forgotten or change password If you need to change or have forgotten your

password, please cick the

"Forgotten or change password”
ink below the Logon button.

Alernatively please contact your Regional Support Team.

Maintenance: Saturday 17 October 2015
The portal will be unavailable on this day.

= Enter your username and password in the relevant fields.
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@ If your username or password is not correct, the message below will be displayed.

Inspector and Provider
portal

The username or password is not correct.
Please try again.
Username

Password

| |

I Forgotten or change password I

7% To reset your password, click on the ‘Forgotten or change password’ link. Follow
the onscreen instructions to unlock your account.

@ If your identity cannot be verified, please contact your inspection support
administrator.

@ Once you have reached the ‘Password Reset’ screen, enter your new password
and click ‘Next.!

Password Reset:

(Resetting password for OFINSP3)

Enter a new password:

Re-enter the password:

- —

7% Your password is now reset. Continue to the login page by clicking the ‘Click here’
link.

Success:

.jaj.

Of use your new password to log in.

return to the Portal Login page

= Enter your new login details to access the Provider Portal.

! Your new password should contain at least eight characters, alpha-numeric and at least one capital letter.
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What you will see on your Provider Profile page

@ The Provider Portal page is specific to your inspection or visit. It is made up of
several areas, which include:

B information about your inspection and Ofsted’s team

B links to Ofsted’s inspection documents

m links to documents that your organisation has uploaded
m links to various forms.

Provider portal: W Grammar School

Event ID: 10000748
Event Type 55 Inspection
First day: 11 Aug 2015
Last day: 12 Aug 2015

Ofsted team

Role Name Pen portrait
Lead Mr Achilles  Achilles Smith became an HMI in 2003. He is a qualified teacher and has over 15 years of leadership
Smith experience. He worked for several years as a headteacher in Surrey and holds two Master's degrees,

one in 'Intelligence and International Security’ and the other in 'Theoretical Physics'. His subject
expertise is in Classical Civilisation.

Team Mr Jeremie Jeremie is a Senior HMI, having joined Ofsted in 2008. He is a qualified teacher and holds a degree in

member  Amoroso Microelectronic Engineering. Jeremie has been subject to an enhanced DBS check. His subject
expertise is modern languages.

Documents uploaded by Ofsted

Type File name Uploaded by
Notification letter TEST Notification.docx (13 kB) Will Dennis
Letter to parents Letter to parents (Not applicable)
Inspection plan Inspection Plan.docx (13 kB) Will Dennis
Draft inspection report cover letter Draft inspection report cover letter (Not applicable)
Inspection report cover letter Full inspection report template 12 Aug 2015 docx (37 kB) Will Dennis
Inspection report Full inspection report template.pdf (217 kB) Will Dennis

Documents uploaded by &\\\\\\\\\& Grammar School

TEST upload file.docx (13 kB)
Upload or delete a document

Forms

Factual accuracy check
Survey

@ The top section of the screen displays basic information about the inspection or
visit. You can see the event ID, event type and inspection dates.

Provider portal:! = Grammar School

Event ID: 10000746
Event Type: 55 Inspection
First day: 11 Aug 2015
Last day: 12 Aug 2015
Accessing and Navigating Ofsted’s Provider Portal 5

Version 0.3 —16/10/15 (last updated date)



Ofsted team

Ofste

@ This section of the Provider Portal gives information on the inspectors who will be
carrying out your inspection.

@ You can see their roles, as well as some basic information about them in their pen

portraits.
Ofsted team
Role Name
Lead Mr Achilles
Smith
Team Mr Jeremie

member  Amoroso

Pen portrait

Achilles Smith became an HMI in 2003. He is a qualified teacher and has over 15 years of leadership
experience. He worked for several years as a headteacher in Surrey and holds two Master's degrees, one in
‘Intelligence and International Security' and the other in "Theoretical Physics'. His subject expertise is in

Classical Civilisation.

Jeremie is a Senior HMI, having joined Ofsted in 2008 He is a qualified teacher and holds a degree in
Microelectronic Engineering Jeremie has been subject to an enhanced DBS check His subject expertise is

modern languages.

Documents uploaded by Ofsted

@ This section contains Ofsted documents related to your inspection.

7% Simply click on the ‘File name’ link of the document you wish to view.

