SIAMS Email template – Draft & Final Reports

	1. Email to school with draft report for factual accuracy check

	To:
	<Headteacher>

	Subject line:
	Draft SIAMS Report St Mary’s VC Secondary 112233

	Dear <Headteacher name>

Thank you for your engagement with me over the last few weeks and for ensuring that I had access to the evidence that enabled me to reach the judgements that we discussed at the final feedback on the day of the inspection. 

Attached is the draft report. Please, together with colleagues in your MAT if necessary, check it for factual accuracy, noting that, at this stage, you may only request that changes are made to information that is factually inaccurate. Please reply to me within 48 hours either highlighting the factual inaccuracies or confirming that the report is accurate. I will then send you the final version of the report. 

Please note that the outcomes of the inspection remain confidential, as discussed, until you have received the final report.

Kind regards,
<Inspector name and number>

	2. Email to school with final version of report

	To:
	<Headteacher>
	Note: please use the original notification email into which you were copied to ensure that all relevant parties receive the final report.

	CC:
	<Diocesan Director of Education>, <Diocesan SIAMS Lead>, SIAMS@churchofengland.org 
	

	Subject line:
	Final SIAMS Report St Mary’s VC Secondary 112233

	Dear <Headteacher name>

Either (no factual inaccuracies highlighted): 
Thank you for your email dated <dd/mm/yyyy> confirming the accuracy of the draft SIAMS report. I am pleased now to attach the final report which you must share with your school community. The report will be uploaded by the National SIAMS Team to SIAMS Inspection Reports | The Church of England

Or (factual inaccuracies highlighted and changes requested – all accepted by inspector):
Thank you for your email dated <dd/mm/yyyy> that highlighted <number> factual inaccuracies. I have made the amendments and I am pleased now to attach the final report which you must share with your school community. The report will be uploaded by the National SIAMS Team to SIAMS Inspection Reports | The Church of England

Or (factual inaccuracies highlighted and changes requested – not all accepted by inspector):
Thank you for your email dated <dd/mm/yyyy> that highlighted <number> factual inaccuracies. I have consulted my Quality Assurance Inspector colleague and I have made <number> amendments.  I am pleased now to attach the final report which you must share with your school community.  The report will be uploaded by the National SIAMS Team to SIAMS Inspection Reports | The Church of England

All
[bookmark: _Hlk113889178]Thank you for your engagement with the SIAMS inspection process and for the time that you devoted to ensuring that I had access to all required evidence. Please pass my thanks to your team and school community.

Kind regards,
<Inspector name and number>



	Dear <Headteacher name>

Either (no factual inaccuracies highlighted): 
Thank you for your email dated <dd/mm/yyyy> confirming the accuracy of the draft SIAMS report. I am pleased now to attach the final report which you must share with your school community. The report will be uploaded by the National Methodist Team to SIAMS Inspection Reports | Methodist Schools  and SIAMS Inspection Reports | The Church of England

Or (factual inaccuracies highlighted and changes requested – all accepted by inspector):
Thank you for your email dated <dd/mm/yyyy> that highlighted <number> factual inaccuracies. I have made the amendments and I am pleased now to attach the final report which you must share with your school community. The report will be uploaded by the National Methodist Team to SIAMS Inspection Reports | Methodist Schools  and SIAMS Inspection Reports | The Church of England

Or (factual inaccuracies highlighted and changes requested – not all accepted by inspector):
Thank you for your email dated <dd/mm/yyyy> that highlighted <number> factual inaccuracies. I have consulted my Quality Assurance Inspector colleague and I have made <number> amendments.  I am pleased now to attach the final report which you must share with your school community.  The report will be uploaded by the National SIAMS Team to SIAMS Inspection Reports | Methodist Schools  and SIAMS Inspection Reports | The Church of England

All
Thank you for your engagement with the SIAMS inspection process and for the time that you devoted to ensuring that I had access to all required evidence. Please pass my thanks to your team and school community.

Kind regards,
<Inspector name and number>
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