[bookmark: _Hlk97633183][Name]
By email

Inspection of [school name on behalf] by the Catholic Schools Inspectorate on behalf of [Title and name of Arch/Bishop], [Arch/Bishop] of [Diocese name]– [Date of inspection]

Once again, I am writing to thank you for agreeing to act as lead inspector on the above dates.  [Headteacher name], headteacher, will be informed of your visit on [date school to be informed].  The headteacher can be contacted on [tel no].  Please contact him/her to make the necessary practical arrangements (see the pre-inspection checklist in the template section of the Catholic Schools Inspectorate website) after [he/she] has been notified of the inspection.
The school’s details are as follows:
[URN of school]
[Full name of school]
[Full address, including postcode]
[School website URL]
[The Catholic Schools Inspectorate Coordinator may also wish to send:
· the previous Catholic Schools Inspectorate inspection report or its predecessor equivalent
· the report from the most recent statutory inspection
· census data from the CES
· other data, if available (e.g. FFT, IDSR, ASP,)]
Please remember to forward any information provided by the school to your team inspector(s). Once you have completed the Joining Instructions and Pre-inspection Briefing, send these to your team so that they are fully informed.
[If applicable]
This inspection will be subject to a quality assurance visit by [Name] on [date(s)]. Please copy this person into all inspection team communication at this address: [QA email]. If you are notifying the school of its inspection, please inform the headteacher that a quality assurer will accompany the inspection. Details of the quality assurance process can be found in Handbook 3: Quality Assurance. 

You can download electronic versions copies of all documents from the Catholic Schools Inspectorate website. Please also note that copies of all the inspection evidence should be retained for three months after the publication of the final report.
When you are ready to write your report, please complete the electronic form opened by this link:
Start an Inspection Form
Then follow the instructions set out in this instructional video:
CSI Pilot Training

Thank you once again.

Yours sincerely


Catholic Schools Inspectorate Coordinator