Documents uploaded by Ofsted

Type
Notification letter
Letter to parents
Inspection plan

Draft inspection report cover lette
Inspection report cover letter

Inspection report

File name Uploaded by
TEST Notification.docx (13 kB) Will Dennis
Letter E parents (Not applicable)
Inspeckbn Plan.docx (13 kB) Will Dennis
Draft inspection report cover letter (Not applicable)
Full inspection report template 12 Aug 2015 docx (37 kB)§ Will Dennis
Full inspection report template pdf (217 kB) Will Dennis

¥ This will download the document to your computer. Depending on your internet
browser, you may need to click to open the downloaded file.
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7% Click on the ‘Open’ button.

Documents uploaded by Ofsted

Type
Notification letter
Letter to parents
Inspection plan

Draft inspection report cover letter

Inspection report cover letter
Inspection report

Documents uploadedby . Grammar School

TEST upload file.docx (13 kB)
Upload or delete a document

Forms

Factual a
Survey

L

File name Uploaded by
TEST Notification.docx (13 kB) Will Dennis
Letter to parents {Not applicable)
spection Plan.docx (13 kB) Will Dennis
raft inspection report cover letter (Not applicable)
Full inspection report template 12 Aug 2015.docx (37 kB) Will Dennis

Il inspection report template.pdf (217 kB) Will Dennis

|

Ofsted

Do you want to open or save 6_005_2-10000748.rtf (354 KB) from twickdevla?

I I}Open I Save i

Cancel

|

@ This will open the document. You will then be able to save or print it as required.

ERE R T |

Documents uploaded by provider

Home Insert Page Layout References Mailings Review View
o Protected View This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing X
Navigation v % |[L] |1-w-5- sio0ed Peiodolomolegy 7-1-8-1-9-1-30-1-11-1-12- 1 -13- 1 -14- 1 -15- 1 -16- 1 -17- 1 -18 % 49 1] =
Search Document 2 +| [
3|88 | B ~ v |[-] ' <t
N U xx
This document . [add address] .x A
does not contain - [add address] =
headings . [add address] [add contact details]
S . [add date] raising standards
navigation tabs, y . . .
create headings in ” |mPTOV|”9 ||VES
your document by T
applying Heading - ) |
Styles. |- |Dear parent or carer
| Inspection of \\\\\\\\ Grammar School by Ofsted
[o| We have just told your child's school that we will inspect it on 11 August 2015. The lead inspector will be Mr Achilles
% Smith. We are writing to you because we would like to know what you think about the school. Please take a few
m~ minutes to read the leaflet which came with this letter. It explains why we inspect schools, and what happens during
; an inspection.

@ In this section of the Portal, you can download, upload or delete documents.

Documents uploadedby  Grammar School

TEST upload file.docx (13 kB)

Upload or delete a document
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“% To download a document that you have previously uploaded, simply click on the
file name link.

Documents uploadedby = Grammar School

TEST upl:l;;:gd file.docx [13 kB)
Upload ondelete a document

7% To upload a new document, click on the ‘Upload or delete a document’ link.

@ This will open the ‘Documents Uploaded by Provider’ screen.

7% Click on the ‘Upload’ link and browse to where the document is saved.

Documents Uploaded by Provider - Inspection (ELS)

Save Cancel

Inspection Number 10000748

Inspection Date 11 August 15

Provider URN 102619

Provider Name Grammar School

File Upload

file.docx (13 kB) [Delete]

Uplpad

Save Cancel
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7% Select the document and click on the ‘Open’ button to upload it.

o

Organize ~ New folder B o U > )
J esdocs (Twickdc22) - .
S Documents library Aomange by Fedider:s
Ofsted
. Account Management v >
N o)
). IPTO7 Training o e et bl e,
> Documents % Acknowledgement Letter Test Microsoft
J. 8000-93924,$0-08.Module = £ Complaint against | 5 09:52 Microsoft
k. TAC - Training & BusCom %) Ofsted Social care demo script_willdennis 25/11/2014 16:48 Microsoft
7] Meeting Agenda_261114 24/11/2014 11:50 Microsoft
- Libraries %] Jeremie’s stuff to redo Microsoft |=
 Documents %) OFSTED manual - things to do Microsoft
4 Music ) Things for Jeremie to check Microsoft "«
5, Pictures > d m J »
File name: Meeting Agenda_261114

{ Save ] Cancej

@ Your uploaded document will now be visible in the ‘Documents Uploaded by
Provider’ screen.

