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Support Materials for NQT and NQT Mentors

2016-17 v1
Support Materials for NQT and NQT mentors 

Summary of Statutory requirements for induction

	Introduction




These materials have been designed to support Newly Qualified Teachers (NQTs) and help them record their professional development during the induction year.  They should be used for NQTs who begin induction from September 2016 onwards.

Continuing Professional Learning is essential for all teachers and it is important that this process begins as soon as possible in the first year of teaching.  Identifying objectives for the induction year, recording progress and celebrating achievements will be a vital part of the development of the NQT.

There are many benefits to using this portfolio – for Headteachers, for NQTs, for Induction Mentors and for Subject Mentors.

The material will

· help schools meet statutory requirements for induction

· develop good practice in induction, which may go beyond the statutory requirements

· ensure consistency and fairness for newly qualified teachers

· highlight strengths and areas for development for the newly qualified teacher

· provide support for NQTs in finding out abut their new school and their role

· enable new teachers to identify their achievements over the year.

· provide evidence of progress towards satisfactory completion of the induction year

· assist mentors to identify key tasks they will need to organise

· support the co-ordination of an induction programme

· assist in structuring and recording lesson observations

· help provide evidence for professional review and assessment meetings

Provision in Rochdale
Rochdale has established the following practice in the induction of NQTs.  Specifically this has included:-

· Training sessions for mentors
· An NQT Welcome Event at the start of each year ?
· Materials to support NQTs and their mentors

· Support for schools to develop induction practice including a named officer within the Local Authority who has responsibility for NQTs
· A programme of courses and workshops for NQTs
· Quality assurance monitoring visits to a sample of schools each year

· Telephone support for Headteachers and Mentors

· Visit to advise schools with NQTs who are causing concern and who may not meet the standards required for induction

· Additional Training as required to update mentors on changes to statutory induction

We hope that both newly qualified teachers and mentors will find these materials useful.  
Support Materials for
NQT and NQT Mentors
Version 1 – 2016 onwards
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Summary of Statutory requirements for induction
Section 1
Support Materials for NQT and NQT Mentors – Version 1 -  2016 onward

	Introduction




[image: image3]
Rochdale LA and schools offer a caring and supportive welcome to newly qualified teachers.  We are committed to the continuing professional learning of all our staff and wish to ensure that all colleagues make a valuable contribution to the education of the young people in Rochdale.

This guidance from Rochdale LA has been devised to ensure that schools are consistent in the arrangements they make for the induction of Newly Qualified Teachers (NQTs).  It has been drawn up with due consideration to the following documents: -

i. The Education (Induction Arrangements for School Teachers) (England) Regulations 2016
ii. DFE Statutory Guidance Induction for Newly Qualified Teachers (England)

The original guidance, which forms the basis of this document, was compiled by a group which included representatives of Rochdale LA and NQT mentors.
---------------------------------------------------------1.1----------------------------------------------------
	The Legal Framework


The award of Qualified Teacher Status (QTS) remains at the end of initial teacher training.  However, NQT’s have to complete a statutory induction period to be eligible for employment as a teacher in a maintained school or non-maintained special school.  The induction period will last for no less than one academic year, currently three terms in Rochdale.  There is no time limit for starting or completing an induction period.  NQT’s should be encouraged however, to complete an induction as soon as possible after gaining QTS.

Within ten working days of the end of the induction period, the Headteacher will be required to make a recommendation to the Local Authority about whether the NQT has met the requirements for the satisfactory completion of the induction period.  The NQT must also be notified of the Headteacher’s recommendation at this point.

Within twenty working days of receiving the Headteacher’s recommendation, the Local Authority is then required to decide whether the NQT has satisfactorily completed his/ her induction period, has failed to do so or whether the induction period should be extended.

In order for the NQT to be judged to have satisfactorily completed the induction period, the headteacher and the Local Authority should be satisfied that the NQT has:-

a.
continued to meet the standards for the award of Qualified Teacher Status consistently and with increasing professional competence

b.
met all the Teachers’ Standards which are currently in force during the induction period

The Local Authority recommends that all schools use an NQT lesson observation form for the day to day monitoring, support and assessment of each NQT.  Sample forms are provided in section 5 of this document.

The proformas for recording termly judgements and the final summary are included in section 5.  Formal written evidence is also required in support of this judgement regarding the completion of the induction period and may be required as evidence where judgements are challenged by the NQT or by the Local Authority.  Where the NQT wishes to appeal against a failed induction period, the school will be required to present these documents as evidence to the Local Authority.  They will be forwarded for consideration, within twenty working days, to the National College for Teaching and Leadership.

The maintenance of complete and accurate documentary evidence in all cases is therefore of paramount importance.  Failure to complete the induction year satisfactorily , ultimately will lead not only to termination of current employment, but will prohibit the NQT from being employed as a teacher at any time in the future in a maintained school or non- maintained special school. Induction mentors should note that, if at any stage during the induction year an NQT is deemed to not be making satisfactory progress towards the teaching standards the Local Authority should be informed immediately.

A separate guidance document will be issued by Schools HR & Governor Support Service at the start of Autumn Term. 

---------------------------------------------------------1.2--------------------------------------------------
	Appointing a Newly Qualified Teacher



Policy and practice for the induction of newly qualified teachers should be explicit and built into a school’s development planning and organisation before considering the appointment of an NQT.

It is essential to ensure that posts offered to NQTs are matched to their initial training  with regard to phase or subject.

Registration of Newly Qualified Teachers with the Appropriate Body.

All Headteachers of maintained schools are required to formally register newly Qualified Teachers within an Appropriate Body, once the teachers have been appointed failure to register the NQTs details and programme may result in a consequent delay to the start of the induction.

Details of the registration process can be found by contacting 

Schools HR and Governor Support Services on 01706 925032
If an NQT has already completed a period of Assessment in another school within or outside Rochdale prior to joining the receiving school, a registration form must still be submitted to the Appropriate Body.

---------------------------------------------------------1.3-------------------------------------------------
	The Induction Monitoring and Support Programme


It is recommended that the induction programme should involve a combination of monitoring, support and assessment activity.  It should:
a) provide a programme of monitoring and support, which will help the NQT to meet the requirements for satisfactory completion of the induction period, including the Teachers’ Standards

b) build on the NQT’s knowledge, skills and achievements in relation to the Standards for the award of QTS.  Strengths and areas for development are set out in the assessments that each NQT brings from initial teacher training to the first teaching post

c) involve developing an action plan to meet areas of development identified during training which relate to identified needs and the specific school context and the requirements for the satisfactory completion of the induction period; and 

d) involve both formative and summative assessment as part of regular review of progress.

---------------------------------------------------------1.4------------------------------------------------
	Roles & Responsibilities for the Induction Period


Those with responsibility under the induction arrangements for monitoring, support and assessment, and for quality assurance, will need to be clear about what they need to do to discharge their responsibilities.  The bodies and individuals for whom roles and responsibilities are recommended in this document are the headteacher, the induction mentor(s), the NQT, the Governing Body, the Appropriate Body (Rochdale LA) and the employer.

The headteacher

The headteacher will be required to make a recommendation to the LA as to whether the NQT has met the requirements for satisfactory completion of the induction period.  The headteacher is also responsible for ensuring that the NQT is provided with an appropriate induction programme and that it is appropriately resourced.
NQTs may need opportunities to observe and develop their:
· classroom management

· curriculum development and planning

· collaborative planning
· range of teaching and learning approaches

· skills in managing behaviour for learning

· personal development and well-being (students)
· approaches to working with students who have special educational needs

· use of technology

NQTs must have a minimum of ten per cent of their teaching week allocated to undertake this development work.  In addition to this, an NQT will also be entitled to statutory Planning Preparation and Assessment (PPA) time which is a minimum of 10% of timetabled teaching time.
Time is therefore a key resource and extra time should also be allocated to enable induction mentors (see 5.4 below) to manage the process of mentoring.

The cost implications of the time and materials needed to support the process of Learning for the NQT should be fully considered and built into the school improvement plan. Schools will need to determine an appropriate level of funding for induction purposes.

-----------------------------------------------------1.5---------------------------------------------------
	Roles & Responsibilities for the Induction Period


The Induction Mentor

Although the headteacher has overall responsibility for the induction of NQTs in a school, an individual should be designated to have responsibility for co-ordinating the day to day monitoring, support and assessment of each NQT.  The member of staff who undertakes these responsibilities will need considerable contact with the NQT.

For the purposes of this guidance, the person working in this role is referred to as the ‘induction mentor’.

The role of the induction mentor is to:

· act as a critical friend

· introduce the NQT to the school’s organisational culture and that of the LA
· encourage the NQT to become responsible for his/her own professional learning, helping to set targets appropriate to individual development needs on entry to the profession

· involve the NQT in whole school developments and training

· arrange time out of the classroom to enable NQTs to observe and experience examples of good practice

· organise and implement, in consultation with the NQT, a programme of monitoring, support and assessment that takes into account the circumstances of the school, and takes forward, in a flexible way, the action plan for the NQT

· ensure that the NQT is fully informed about this programme

· ensure that records are kept of monitoring, support and formal assessment activities undertaken, and their outcomes

· where applicable, in consultation with the headteacher, make arrangements for additional support and experience, from outside the school if necessary, where the NQT is not provided with sufficient breadth of experience to enable him or her to meet the Teachers’ Standards.
The professional induction of teachers is a task which involves many people.  The number involved will depend on the type of school and its organisation.  However, it is vital that each school makes a firm commitment to provide a clear structure of support and guidance for the NQT.
---------------------------------------------------1.6-------------------------------------------------------

	Roles & Responsibilities for the Induction Period


The Newly Qualified Teacher

The NQT has a responsibility to engage fully in the programme of monitoring, support and assessment that is agreed with the induction (professional) mentor.  NQTs should be familiar with the Teachers’ Standards, and should monitor their own work in relation to them.

