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Diocesan Board for Inspection
Section 48 INSPECTIONs

Guidance for Report Writing

THE CATHOLIC LIFE OF THE SCHOOL

AND RELIGIOUS EDUCATION

In order to ensure consistency in the style in which reports are written please type reports in the following format.

· Arial 12

· Headings: Arial 12 bold

· Double space between sections

· Bullets: black dot size 12

· Leave on space after a comma and two spaces after a full-stop.

· Write numbers in full at the beginning of sentences.

· Write the symbol %.

· Use lower case letters for:

areas of learning

learning outcomes

desirable outcomes
children under five

headteacher

governors

parish

priest

clergy

catechists

diocesan

faith

parents

religious studies

acts of worship

library

school (where it is not in the title)

· Use hyphens for co-ordinator and in-service

· Use capitals for:

Key Stage 1 etc or Year 1 etc but use lower case when number is not attached.

Early Years Foundation Stage

Foundation Stage

Nursery

Reception

Leeds Diocese

OfSTED

Name of a church

Name of a school

Name of a parish

Catholic

Mass

Here I Am

The Way, the Truth & the Life

Icons

Rainbows

Voluntary Aided

Sacraments

Reconciliation

Eucharist

First Holy Communion

Religious Education

Collective Worship

Holy Days of Obligation

Gospel

Saints

Parents’ Questionnaire

Parent Teacher Association

Parents’Forum

Harvest Festival

Easter

Christmas

Pentecost

Bible

Missal

Liturgy

Good Shepherd

CAFOD

The name of any Holy Day or Feast Day

Mission Statement

Numeracy

Literacy

Spiritual and Moral

· Refer to:

‘children’ for Nursery/Reception/Foundation

‘pupils’ for years 1 to 11

‘students’ for sixth form

· Words which should be written in full the first time in use but may be abbreviated thereafter. Place in bracket after first use: Religious Education (RE)

Religious Education



                       RE

Key Stage 1, 2 etc



                       KS

Early Years Foundation Stage                                        EYFS

Local   Authority

           
                       L A
Education in Personal Relationships
                       EPR

Personal Social Health Education
                                  PSHE
Special Educational Needs


                       SEN

In-service




                       INSET

· Please state in the text how many lessons and acts of worship were observed e.g. All class teachers (8) were observed.

· Be specific about how much money was spent on RE e.g. £375 was spent on RE resources this year which is on a par with other core areas of the curriculum. 
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