Documents Uploaded by Provider - Inspection (ELS)

Save Cancel

Inspection Number 100007486
Inspection Date 11 August 15
Provider URN 102619

Provider Name . Grammar School

File Upload

TEST upload file.docx (13 kB
Meeting Agenda 261114.docx (184 kB) [Delete
Upload

Save Cancel

7% To delete a document, click on the ‘Delete’ link.
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7% Confirm you wish to delete the document by clicking on the ‘Yes - Delete’ button.

Cancel

Are you sure you want to delete TEST upload file.docx?

| |
No - Cancell Yes - Delete |
| |

n
ol
y=y

7% To confirm your updates, click on the ‘Save’ button.

Documents Uploaded by Provider - Inspection (ELS)

Save Cancel

Inspection Number 10000748
Inspection Date 11 August 15
Provider URN 102619

Provider Name .. Grammar School

File Upload

Meeting Agenda 261114.docx (190 kB) [Delete

| Save ICancel

@ Your new uploaded document(s) will now be visible on your Provider Profile. Any
deleted documents will be removed.

Documents uploadedby! @ Grammar School

Meeting Agenda 261114.docx (190 kB)
Upload or delete a document
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Forms

@ The ‘Forms’ section near the bottom of the screen has links to the ‘Factual
accuracy check’ and ‘Survey’ forms.

Forms
Factual accuracy check
Survey

Factual accuracy check

@ Once you have received the draft inspection report, you must complete a factual
accuracy check.

“% Click on the ‘Factual accuracy check’ link to open the form.

FAC Provider Comments Form - QA Forms (View Only)

Done
Provider URN 102619
Provider Name &\\\\\\\& Grammar School
Inspection Number 10000748
Inspection Date 11 August 15
PROVIDER FAC
Do you wish to make any comments in relation to @® Yes O No

the factual accuracy of the report?

Please tick once you have completed all comments
on the draft report

FAC Provider Comments

Please enter your comments here

Comments entered here

Done

Accessing and Navigating Ofsted’s Provider Portal 1 1
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7% Click the ‘Yes’ or ‘No’ button to indicate whether or not you wish to make any
comments about the factual accuracy of the report.

7% Click on the checkbox to confirm that you have entered all your comments on the
draft report.

= Enter any comments in the free text box toward the bottom of the screen.

@ Note that once you have completed the factual accuracy check this screen will be
'WVIEW’ only and you will not be able to change it.

7% Click on ‘Done’ when you have finished.

Survey

7% Click on the ‘Survey’ link if you wish to provide feedback on Ofsted. This is
optional.

Forms
Factual accuracy check

1 2 Accessing and Navigating Ofsted’s Provider Portal
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7% Click on the buttons to record your feedback.

Provider Post-Inspection - Survey

Save Cancel

Provider Post-Inspection Survey

Provider URN 102619

Provider Name . Grammar School
Inspection Number 10000748

Inspection Date 11 August 15

Inspection Type 1 - S5 Inspection

The initial call with the lead inspector helped me understand what to expect from the inspection.

Please select Strongly agree

Agree

O @

Neither agree or disagree
Disagree
Strongly disagree

000

Administrative support for the inspection worked well.

Please select Strongly agree

Agree

Neither agree or disagree
Disagree

Strongly disagree

00 O O

7% Towards the bottom of the form, select the three activities undertaken by the
inspector(s) that you found most/least useful in identifying ways to improve. You
can do this by clicking on the drop-down menu and choosing one of the options.

7 Use the free text box to describe why these activities were the most/least useful.
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Please select the three activities, undertaken by the inspector(s), you found the most useful in identifying ways to improve?

Select from dropdown Please describe why these activities were the most
useful
1 Joining team meetings j Information entered here...

2
Professional dialogue with leaders during inspection
Questions posed during formal interviews with staff
Joining team meetings
Feedback to senior staff about following visits to lessons
Feedback about what learners said
Analysis of strengths and weaknesses
Final Feedback s

3 Report overall
The section of the report what the provider needs to do to improve
Other (please specify)

Please select the three activities, undertaken by the inspector(s), you found the least useful in identifying ways to improve?

Select from dropdown Please describe why these activities were the least

ussful?
1 ]

o

Use the free text box at the bottom of the screen to describe how the inspection
could be improved.

How could the inspection be improved?

The team inspector J. Amoroso needs to improve his communicative sKills. ..

Save Cancel

“I1 Click on the ‘Save’ button to exit from the form.
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