The NQT should be fully engaged in his or her professional learning during the induction period, and participate in target-setting and associated professional learning activities.  Assessments undertaken during training should, in particular, help NQTs to set short, medium and longer term targets, in order to contribute to raising standards of attainment from the very start of their new career.

An NQT who is not satisfied with the programme of monitoring, support and assessment being provided during the induction period, or with its delivery, should, in the first instance make use of the school’s internal procedures for raising professional concerns, including those involving the school’s Governing Body.  If the NQT’s concerns go beyond the school’s systems or procedures, or if he or she feels that the concerns have not been addressed, the NQT should be able to contact the Local Authority. .
The Governing Body

The Governing Body has responsibility for overseeing the establishment induction arrangements in the school.  The Governing Body may wish to seek guidance from the LA on the induction arrangements and the roles of those school staff with responsibility for implementing them.  

The LA

The LA, acting as the appropriate body, has a responsibility to assure itself that schools and Governing Bodies are aware of, and are capable of meeting, their responsibilities for monitoring, support and guidance and for undertaking a rigorous and equitable assessment of the NQT.

The Employer

In community, community special and voluntary controlled schools, the LA is the employer.  In Voluntary Aided schools the Governing Body is the employer.  Employment decisions concerning NQTs who have failed to complete the induction period satisfactorily are the responsibility of the employer.  These decisions should be made independently of any decisions concerning the induction period and using the advice of HR (Schools)
-----------------------------------------------------1.7------------------------------------------------------
	Advice Given to Newly Qualified Teachers


Training/Support and Induction
You are entitled to receive support and guidance from:
· your named school induction  mentor who will provide you with a structured programme and guidance about school procedures

· Senior Leadership Team, Subject Leader/Curriculum Co-ordinators/Head of Department, Professional Learning Lead and/or other staff members

· the LA

· Professional Associations: It is advisable to join a teaching union/professional association.  School representatives will be able to provide information on this.
You should also expect:

· regular discussion with your induction (professional) mentor
· observation within the first four weeks of starting employment

· regular lesson observation with written feedback

· judgements based upon Teachers’ Standards (2012)
· support to meet areas of development identified during training and during

               the induction period
· a structured programme of support throughout the induction period
· the opportunity to contribute to your personalised programme of support

· a teaching commitment which is 80% of the norm. This 20% allowance should comprise 10% guided professional development time and 10 % PPA.

· opportunity to observe best practice

Successful Completion of the Induction Year


Criteria for the successful completion of the induction year focus upon:

· consistent demonstration of the Teachers’ Standards
· meeting identified areas of development 
· appropriate assessment of students’ work

· setting targets for student progress

· monitoring student progress

· maintaining personal and professional learning and knowledge of subject pedagogy, research and development

· promoting appropriate behaviour for learning 
· identifying and supporting students with special educational needs

· planning to enable all students to make good progress
-----------------------------------------------------1.8-------------------------------------------------------

	Advice Given to Newly Qualified Teachers




· responding to ethnic and cultural diversity

· liaison with parents and carers
· effective deployment of support staff

· implementing school policies

Full details of the Teachers’ Standards can be found on the DFE website at www.education.gov.uk
-----------------------------------------------------1.9-------------------------------------------------------
	Rochdale LA Support for NQTs and Schools




The table shows the key issues to be addressed by schools and the programme of support available from the LA.  Schools requiring support or with specific queries should contact the LA in the first instance.

	Term
	Activities
	Issues which may affect

the Programme

	Autumn
	Monitoring the school provision of a structured induction programme.


	Short term/temporary 

contracts



	Spring
	Monitoring the school provision of a structured induction programme

Observe NQT in lesson if:

School induction programme is not in place.

School registers a concern.

School requests an external observation.


	

	Summer
	Monitoring the school provision of a structured induction programme

School makes the pass or fail judgement based on the range of evidence gathered throughout the year.

Appropriate Body upholds or challenges the school judgement.


	


The following additional support is available: 
· Commissioning independent lesson observation

· Support in the development of a structured programme for induction

· Network meetings for induction  mentors
· Additional courses for mentors

· Programme of professional learning for NQTs
General queries on the requirements and procedures for the Induction of Newly Qualified Teachers should be made to the LA .
-----------------------------------------------------1.10-------------------------------------------------------
	Completing the Induction Period




Teachers’ Standards

The Teachers’ Standards will be used to assess an NQT’s performance at the end of the induction period.  Decisions about completion of induction should be on the basis of what can reasonably be expected of an NQT at the end of their induction period.

To meet these requirements NQTs need to:

· work with increasing professional competence in areas where, during initial training, it was assumed that they would need the support of an experienced teacher;

· focus on aspects of professional practice which can be better developed during employment as a qualified teacher, and over a longer period of teaching than is available to most trainee teachers during their initial training; and

· consolidate and build on what they have already achieved in order to be awarded QTS and demonstrate their ability to meet relevant standards consistently over a sustained period in their practice 
Most teachers complete the induction period successfully. The Teachers’ Standards set out the criteria against which the NQT’s progress is assessed.  At the same time, they provide an important focus for the professional learning of NQTs during the induction period.  All teachers should be able to draw on the statutory support and expertise of their colleagues.  In particular, the statutory induction arrangements place a responsibility on schools and Appropriate Bodies to provide NQTs with the professional learning opportunities they need in order to meet the Teachers’ Standards and to show that they are doing so.

The Teachers’ Standards

Preamble

Teachers make the education of their students their first concern, and are accountable for achieving the highest possible standards in work and conduct.  Teachers act with honesty and integrity; have strong subject knowledge, keep their knowledge and skills as teachers up-to-date and are self-critical; forge positive professional relationships; and work with parents in the best interests of their students.

-----------------------------------------------------1.11------------------------------------------------------
	Completing the Induction Period




Part One: Teaching

A teacher must:

1 Set high expectations which inspire, motivate and challenge students
· establish a safe and stimulating environment for students, rooted in mutual respect

· set goals that stretch and challenge students of all backgrounds, abilities and dispositions

· demonstrate consistently the positive attitudes, values and behaviour which are expected of students.

2 Promote good progress and outcomes by students

· be accountable for students’ attainment, progress and outcomes

· be aware of students’ capabilities and their prior knowledge, and plan teaching to build on these

· guide students to reflect on the progress they have made and their emerging needs

· demonstrate knowledge and understanding of how students learn and how this impacts on teaching

· encourage students to take a responsible and conscientious attitude to their own work and study.

3 Demonstrate good subject and curriculum knowledge

· have a secure knowledge of the relevant subject(s) and curriculum areas, foster and maintain students’ interest in the subject, and address misunderstandings

· demonstrate a critical understanding of developments in the subject and curriculum areas, and promote the value of scholarship

· demonstrate an understanding of and take responsibility for promoting high standards of literacy, articulacy and the correct use of standard English, whatever the teacher’s specialist subject

· if teaching early reading, demonstrate a clear understanding of systematic synthetic phonics

· if teaching early mathematics, demonstrate a clear understanding of appropriate teaching strategies

-----------------------------------------------------1.12-------------------------------------------------------
	Completing the Induction Period




4 Plan and teach well structured lessons 

· impart knowledge and develop understanding through effective use of lesson time

· promote a love of learning and children’s intellectual curiosity

· set homework and plan other out-of-class activities to consolidate and extend the knowledge and understanding students have acquired 

· reflect systematically on the effectiveness of lessons and approaches to teaching

· contribute to the design and provision of an engaging curriculum within the relevant subject area(s).

5 Adapt teaching to respond to the strengths and needs of all students
· know when and how to differentiate appropriately, using approaches which enable students to be taught effectively

· have a secure understanding of how a range of factors can inhibit students’ ability to learn, and how best to overcome these

· demonstrate an awareness of the physical, social and intellectual development of children, and know how to adapt teaching to support students’ education at different stages of development

· have a clear understanding of the needs of all students, including those with special educational needs; those of high ability; those with English as an additional language; those with disabilities; and be able to use and evaluate distinctive teaching approaches to engage and support them

6 Make accurate and productive use of assessment
· know and understand how to assess the relevant subject and curriculum areas, including statutory assessment requirements 

· make use of formative and summative assessment to secure students’ progress

· use relevant data to monitor progress, set targets, and plan subsequent lessons

· give students regular feedback, both orally and through accurate marking, and encourage students to respond to the feedback.

-----------------------------------------------------1.13-------------------------------------------------------
 

	Completing the Induction Period




7 Manage behaviour effectively to ensure a good and safe learning environment
· have clear rules and routines for behaviour in classrooms, and take responsibility for promoting good and courteous behaviour both in classrooms and round the school, in accordance with the school’s behaviour policy

· have high expectations of behaviour, and establish a framework for discipline with a range of strategies, using praise, sanctions and rewards consistently and fairly

· manage classes effectively, using approaches which are appropriate to students’ needs in order to involve and motivate them

· maintain good relationships with students, exercise appropriate authority, and act decisively when necessary.

8 Fulfil wider professional responsibilities
· make a positive contribution to the wider life and ethos of the school 

· develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support

· deploy support staff effectively

· take responsibility for improving teaching through appropriate professional learning, responding to advice and feedback from colleagues

· communicate effectively with parents with regard to students’ achievements and well-being.

-----------------------------------------------------1.14-------------------------------------------------------

	Completing the Induction Period




Part Two: Personal and Professional Conduct

A teacher is expected to demonstrate consistently high standards of personal and professional conduct.  The following statements define the behaviour and attitudes which set the required standard for conduct throughout a teacher’s career.

· Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by:

· treating students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a teacher’s professional position

· having regard for the need to safeguard students’ well-being, in accordance with statutory provisions

· showing tolerance of and respect for the rights of others

· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs

· ensuring that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law.

· Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in their own accordance and punctuality.

· Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities.

-----------------------------------------------------1.15-------------------------------------------------------
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Record of past professional learning and experience

	Summary of your initial teacher training



If you wish, you can complete this summary of your initial teacher training programme, so that you will have an agreed record of the coverage of your ITT programme that you can refer to in future discussions with your professional mentor.

	


Training provider / recommending body

	


Title of ITT programme

	


Length of programme in years and months

	


Is your training full-time or part-time?

	


Date of successful programme completion

	

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Age ranges

Covered
	Foundation Stage
	Key 

Stage 1
	Key

Stage 2
	Key 

Stage 3
	Key

Stage 4
	16 – 19


	


Specialist subject(s), if applicable

	


Other information about your teacher training programme

--------------------------------------------------------------------------- 2.2 ---------------------------------------------------------------------
	As you start your induction period


The notes page below provide space for you to make annotations that will act as an aide-memoire to your thinking.  Alternatively, you may wish to write more extensively in response to the questions.  The following questions are not an exhaustive list; you can of course add your own.

1. At this stage, which aspect(s) of teaching do you find most interesting and rewarding?

· What has led to your interest in these areas?

· How would you like to develop these interests?

2. As you start your induction period, what do you consider to be your main strengths and achievements as a teacher?

· Why do you think this?

· Give examples of your achievements in these areas?

3. In which aspects of teaching would value further experience in the future?

For example:

· Are there aspects of teaching about which you feel less confident, or where you have had limited opportunities to gain experience?

· Do you have areas of particular strength or interest on which you want to build further?

· Which of these areas do you particularly hope to develop during your induction period?

4. Do you have any thoughts at this stage about how you would like to see your career develop?

· As you look ahead to your career in teaching, do you have longer term professional aspirations and goals?  

--------------------------------------------------------------------------- 2.3 ---------------------------------------------------------------------
	As you approach your NQT Year


Date
_________________________________________________________________________________

Note down your response to the questions, where you might find evidence to support your thinking, and/or the reasoning that led you to this response:

_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
Summary check – In what you have written above, how well have you:

· Reflected on your broader experience and the relevant skills and expertise you have developed?

· Thought about why you are particularly motivated towards some particular aspects of teaching?

· Identified why you want to explore some areas of teaching further 

--------------------------------------------------------------------------- 2.4 ---------------------------------------------------------------------
	Summary of your initial teacher training


Both your induction mentor and you should sign below to confirm that: you have jointly considered your experience from before, during and outside your formal training programme, identifying key points in relation to your teaching.

_____________________________________________________________________________________________________

Signature of trainee teacher



Date

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________ Name (in block capitals)

_____________________________________________________________________________________________________

Signature of  mentor




Date

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

Name (in block capitals)






_____________________________________________________________________________________________________

--------------------------------------------------------------------------- 2.5 ---------------------------------------------------------------------
	Interests and Experiences


Include here a copy 

of your CV and/or letter of application for your current post

--------------------------------------------------------------------------- 2.6 ---------------------------------------------------------------------
	Your other skills and interests


Skills: developed through voluntary work or hobbies

_____________________________________________________________________________________________________

Interests: make a list of your interests and hobbies

--------------------------------------------------------------------------- 2.8 ---------------------
	Any additional work experience


You will have already included details of your work experience on your CV.  Use this

page to reflect upon any skills you developed as a result.
For example:
· administrative

· managerial

· interpersonal

· information and communication technology

· other work with children or young people.
_____________________________________________________________________________________________________

Type of employment

_____________________________________________________________________________________________________
Skills developed
--------------------------------------------------------------------------- 2.7 ---------------------------------------------------------------------
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Your roles and responsibilities in school
Section 3

Your roles and responsibilities in school

	Finding out about your school



This prompt sheet will help you

to find out essential information about your school. Use it to make notes.
The context of your school

What links are there with:-

· parents?

· schools in other phases?

· schools in the same phase?

· further and higher education institutions?

· the wider community?

· industry?
How will the established links affect your work in the school?
Organisation for Learning

Schools organise classes in a variety of different ways in order to maximise opportunities for students to achieve success.
In your school, are the students taught by:-

· mixed ability grouping?

· mixed age classes ?
· setting or banding for specific subjects?

· mixed arrangements for student grouping?

--------------------------------------------------------------------------- 3.1 --------------------------------------------------------------------

	Finding out about your school



Learning policies

Your school has policies for whole school issues, subjects and cross-curricular themes;

You will need to become familiar with these policies in order to work within them and

plan your contribution to them.  You particularly need to look at and understand the

policies for:
· safeguarding and safer-working practices

· health and safety 
· inclusion

· assessment

· behaviour for learning and discipline 
· the subjects you will be teaching

· use of software and technology to support achievement
· homework.
Special needs provision

In making differentiated provision for the students you teach you will need to know what specialist support is available to you. Find out:
· who the Special Educational Needs & Disabilities Co-ordinator (SENDCO) is in your school;
· what the procedure is for identifying and supporting students with special educational needs;
· how Educational Healthcare Plans (EHC) are written, used and reviewed;
· whether students with special needs are withdrawn for periods of intensive support;
· if there is a system of classroom support from teachers and teaching assistants and how and when you will be supported;
· how educational psychologists and other external agencies support school;
· if there is a resource bank of specialist materials or equipment available in your school to extend and support students of all abilities.
------------------------------------------------------------------------- 3.2 --------------------------------------------------------------------
	Finding out about your school



Before taking up your appointment or early in
the first term you should be provided with a range of informative documents. Ask your professional mentor to ensure you have everything you need.

These might include:
· The aims of the school

· School prospectus

· Information about the catchment area

· Most recent Ofsted Report

· School Improvement Plan

· Staff handbook

· School policy documents

· Subject policies, handbooks and schemes of work

· Planning guidelines and formats

· Assessment and marking requirements including reporting arrangements

· Information about classes to be taught

· Your timetable

· Arrangements for photocopying and reprographics

· Procedures for ordering

· Holiday dates 

· Emergency Evacuation procedures

· School uniform policy

· How to complete the attendance and any other register

· School calendar and meetings schedule

· Duty arrangements

· Lunchtime arrangements

· Wet break/lunchtime arrangements

· ‘Snow Days’

· Arrangements for the first day, e.g. assembly, induction of new children

· Procedures for informing school of illness/absence

· Positive behaviour policies and procedures

· Child protection and safeguarding arrangements

· Health and Safety information including accident or emergency procedures

· Homework policy

· Contacting parents

· Meeting schedule

· CPD  opportunities

--------------------------------------------------------------------------- 3.3 --------------------------------------------------------------------

	Names and contacts


Complete this sheet as a useful record for future reference.
School name: 

Address: 

Telephone number: 

Email address: 

Headteacher: 

Deputy headteacher(s): 

Your NQT mentor/s 

Your head of department/key stage 

Your pastoral lead 

Key admin personnel: 


Caretaker/ Site Manager: 

Chair of Governors: 

Rochdale Council Officers:


Professional association representatives: 


As a newly qualified teacher you are advised to take up membership of a professional association.  Details of the various organisations will be available in your school.
--------------------------------------------------------------------------- 3.4----------------------------------------------------------------------

	Insert here….


· Your job description

· A plan of your school

· Any other information provided by your school
--------------------------------------------------------------------------- 3.5----------------------------------------------------------------------
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Your induction 

year
Section 4
	Reflection at the start of your NQT induction


Discussing with your mentor your priorities for induction and how these relate to, build on, or differ from the priorities you identified at the end of your training.

You will wish to do some initial thinking about the context of the post in which you will start your induction period.

	Contextual issues

compared with ITT experience 
	What, if anything, is new or different for me?
	What preparation or support will I need?
	How could this be provided?

	Profile of students


	
	
	

	Subject(s) courses


	
	
	

	Age group


	
	
	


--------------------------------------------------------------------------- 4.03--------------------------------------------------------------------------

Continued from previous page.

	Contextual issues

compared with ITT experience
	What, if anything, is new or different for me?
	What preparation or support will I need?
	How could this be provided?

	School context


	
	
	

	Resources


	
	
	

	Responsibilities


	
	
	

	Career Plan


	
	
	


Summary of initial reflection meeting with NQT mentor.
_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

Date

_________________________________________________________________________________________________________

NQT

_________________________________________________________________________________________________________

NQT mentor

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

Summary of issues discussed

_________________________________________________________________________________________________________

Date for meeting to set objectives

_________________________________________________________________________________________________________

	Prioritising areas for development during induction (in discussion with your NQT Mentor



	
	Start of Term 1
	Start of Term 2
	Start of Term 3

	Strengths


	
	
	

	Areas for Development


	
	
	


	Planning Development Objectives at the start of induction


My priorities for induction
_________________________________________________________________________________________________________
	My thinking towards the end of my ITT programme
	Short-term priority
	Medium-term priority
	Longer-term priority

	
	
	
	

	My thinking in relation to the class(es) I will be teaching and the school where I will start my induction programme
	Short-term priority
	Medium-term priority
	Longer-term priority

	
	
	
	


	Setting Objectives and writing action plans for the induction period


As a newly qualified teacher you should have an individualised action plan which is established in discussion with your mentor and reviewed and revised regularly.  The document provides guidance and suggestions on reviewing progress once action plans are underway.  

Whatever format you use for your action plans, they should identify:-

· objectives – between three and five;

· success criteria against which you can judge whether you have achieved each objective;

· actions that you and others need to take to achieve the objectives, and an indication of who needs to do what;

· resources that will be needed to support the plan;

· target dates for achievement; and 

· review dates when progress will next be evaluated.

_________________________________________________________________________________________________________

Objectives should:

· be appropriate for each individual NQT;

· enable you to build on the strengths identified

· support your needs in the context of a particular teaching post;

· be related to achievement of the Teachers’ Standards and any other needs and interests that are identified;

· be clearly phrased, focused, realistic and achievable.

_____________________________________________________________________________________________________

Success criteria should:

· describe how it will be evident that you have achieved your objectives;

· be identified before decisions are made on the actions to be taken;

· be phrased clearly in relation to your objectives.

_____________________________________________________________________________________________________

	Setting Objectives and writing action plans for the induction period


Actions should:

· identify exactly what is to be done and who will do it;

· set out actions for you and for those who will support you;

· involve an appropriate range of development opportunities for the NQT;

· be realistic and achievable within the resources available.

_________________________________________________________________________________________________________

Resources should:

· be identified to support training and development needs;

· show the time that will be allocated for your development opportunities.

_________________________________________________________________________________________________________

Target dates for achievement should:

· be agreed when the objective is framed;

· be realistic and manageable

_________________________________________________________________________________________________________

Dates for review should:

· be set every half-term

_________________________________________________________________________________________________________
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	Setting Objectives and writing action plans for the induction period


You have been assessed as having met the Standards for Qualified Teacher Status. You will already have developed particular strengths while in other areas you will feel you need more help and support in order to become more capable and confident.  This is true of all newly qualified teachers.  Some aspects of teaching are very difficult to develop until you have full responsibility for the students you teach and are playing a full part in the life of a school.  In addition, many newly qualified teachers find that once they have taken up their first teaching post, they suddenly feel less confident and capable even in those areas identified as strengths during your training.

You will find it helpful to use the Teachers’ Standards to review your progress over the year.  Your school will be assessing your progress against these standards each term.

When setting your objectives with your mentor it is important to remember the following points.
Agreeing objectives

Your objectives should be negotiated between yourself and your mentor.  It is important that you take note of your mentor's views as well as stating your needs and requesting the guidance and support you feel you need.
Short, medium and long term objectives 

At the beginning of your first term, the most helpful objectives will be short term and

can be achieved and reviewed after a few weeks, and certainly by the end of the first half term.  Later on in the first term, once you have settled in and feel part of the school, and you have received feedback from observations of your teaching, you should set more challenging medium and longer term objectives.
Making objectives specific and achievable

To make sure your objectives are as useful to you as possible, try to state clearly what

you are setting out to achieve.  Remember to identify the small steps you will need to

take towards longer term development.
	Setting your objectives


Writing success criteria

The success criteria should state how you will know you have achieved your objectives.

It is helpful to think about what an observer would expect to see as evidence that you

had achieved your objective.

Building on your strengths

Make sure that at last one of your objectives is focused on an area of strength.  In this

way you will extend and develop your expertise in the areas in which you are relatively

confident and have particular interests or talents.
Support to help you meet your objectives

Your mentor will discuss with you the support the school can provide to enable you to work towards your objectives. Over the year this support should include: 
· structured time to reflect on your practice with your mentor;
· guidance from your mentor and other colleagues on whole school issues;
· observation of your teaching and feedback focused on your objectives;
· staff meetings, school-based professional learning;
· opportunities to attend courses for newly qualified teachers and any other courses;
· continued support to improve planning and teaching;
· opportunities to observe experienced teachers;
· specific guidance at key points in the year;
· opportunities to discuss with senior colleagues in school your progress towards objectives as well as any difficulties you may be experiencing.
Reviewing and revising action plans

The objectives identified at the start of your NQT year will be a useful starting point, but you will also identify other areas for development as the year progresses.

	Setting your objectives


It is important that you regularly review your objectives, recognise your successes and then go on to identify the next set of objectives.  The standards self review summary will help you to keep a broad view of your development over the year.
Keeping evidence of progress

Although your mentor will help you, it is important that you take responsibility yourself for maintaining evidence of your progress and development over the year.  This evidence could include:

· your own notes, reflections and evaluations;

· your termly review sheets (pages 4.20 and 4.21);

· notes of discussions with your mentor and others who advise you;

· written feedback from your mentor and others;

· feedback from students and parents;

· examples of children’s work;

· examples of improved planning, assessment and record keeping;

· copies of reports from assessment meetings.

	Setting objectives and writing action plans for the induction period




Possible format for summarising your agreed objectives

	Objectives
	Success

Criteria
	Actions to be taken and by whom
	Resources
	Target date for achievement
	Review date
	Evaluation of progress

	
	
	
	
	
	
	


_________________________________________________________________________________________________________________________________________________________________________

Signature on behalf of school 





Date
_________________________________________________________________________________________________________________________________________________________________________

Signature of NQT







Date

________________________________________________________________________________________________________________________________________________________________________
	Setting objectives and writing action plans

For the induction period


Possible format for drawing up a separate action plan for each objective

_________________________________________________________________________________________________________

Objective


of

_________________________________________________________________________________________________________

(for example, 1 of 3)

_________________________________________________________________________________________________________

Success criteria

_________________________________________________________________________________________________________

Actions to be taken and by whom

_________________________________________________________________________________________________________

Resources needed

_________________________________________________________________________________________________________

Target date for achievement

Review Date

_________________________________________________________________________________________________________

Confirmation of objectives set:

_________________________________________________________________________________________________________

Signed (NQT)



Signed ( mentor)

Date

Evaluation of progress




 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no



 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

Comments

_________________________________________________________________________________________________________

Signed (NQT)



Signed ( mentor)

Date

	Reviewing progress during your induction period


The DfE Guidance on the induction of NQTs recommends that you should meet your mentor for professional review meetings at least every six to eight weeks.   At these meetings your objectives and induction action plan will be reviewed to take account of your progress and any new priorities and needs that have emerged.
Regular reviews of your objectives will help you to track your achievements as you gain further experience and develop greater expertise.  Your mentor will also feedback evidence to you, for example from classroom observations, and this will inform your thinking about the next stage of your induction programme.  Remember that it is important to build on your strengths as well as making sure that you receive support in the areas where you feel less confident or need more experience.

In preparation for your professional review meetings you may find it helpful to think about each of your objectives and identify the progress you have made.  Some of your objectives may be partially met, some completely.  Longer term objectives will require more time and support before you can be confident that you have fully met them.

It is also important for you and your mentor to evaluate the support that has been provided.  You should identify particularly helpful development opportunities for future reference.  Any perceived shortfalls should be discussed and recorded at review meetings so that your school can take steps to ensure that support is re-established or re-organised, as required.

This section asks several questions designed to prompt your thinking.  It also offers a way of noting your responses and where you might find evidence in support of those responses.  You are not expected to write lengthy answers to each question.  The processes of reflection and professional discussion are more important than what is written down.

	Reviewing progress during your induction period


At regular and key points during your induction period (every 6 to 8 weeks)

The next page provides space for you to make notes to help you recall your thinking.  Alternatively, you may wish to write more extensively in response to the questions.  You are encouraged to choose your own format.  The following questions are not exhaustive, you can of course add your own.

1. Think about the progress you have made towards achieving your objectives over the past 6 to 8 weeks.

How do you know you have progressed?  How have you been able to make this progress?

2. Which of your professional development opportunities have had the most impact on you and your teaching?

Why were they so helpful?

Have any of your support activities been less helpful?

Why do you think that was?

3. Are there any objectives, or aspects of objectives, where you have made less progress than you expected?

How do you know?

Why do you feel this has happened

4. What further support would you find valuable?

What would help you to build on your achievements and improve your progress towards your objectives?

5. What new objectives should be set for the next stage of your induction period?

For example, these might relate to:

· priorities you identified earlier in your induction period but which have not yet been addressed;

· new or unexpected priorities; or

· objectives that have been adapted and carried over from an earlier action plan.

Why are these important for you now?

	Reviewing progress during your induction period


Date

_________________________________________________________________________________________________________

Make a note of your response to each question, the reasoning that led you to this response and where you might find evidence to support your thinking.

	Reviewing progress during your induction period




This page offers a possible format for reviewing your objectives

Date of review point:



Date of next review point:

______________________________________________________________________________________________________

	Objective
	Date agreed
	Progress made
	Evidence
	Evaluation of support and professional development
	Further development needs



	New objectives suggested


	
	
	
	
	


	Reviewing progress during your induction period


Development activity record
You may wish to use this pro forma to record your learning from a range of development activities, including:

· observation of other teachers;

· school-based development opportunities;

· discussions with colleagues;

· external activities such as seminars and conferences;
· reading and research
	Date
	Activity
	What did I learn? How will I use this learning?

	
	
	


	Reviewing progress during your induction period


Record of professional review meeting.

This and the following page offer two possible formats for recording the outcomes of professional review meetings.

_________________________________________________________________________________________________________

NQT



Mentor



Date

	Term one
	Term two
	Term three

	review 1
	review 2
	review 3
	review 4 
	review 5 
	review 6


(please circle as appropriate)

_________________________________________________________________________________________________________

Evidence considered.  For example: lesson observation, planning, students’ work, NQT’s evaluations

_________________________________________________________________________________________________________

Objectives reviewed and progress made

_________________________________________________________________________________________________________

Revised objectives

________________________________________________________________________________________________________

Support to be provided by the school

_________________________________________________________________________________________________________

Date for next discussion and review

_________________________________________________________________________________________________________

Signed: mentor



NQT
_________________________________________________________________________________________________________

--------------------------------------------------------------------------- 4.20-------------------------------------------------------------------------- 
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	Reviewing progress during your induction period


Record of professional review meeting

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

NQT



Mentor



Date
_________________________________________________________________________________________________________

New needs identified
_________________________________________________________________________________________________________

Any concerns raised by the mentor
_________________________________________________________________________________________________________

Any concerns raised by the NQT
_________________________________________________________________________________________________________

Date of next review meeting
--------------------------------------------------------------------------- 4.21--------------------------------------------------------------------------
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	Discussing with your mentor your priorities for induction and how these relate to, build on, or differ from the priorities you identified at the start of induction.


The notes page opposite provide space for you to make annotations that will act as an aide-memoire to your thinking.  The following questions are not an exhaustive list; you can of course add your own.

1. At the moment, what do you consider to be your most important professional development priorities during your induction period?

Why are these issues the most important for you at this time?  In thinking about this consider:

· your responses at the start of induction;

· the post in which you are starting your induction period;

· any feedback you have already had from your mentor or other 
colleagues;

· your self review against the standards.

2. How have your priorities changed since the start of induction?

· the students you will be teaching: for example, their attainment levels; the proportion of students who are gifted and talented or who have special educational needs; the number of students who speak English as an additional language;

· the context of the school: for example, its phase, size, geographical area, organisation;

· the subject(s) and year group(s) you will be teaching 2;

· the courses and schemes of work you will be using;

· the resources to which you will have access to support students’ learning;

· responsibilities you will be taking on 3;

· your career plan.

3. How would you prioritise your needs across your induction period?

· What do you feel should be the short-term, medium-term or long-term priorities?
· What is your reasoning for prioritising in this way?

4. What preparation, support or development opportunities do you feel would help you move forward with these priorities?

2 
Newly qualified teachers should not normally be required to teach subjects and/or age ranges outside their trained 
specialism’s without the provision of additional support.

3 
Newly qualified teachers should not normally be asked to take on additional non-teaching responsibilities without the 
provision of additional support
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	Transition Point Two




Date

_________________________________________________________________________________________________________

Note down your response to the questions, where you might find evidence to support your thinking, and/or the reasoning that led you to this response:

_________________________________________________________________________________________________________

Summary check – How well have you:

· Considered background information about your new school and students?

· Prepared for your discussions with your mentor, deciding how to share your reflections at the start of induction and other supporting information with them?

· Engaged in productive discussion and negotiation with your mentor?
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	Confirmation of Discussion



Your mentor and you should sign below to confirm that you have jointly discussed your early priorities for professional development, and that you have begun to plan an individualised induction programme in order to meet these priorities.

_________________________________________________________________________________________________________

Signature of Newly Qualified Teacher



Date

_________________________________________________________________________________________________________

Name (in block capitals)





Date
_________________________________________________________________________________________________________

Signature on behalf of the school




Date
_________________________________________________________________________________________________________
Name (in block capitals)





Job Title

_________________________________________________________________________________________________________
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	Recording your discussion and reflection
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	Self evaluation and review
















· You should undertake to evaluate your teaching and professional development at

regular intervals during your first year of teaching.
· Use the standards self review summary to record your development.
· Refer back to the start of your induction:  areas of strengths and priorities for development, and your objectives and action plans.
· Monitor your progress regularly with your mentor and update your action

plans each term.
· Keep a record of your discussions and objectives set.

· At the end of your first year you should reflect upon the year in depth and set

objectives for your further professional development.
--------------------------------------------------------------------------- 4.26--------------------------------------------------------------------------
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	Teachers’ Standards Self Review Summary



	
	On appointment
	End of term 1
	End of term 2
	End of term 3

	Part One: Teaching

Set high expectations which inspire, motivate and challenge students
	
	
	
	

	Promote good progress and outcomes by students
	
	
	
	

	Demonstrate good subject and curriculum knowledge
	
	
	
	

	Plan and teach well structured lessons
	
	
	
	

	Adapt teaching to respond to the strengths and needs of all students
	
	
	
	

	Make accurate and productive use of assessment
	
	
	
	

	Manage behaviour effectively to ensure a good and safe learning environment
	
	
	
	

	Fulfil wider professional responsibilities
	
	
	
	

	Personal and Professional conduct

Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school.
	
	
	
	

	Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in their own attendance and punctuality.
	
	
	
	

	Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities.
	
	
	
	


It is useful to show evidence that you have met these standards.  You could use this key to show where there would be evidence that you have met the standards:

	Lesson observation

O
	Assessment meeting

AM
	

	Students’ work


W
	Planning


P
	Reporting to or discussions with parents


RP

	Record keeping


R
	Self review


SR
	Professional review meeting



PRM

	Lesson evaluations

E
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	Insert your school induction programme here



Your school will develop an induction programme for you.  It should cover general issues as well as catering for your individual needs.
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	Summary of professional dialogue




You will find it useful to make a list of your professional dialogues with colleagues.

Some examples may include exchanges with:

	· Subject leaders
	· SENDCO
	· Mentor

	· Governors
	· Co-ordinators
	· LA staff

	· Headteacher
	· Higher Education tutors
	· Deputy headteacher

	· Other colleagues
	
	


	Date
	Topic discussed
	With whom?
	Action points
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	Termly self review




Name: __________________________
 
Date: ___________________________

This review is at the end of my 1st/ 2nd/ 3rd term of teaching.  It records the areas where I feel I have made progress and sets out my objectives for next term.

I am developing my relationships with children in the following ways: 

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

This term I have gained a greater understanding of school policies and procedures: 

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________
The following are examples of ways I am communicating and working effectively with others:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

My assessment, monitoring and recording of students’ progress has improved in the following ways:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________
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	Termly self review




My knowledge and understanding of  

subjects(s) and the curriculum has improved in the following ways:


[image: image7]
· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

I am using my skills in literacy, numeracy and ICT in the following ways:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

My knowledge of achievement and diversity issues has improved in the following ways:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

I have gained greater understanding of safeguarding and promotion of the health and well-being of children in the following ways:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

I consider my planning to be (very good/ good/ good most of the time/ reasonable with some weaknesses/ in need of major improvement).

The following are examples of my improved planning:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________
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	Termly self review




My classroom management has improved in the following ways:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

The following are examples of how I am working positively with parents:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

I have made the following contributions to school beyond my own classroom:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

Other areas I am pleased with are:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________

The areas I need to develop next term are:

· ___________________________________________________________________

______________________________________________________________________

· ___________________________________________________________________

______________________________________________________________________
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	Assessment arrangements




Your school is responsible for ensuring that rigorous and fair judgements are made

about your performance as a newly qualified teacher using national standards.
There will be an assessment meeting at the end of each term with your induction and/or

member of senior management.
The meetings should follow this pattern:
End of term 1

This meeting will focus on the extent to which you are consistently meeting the

Standards for the Award of QTS and how you are beginning to meet the Teachers’ Standards.
End of term 2

This meeting will assess your progress towards meeting the Teachers’ Standards.

End of term 3

This final meeting will determine whether you have met all the requirements for

satisfactory completion of the induction period.
Keeping records

You should file your completed term 1 and term 2 assessment forms in this section.

Your NQT induction summary statement should be kept safely.
Your school will be sending copies of your assessment forms to the Local Authority at the end of each term.
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	Evaluating lessons




Although it is a time consuming exercise and not something which can be done in detail

for every single lesson, evaluation is a necessary and worthwhile part of a teacher's

professional development.
Why evaluate?

It is only by evaluating and reflecting on one's own practice that teaching and learning

can improve.  We all learn from our mistakes as well as from things which go well.
How to evaluate

At the end of the lesson it is worth making brief notes of things which go well, and

things which do not work out as you had hoped.  Did the class respond well?  Did they

understand the tasks?  Were the tasks suitably differentiated? 
Make notes to suggest how you might do things differently, or make notes of strategies

or techniques which were particularly successful.
Deeper evaluation

At the end of a week, choose two lessons.  One should be a lesson which you feel went

particularly well, and one with which you were less satisfied.
Look closely at your aims and objectives for each lesson, look at your resources and the

structure of the lesson. Ask yourself the following questions.
· Did I use assessments from previous lessons to inform my planning?

· Did I fulfil all the aims and objectives of the lesson?  If not, which were not fulfilled?

· What did students learn?  How do I know?

· Were the resources appropriate and had I forgotten anything?

· Did the time plan work? 
· Were the materials and tasks suitable and suitably differentiated?

· Were my instructions to the students clear?

· Did the students settle down well to the tasks?

· Did I handle a particular pupil well/ badly ?

· What improvements can I make?

· How will I use assessments from this lesson to inform future planning?

· What should I repeat?
You will find the answers to some of the questions different in the two lessons. This

should pinpoint areas which you need to look at, and give you ideas of how you can

move forward.
Every teacher at every level of experience will have lessons with which they are not

completely happy.  It is only by evaluation that we can improve our practice.
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	Evidence of professional development




Insert here:
· your own lesson evaluations
· written feedback from observers or visitors to your classroom;

· a record of your professional development opportunities during the year

· the Induction Standards self review summary;

· a list of any extra curricular activities you have undertaken;

· details of any further responsibilities you have taken during the year;
· the induction period assessment forms completed at the end of each term.
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	Teachers’ Standards Self Review Summary



This record should include any courses attended, school based training

Sessions, working parties/ task groups/ visits to other schools, details of school based development work.

	Date
	Description of activity
	Location/provider
	Reflections/Evaluations
	Action points
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	Further questions to aid lesson evaluation




	Questions
	Comments

	Did every pupil in the class have some of my

attention during the lesson?
	

	Did a small number of students dominate the

class?

Did they get a disproportionate amount of

my time?

Who were they?

Why did this happen?

What can I do to minimise this problem in

future?
	

	Were there students in the class who were not

stretched enough?

.How do I know ?

What can I do about it?
	

	Were there students who found the work too

hard or who didn't understand the task?

How call I avoid this happening in future?
	

	Did every pupil learn or achieve something

worthwhile during the lesson?

How do I know ?
	

	Was the homework I set:

· appropriate?

· a logical progression from the lesson?

· of the right length?

· differentiated? 
	

	Were there incidents of poor behaviour

during the lesson?

Was this because:

· the activities were unsuitable/not varied


enough/too hard/too easy for them?

· I had not made my expectations of high


standards clear enough?

· I need to improve my approach to


behaviour management?
	

	What can I do in future to alleviate any

problems?
	

	What am I particularly pleased with in this

lesson?
	


--------------------------------------------------------------------------- 4.37--------------------------------------------------------------------------

  Support Materials for NQT and NQT mentors – version 6,  2012+ 
	Extra curricular interests and involvement


	Activity
	When?
	Students involved
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	Setting up an induction programme


An important part of the role of the NQT mentor is setting up an induction programme

for the newly qualified teacher. This induction programme should initially aim to enable

the NQT to settle in to the school as quickly and smoothly as possible.
The induction programme should then support the development of the NQT towards

successful completion of their induction year.
This support will include:
· structured time to reflect on practice with a mentor;

· continued help to improve planning and teaching;

· guidance from an NQT mentor and other colleagues on whole school issues;

· observation of teaching and feedback focused on Career Entry and Development Profile;

· school based in-service training;

· opportunities to observe experienced teachers;

· an opportunity to meet with the school SENDCO;

· specific guidance at key points in the year on such issues as parent consultations,

report writing and assessment arrangements;

· opportunities to attend courses for newly qualified teachers and any other

appropriate courses or conferences;

· opportunities to discuss with senior staff in school, both progress and any difficulties )

which may be experienced;

· an individualised induction programme which helps the NQT to develop the areas

highlighted at the start of induction and enables them to set objectives and write action plans, and to revise these during the year;

· support to develop the NQT's skills of self evaluation;

· involve both formative and summative assessment as part of regular reviews of

progress.

The induction programme should be designed to help NQTs develop their strengths and

target areas for further development.

An effective induction programme will include both the general programme, which it is

likely that all newly qualified teachers will require, and an individualised element which

will be specific to each NQT and which will be based on their own objectives.  If you

have more than one NQT in your school, you will probably find that they have some

shared needs; this will give you the opportunity to work together with them on common

issues. It is, however, important that individual needs are met through individualised

induction programmes.
You will find the Teachers’ Standards from the DfE useful when developing your induction programmes.
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	The role of the NQT mentor




Summary of responsibilities.

The NQT mentor should:
· co-ordinate guidance and effective monitoring and support for NQTs;

· draw on the experience of other staff to contribute to the induction programme;

· help the NQT to reflect on their Initial Teacher Training;

· work in consultation with NQTs, ensuring they are fully informed about the

programme;

· undertake well focused observation and constructive feedback;

· make rigorous and fair assessment of the NQT's performance; 

· ensure sufficient records are kept to inform termly assessments; 
experience as necessary.
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	Auditing knowledge, skills and development needs




An NQT mentor needs:
Sound knowledge and understanding of the requirements for induction, which enable the NQT mentor to:

· take forward the NQT's development needs at the start of induction
· work with the standards for Teachers’ Standards
· co-ordinate day to day monitoring, support and assessment

· work in consultation with the NQT, ensuring they are fully informed about the

programme

Good communication skills which mean the NQT mentor can:

· provide clear oral and written feedback

· listen actively

· draw on the expertise of others to contribute to the NQT's induction

· explain and discuss school policies and procedures

· ensure that the headteacher is kept informed of the NQT's progress

Sound professional knowledge, which enables the NQT mentor to:

· analyse needs, negotiate and set clear targets

· undertake well focused observations

· provide constructive and evaluative feedback

· make rigorous and fair assessments of the NQT's practice

· identify potential difficulties and ensure timely support is provided

Sound professional practice, which means the NQT mentor can:

· provide guidance on planning, teaching and assessment

· link theory with practice

· demonstrate up to date knowledge of the curriculum for the age group or subjects the NQT teaches

· challenge practice

· offer ideas for developing practice

· show commitment to the wider role of the teacher

Good interpersonal skills, which ensure the NQT mentor is:

· positive

· approachable

· able to make her/himself available.
------------------------------------------------------------------------------------- 5.03----------------------------------------------------------------
Support Materials for NQT and NQT mentors – version 1,  2016+ 
Mentoring – Materials to support the NQT mentor

	A checklist of NQT mentor tasks


This checklist may be helpful to you in sequencing the various tasks associated with your role.  Decide how you will prioritise them and set them in a time framework which is manageable for you and also meets the needs of your newly qualified teacher.

	Task
	On appointment
	Term 1
	Term 2
	Term 3

	Inform the Appropriate Body to register the NQT
	
	
	
	

	Prepare relevant in-house information
	
	
	
	

	Identify own training needs and arrange courses or support
	
	
	
	

	Discuss and negotiate any entitlements for the NQT
	
	
	
	

	Co-ordinate guidance and effective monitoring and support for the NQT by:
	
	
	
	

	· arranging an informal welcome meeting with colleagues, governors and other teachers new to the school
	
	
	
	

	· ensuring that the NQT has adequate resources to support their teaching
	
	
	
	

	· arranging weekly meetings with your NQT
	
	
	
	

	· arranging half termly professional review meetings
	
	
	
	

	· arranging termly assessment meetings
	
	
	
	

	· organising classroom observations and support.  Select proformas for recording
	
	
	
	

	· beginning the process of self-review, objective setting and action planning
	
	
	
	

	· discussing Teachers’ Standards with NQT and NQTs reflections at the start of induction
	
	
	
	

	· discussing standards self-review summary
	
	
	
	

	· establishing links with school’s HR and  support staff for NQT’s
	
	
	
	

	· ensure sufficient records are being kept to inform termly assessments
	
	
	
	

	· ensuring assessment forms are completed in time
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	A checklist of NQT mentor tasks (continued)


	Task
	On appointment
	Term 1
	Term 2
	Term 3

	Identify the information required and meet with your NQT to discuss:

· marking and assessment
	
	
	
	

	· recording and monitoring attendance
	
	
	
	

	· record keeping
	
	
	
	

	· liaising with parents
	
	
	
	

	· report writing
	
	
	
	

	Revise objectives and action plans with NQT
	
	
	
	

	Maintain an overview of NQT’s planning and evaluation
	
	
	
	

	Draw on the expertise of other staff to contribute to the induction programme
	
	
	
	

	Check on the reflective elements being contributed to the portfolio
	
	
	
	

	Discuss accreditation issues
	
	
	
	

	Review CPD experiences
	
	
	
	

	Establish contact with other NQTs and mentors
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	Suggested Action Plan for NQT NQT mentors


	Before appointment
	Before the NQT takes up post
	Term 1
	Term 2 and 3

	Become familiar with statutory requirements for NQT induction

Be confident that the school can provide the NQT with the necessary breadth of experience and support

When short listing ensure that NQTs are trained for the subjects and ages to be taught
	Complete registration with Local Authority

Allocate responsibilities for induction, ensuring that all staff are aware of ways in which they may be involved

Make any necessary adjustments to existing induction policies

Identify training needs of NQT mentors and access Council training programmes and in-school support

Provide NQTs with job descriptions

Provide NQTs with information about the school and the classes they will teach

Where practical and possible, arrange for NQTs to spend time in the school

Arrange for the 80% timetable (including PPA time)

Establish a means of organizing relevant paperwork, guidance and reporting formats

Check CPD opportunities for NQT mentor 
	Enable NQT mentors to become familiar with the Teachers’ Standards

Use the support materials to negotiate and formalize the NQT’s needs, set objectives for induction and plan professional development

Familiarise the NQT with:

· School policies and procedures

· Induction standards

· Their entitlement to support

· Assessment arrangements

· The school’s procedures for raising concerns about induction

· The pattern of review and assessment meetings

Arrange to observe the NQT within the first four weeks and at last half-termly thereafter.  Ensure records are kept of these observations

Establish an ongoing induction programme to include:

· 10% release time + 10% PPA time

· Regular access to NQT mentor

· Discussion of the school’s policies

· Observation and feedback

· Observation of experienced teachers

· Professional development and training

· Time with the SENDCO

Complete and submit termly assessment form to the Council.
	Continue:

· 10% release time + 10% PPA time

· Induction programme

· Half termly reviews

· Termly assessment meetings

· Termly assessment forms

· Use the support materials for NQTs and NQT mentors

Complete and submit termly assessment form to the Council.

Make formal recommendation to the Council on satisfactory completion of the induction period

Discuss professional development beyond induction and set objectives for the second year of teaching
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	Classroom observation




The NQT should be observed teaching at last once in any six to eight week period, once each half term, including in the first four weeks in post.
Observations should focus on particular aspects of the NQT's teaching. The choice of focus for the observations should be informed by the requirements for the satisfactory completion of the induction period and by the NQT's objectives for development.  The NQT and the observer should have a follow-up discussion to analyse lessons observed.  Observations should follow arrangements that are agreed in advance and a brief written record should be made on each occasion.  This record should relate to the NQT's objectives for development and indicate where action should be taken.  It should show any revision of objectives.
The NQT mentor is likely to undertake most of the observations of the NQT's

teaching.  Other people from within or from outside the school may also be involved in observations: for example teachers with particular specialism’s or responsibilities,

members of the school's senior management team, advanced skills teachers, tutors from partnership Higher Education Institutions (HEls) or Council advisers.  Such observations should be co-ordinated by the NQT mentor.
Useful steps in setting up a classroom observation:
· agree the focus

· agree the lesson to be observed

· agree the role of the observer in the classroom (for example fly on the wall or

participating)

· carry out the observation, making a written record

· give brief informal feedback at the end of the lesson

· give detailed constructive feedback as soon as possible, basing feedback on facts and not opinions

· summarise the main points, agree objectives and actions to be taken, and set a focus for the next observation.

Several example proformas may be helpful to you in recording your observations and summarising the feedback and discussions you have with your newly qualified teacher.  Several proformas are provided so that you can select and copy the ones you prefer to use.
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	Example Lesson observation proforma 1




NQT mentor _________________________________ Date _________________

NQT _________________________________________ Class ________________
___________________________________________________________________

Introduction to the lesson

How did the teacher:
· explain to pupils the objectives of the lesson?

· make links to previous leaning?

· use a variety of teaching strategies ( e.g. explanation, demonstration, questioning, effective use of resources)?

· provide opportunities for interaction and quality oral work?

	Teaching and Learning
	Pupils' response

	How did the teacher:

· plan for progress?

· plan for differentiation?

· ensure all pupils understood the tasks?

· question pupils to check understanding?

· .provide feedback to promote learning?

· correct errors and misconceptions? 

· give pupils the opportunity to explore a range of learning styles?
	Did pupils show:

· progress in their learning?

· concentration?

· interest in tasks?

· enjoyment?

· collaboration (if appropriate) ?

· independence?

· understanding of lesson objective?



	Conclusion

How did the teacher:

· finish off the activities? 

· summarise the key points of the lesson?

· involve pupils in assessing how far learning objectives have been met?

· ensure a calm and smooth finish to the lesson?

· provide opportunities for follow up activities or homework?


Other comments

_________________________________________________________________

Signed ____________________________ NQT mentor


Signed_______________________________
NQT
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	Example Lesson observation proforma 1




NQT mentor _________________________________ Date _________________

NQT _________________________________________ Class_________________
___________________________________________________________________

Introduction to the lesson

	Teaching and Learning
	Pupils' response

	
	

	Conclusion




Other comments

___________________________________________________________________

Signed _______________________________ 
           _______________________
NQT mentor 





NQT
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	Example Lesson observation proforma 2




NQT mentor _________________________________ Date _________________

NQT ________________________________________  Class_________________
	Starting off

· Does the lesson start well and in an organised way?

· Does the teacher engage the pupils' interest effectively?

· Do the pupils settle down quickly?
	Availability of materials and resources

· Are the teaching materials to hand?
· Are materials for pupils to use. distributed efficiently, and/ or readily available for them to access?


	Appropriateness

· Is the content of the lessons appropriate?

· Are the activities at the right level/ too hard/ too easy?

· Are the classroom management


strategies used appropriate for        the purpose?

· Is the pace of the lesson appropriate?
	Clarity

· Does the teacher explain tasks clearly?
· Are the pupils clear about what they are doing?

	Monitoring

· Does the teacher monitor the progress of individuals within the class?

· Are there times when some pupils can legitimately claim to be unclear about what to do?
	Behaviour management

· Is the teacher following the school's agreed approach to rewards and sanctions?

· Is the class generally orderly and committed to the tasks?

· Choose one incident of inappropriate


behaviour (this could be a minor


incident):


- what happened?


- what did the teacher do?


- how did the pupil(s) respond?

	Finishing off

· Is the lesson brought to an effective conclusion?

· Do the pupils have the opportunity to demonstrate what they have learned?
	General comments

· Taken overall what were the effective aspects of the lesson?

· What aspects would benefit from further thought and discussion?




Signed _______________________________
_____________________________

NQT mentor





NQT
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	Example Lesson observation proforma 2




NQT mentor ________________________________ Date __________________

NQT _______________________________________ Class __________________
	Starting off


	Availability of materials and resources

	Appropriateness


	Clarity

	Monitoring


	Behaviour management

	Finishing off


	General comments


Signed _______________________________   _____________________________


  NQT mentor





NQT
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	Example Lesson observation proforma 3




NQT mentor _____________________________ Date______________________
NQT ____________________________________Class ______________________

___________________________________________________________________

Planning teaching and class management

Does planning show appropriate differentiation?

Are needs met of underachievers, higher attaining pupils?

Are needs met of pupils not yet fluent in English?

Does planning ensure that all pupils are given the opportunity to meet their potential?

Is there a good standard of pupil behaviour in the classroom?

Are there high expectations of discipline, respected by pupils?

Is poor behaviour pre-empted and dealt with in line with the school's behaviour policy?

Are clear targets set for the improvement of pupils' achievement?
___________________________________________________________________

Monitoring, assessment, recording, reporting and accountability

Have pupils' levels of achievement been recognised accurately against attainment

targets?

To what extent were assessments made against individual pupils' targets?
To what extent is progress and individuals monitored?
___________________________________________________________________

Other professional requirements

Are support staff and other adults deployed effectively in the classroom?

Are school policies reflected in the NQT's teaching?

What evidence is there of responsibility being taken for continuing professional

development?
Signed __________________________            ________________________________

  NQT mentor




NQT
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	Example Lesson observation proforma 3




NQT mentor _____________________________ Date _____________________
NQT ____________________________________Class ______________________

___________________________________________________________________

Planning teaching and class management
___________________________________________________________________
Monitoring, assessment, recording, reporting and accountability

___________________________________________________________________

Other professional requirements

___________________________________________________________________

Signed _______________________________
 _____________________________


  NQT mentor





NQT
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	Example Lesson observation proforma 3




NQT mentor _____________________________ Date _____________________

NQT _____________________________________ Class ____________________

Agreed focus for observation: ________________________________________________

(from Teachers’ Standards or NQT’s targets)
	Time
	What did the teacher do?
	What was the pupils’ response?

	
	
	


Signed _______________________________
_____________________________


  NQT mentor





NQT
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	Example NQT Lesson Observation Form




	Name:
	Date:

	School:
	Time:

	Class/Yr Group
	No Pupils


___________________________________________________________________

Context/Subject:

___________________________________________________________________

Planning:

___________________________________________________________________

Teaching Strategies/Methods:

___________________________________________________________________

Classroom Management/Organisation/Discipline/Resourcing:
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	Example NQT Lesson Observation Form (Continued)



___________________________________________________________________________

Pupils’ Response

___________________________________________________________________

Feedback/Discussion: (A summary of strengths/weaknesses and any targets for action)
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	Example NQT Lesson Observation Form (Continued)



NQT mentor ____________________________ Date ______________________
NQT ___________________________________Class _______________________

___________________________________________________________________

Agreed focus
___________________________________________________________________

Strengths of the lesson

___________________________________________________________________

Points to consider

___________________________________________________________________

Signed _______________________________
_____________________________


  NQT mentor





NQT

------------------------------------------------------------------------5.17-----------------------------------------------------------------------

Support Materials for NQT and NQT mentors – version 1,  2016+ 
Mentoring – Materials to support the NQT mentor

	Giving and receiving feedback after observation




Giving positive feedback is straightforward. Giving less positive feedback is more

difficult, but to help the NQT's development, it is important to give an honest,

constructive response to the lesson you have observed.
The following points may be helpful to you when you are giving feedback on lesson

observations to your NQT:
· always start with positive comments about the lesson.  List what went well, then move on to less successful aspects.  Restate the positive elements of the lesson at the end of your discussion;
· the NQT needs to feel the observer values them, even when giving negative feedback; 

· It is important to comment objectively on what happened, rather than give opinions;

· asking an NQT to give their own views on their performance will often mean they identify difficulties themselves.  However, if they are unaware of problems, you will need to point them out;
· listen carefully, using appropriate body language;

· clarify problems. Restate and summarise issues;

· discuss areas for improvement;

· try not to convey disapproval or anger;

· do not allow the discussion to become unproductively prolonged.
Make a record of your discussion using the record of professional dialogue on the next page.
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	Record of professional review meeting




Make some copies of this sheet to keep records of meetings.

NQT mentor ____________________________ Date ______________________
NQT ___________________________________ Class ______________________

___________________________________________________________________

Evidence, for example lesson observation, planning

___________________________________________________________________

Progress towards objectives

___________________________________________________________________

Revised objectives

___________________________________________________________________

Support to be provided by the school

Signed _______________________________
_____________________________


  NQT mentor





NQT
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	Summative assessment meetings



The role of formal assessment meetings should be made clear before they take place.  These will be important milestones in progress towards completion of induction and NQTs must feel free to express any concerns. Three formal assessment meetings between the NQT and either the head teacher, or the NQT mentor acting on behalf of the headteacher, should take place in the induction period.  In most cases the pattern of these meetings will be as follows:
· the first meeting will focus on the extent to which the NQT is consistently meeting the Teacher’s Standards;
· the second meeting will focus on the NQT's progress towards meeting the Teachers’ Standards;

· the final assessment meeting will be used to determine whether the NQT has met all of the requirements for the satisfactory completion of the induction period.

For full-time NQTs in schools operating a standard three-term year, the assessment

meetings should be held towards the end of each term.  For those NQTs working part time and undertaking an induction period over a longer period, an initial assessment meeting should be held towards the end of the first term. The recommended procedures for full time NQTs should then be followed at equivalent intervals across subsequent terms.
For successful candidates head teachers or NQT mentors can use the final assessment meeting as the basis for objective setting and professional development planning for the second year and third year of teaching.
Guidance on the evidence to support the assessment of progress

Formal assessment meetings should be informed by written reports from at least two

observations and two progress review meetings that have taken place during the term.  Judgements should be based on evidence that has been gathered systematically during the induction period and should relate directly to the Teachers’ Standards.

In addition to the reports and records mentioned above, further sources of evidence

could include:
· formal and informal assessment records for pupils for whom the NQT has had

particular responsibility, including test and/or examination results;

· information about liaison with others, such as colleagues and parents;

· the NQT's lesson plans, records and evaluations;

· the NQT's self assessment and record of professional development.
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	Summative assessment meetings



Written evidence is likely to be more wide ranging and detailed if the NQT is not making satisfactory progress than where induction is progressing satisfactorily.
When the head teacher undertakes all the responsibilities of the NQT mentor, and has undertaken all the observation of the NQT, for example in some small schools,

consideration should be given to ways in which a third party may be involved in

providing evidence. The head teacher will need to be confident that the assessment can be shown to be fair.
A dated copy of all reports of observations, review meetings and objectives should be kept by the NQT mentor until the Council has decided whether the NQT has completed the induction period satisfactorily and any appeal has been determined.  A note should be kept of the other evidence used. The NQT should receive copies of all such written records and the Council should have access to them.
For those NQTs completing their induction period through aggregated periods of service in different schools, the head teacher should keep copies of all reports of observations, review meetings and objectives on file for the remainder of a five-year period or until such records are requested by the school in which the NQT continues induction, whichever is the shorter.
Where an NQT is deemed not to have completed the induction period satisfactorily, the school should retain the evidence for that judgement until any appeal process is

completed, and the Teaching Agency has confirmed that the NQT has either moved from provisional to full registration, or has become ineligible for registration.
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	Mentoring log


You may wish to use this page to record your mentoring activities

	Date


	Activity (observation/ discussion/ feedback/ review of objectives)
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	Mentoring action plan


Autumn/Spring/Summer
___________________________________________________________________

During this term I will:

___________________________________________________________________

In order to do this I will need the following support from the school:
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	Assessment forms


Statutory DfE assessment forms for the end of the first, second and third assessment periods and failure to complete the induction period satisfactory, are contained within these materials.

These forms will need to be completed and returned to the Council in advance of the end of term.


[image: image9]
When an NQT leaves a post after completing more than one term in an institution but before the next formal assessment would be required, this school should normally complete an interim assessment.  This should take place before the NQT leaves his or her post to ensure that the NQTs progress and performance since the last assessment are captured.  This is especially important where concerns abut progress may have arisen.
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	Reviewing your first year of teaching




As you come towards the end of your first year of teaching it is important to make time

to reflect upon the successes and challenges of the year, and to prepare to move forward confidently into the next stage of your teaching career.
To help you to do this you should look closely at:
· your reflections on your teacher training and the objectives set for the year;

· your development throughout the year, recorded on the standards self review

summary;

· records of professional dialogues;

· any other written feedback from colleagues;

· your termly reviews and assessments;

· your record of professional development during the year.

You could also put a copy of your end of term 3 review at the beginning of this section.

This should be the starting point for your continuing professional development.
In consultation with your induction tutor you could use the Teachers’ Standards

end of year assessment and end of year self review to help you to focus on your areas of strength and areas for development.
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	Teachers’ Standards


	Core Standard
	Very good
	Good
	Satisfactory
	Additional comments

	Part One: Teaching

Set high expectations which inspire, motivate and challenge pupils
	
	
	
	

	Promote good progress and outcomes by pupils
	
	
	
	

	Demonstrate good subject and curriculum knowledge
	
	
	
	

	Plan and teach well structured lessons
	
	
	
	

	Adapt teaching to respond to the strengths and needs of all pupils
	
	
	
	

	Make accurate and productive use of assessment
	
	
	
	

	Manage behaviour effectively to ensure a good and safe learning environment
	
	
	
	

	Fulfil wider professional responsibilities
	
	
	
	

	Part Two: Personal and Professional Conduct

Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school
	
	
	
	

	Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in their own attendance and punctuality
	
	
	
	

	Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities
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	Transition Point Three: Looking back at your induction period and thinking about your progress, your support programme and your aspirations for your continuing professional development.


You may wish to record your responses here in note form.  

1. Thinking back over your induction period, what do you feel have been your most significant achievements as a newly qualified teacher?

What have been your key Learning moments?

What prompted your Learning on these occasions?

Which aspects of your induction support programme have you particularly valued and why?

2. How have you built on the strengths you identified at the end of your initial teacher training?  

· What evidence is there of your progress in these areas?

3. When you look back over your induction action plans and your records of review meetings, which objectives do you feel have been achieved and why?

· Are there any areas where you are less satisfied with your progress?

· Why is this?  What further actions will your take in these areas?  

· What further preparation or support do you feel you will need?

· Have any of the objectives, aspirations and goals that you outlined at during the year not been addressed during your induction period?  
· How could you take these forward into the next stage of your career? 

4. Thinking ahead to the class(es) you will teach and the responsibilities you will be taking on next year, what do you feel are the priorities for your professional development over the next two or three years?

5. What options are you currently considering for professional and career progression?

· Why are you interested in extending your expertise in this way?

· What could you do to help you move towards achieving these ambitions?
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	The end of your induction




Date

___________________________________________________________________

Note down your response to the questions, where you might find evidence to support your thinking, and/ or the reasoning that led you to this response:

_________________________________________________________________________________

___________________________________________________________________

Summary check – How well have you:

· Reflected back on your professional development so far – how has your initial teacher training and induction helped you to arrive at this point in your professional development?

· Identified the evidence of your successes?

· Taken a balanced view of your progress during induction?

· Looked ahead and identified what you want to achieve next?

· Researched the continuing professional development support systems available to you?

---------------------------------------------------------------------- 6.4---------------------------------------------------------------------------
Support Materials for NQT and NQT mentors – version 1,  2016+ 
End of year review and continuing professional development

	The end of your induction




Supplementary support materials

Recording reflections and discussions at the end of your induction.
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	 Towards the end of induction



Looking back at your induction period and thinking about your progress, your support programme and your aspirations for your continuing professional development.

The key moments for my learning during the induction period.

	What I learnt
	What Prompted my learning
	Why this learning was particularly significant for me

	
	
	


---------------------------------------------------------------------- 6.6---------------------------------------------------------------------------
Support Materials for NQT and NQT mentors – version 1,  2016+ 
End of year review and continuing professional development

	Towards the end of induction



Thinking about my professional development and the progress I have made during my induction period.

	My strengths and achievements at the end if ITT and the start of induction
	How I have built on these strengths during my induction period
	How do I know this?
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	 Towards the end of induction



Key achievements during my induction period, and areas where I am less satisfied with my progress.

	Highlights


	Reasons for success

	
	


	Lowlights
	Possible reasons for making less progress in this area

	
	


	Key issues for the second year of teaching
	Support opportunities I would find helpful
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	 Towards the end of induction




Return to priorities identified at the end of ITT and/ or the beginning of induction.

	Priorities which have been addressed during my induction period
	Further development needs and interests in these areas
	Ways in which I could focus on these priorities during my second year of teaching

	
	
	


	Priorities which have not been fully addressed during my induction period
	Further development needs and interests in these areas
	Ways in which I could focus on these priorities during my second year of teaching
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	Identifying objectives 

for your second year and third year of teaching




It is important that every teacher throughout their career reflects upon their practice and works towards agreed developed objectives.

This process should take into account:

· your individual needs established by your end of year review;

· school priorities as identified in your school development plan or post-Ofsted action plan;

· training priorities which have been identified nationally, focusing on particular needs,

· for example literacy, numeracy, ICT, special educational needs.

The objectives set will form the basis for your Performance Management during the second year of your career.
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	  Towards the end of induction




Looking ahead to the second and third year teaching.

	Professional development needs for the next two to three years
	Reasons why I have identified these needs
	Support that would help me in these areas
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	 Towards the end of induction




Evaluating my induction support programme.

	Forms of support I have valued
	Reasons why this support has been so valuable

	
	


	Forms of support which have been less helpful
	Reasons why this support has not worked so well
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	Successful completion of the induction period




Insert here:

· your induction period summary statement;

· the letter from the Local Authority confirming your successful completion of the induction period.
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	Maintaining a professional portfolio

throughout your career




As you move into your second year of teaching you can continue to support your own professional development . This will help  you to:

· recognise and celebrate your achievements;

· identify your professional development needs;

· map your career progression;

· chart progress against the Teacher Standards;

· encourage reflection on professional capability; 

· influence the development of your school.

The record can be used to increase awareness of the aims and vision of the school. It can help establish teacher targets set through the appraisal process and within school development and improvement plans. 
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Preamble

Teachers make the education of their pupils their first concern, and are accountable for achieving the highest possible standards in work and conduct.  Teachers act with honesty and integrity; have strong subject knowledge, keep their knowledge and skills as teachers up-to-date and are self-critical; forge positive professional relationships; and work with parents in the best interests of their pupils.

Part One: Teaching

A teacher must:

9 Set high expectations which inspire, motivate and challenge pupils

· establish a safe and stimulating environment for pupils, rooted in mutual respect

· set goals that stretch and challenge pupils of all backgrounds, abilities and dispositions

· demonstrate consistently the positive attitudes, values and behaviour which are expected of pupils.

10 Promote good progress and outcomes by pupils
· be accountable for pupils’ attainment, progress and outcomes

· be aware of pupils’ capabilities and their prior knowledge, and plan teaching to build on these

· guide pupils to reflect on the progress they have made and their emerging needs

· demonstrate knowledge and understanding of how pupils learn and how this impacts on teaching

· encourage pupils to take a responsible and conscientious attitude to their own work and study.

11 Demonstrate good subject and curriculum knowledge

· have a secure knowledge of the relevant subject(s) and curriculum areas, foster and maintain pupils’ interest in the subject, and address misunderstandings

· demonstrate a critical understanding of developments in the subject and curriculum areas, and promote the value of scholarship

· demonstrate an understanding of and take responsibility for promoting high standards of literacy, articulacy and the correct use of standard English, whatever the teacher’s specialist subject

· if teaching early reading, demonstrate a clear understanding of systematic synthetic phonics

· if teaching early mathematics, demonstrate a clear understanding of appropriate teaching strategies
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12 Plan and teach well structured lessons 

· impart knowledge and develop understanding through effective use of lesson time

· promote a love of learning and children’s intellectual curiosity

· set homework and plan other out-of-class activities to consolidate and extend the knowledge and understanding pupils have acquired 

· reflect systematically on the effectiveness of lessons and approaches to teaching

· contribute to the design and provision of an engaging curriculum within the relevant subject area(s).

13 Adapt teaching to respond to the strengths and needs of all pupils

· know when and how to differentiate appropriately, using approaches which enable pupils to be taught effectively

· have a secure understanding of how a range of factors can inhibit pupils’ ability to learn, and how best to overcome these

· demonstrate an awareness of the physical, social and intellectual development of children, and know how to adapt teaching to support pupils’ education at different stages of development

· have a clear understanding of the needs of all pupils, including those with special educational needs; those of high ability; those with English as an additional language; those with disabilities; and be able to use and evaluate distinctive teaching approaches to engage and support them

14 Make accurate and productive use of assessment
· know and understand how to assess the relevant subject and curriculum areas, including statutory assessment requirements 

· make use of formative and summative assessment to secure pupils’ progress

· use relevant data to monitor progress, set targets, and plan subsequent lessons

· give pupils regular feedback, both orally and through accurate marking, and encourage pupils to respond to the feedback.
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15 Manage behaviour effectively to ensure a good and safe learning environment

· have clear rules and routines for behaviour in classrooms, and take responsibility for promoting good and courteous behaviour both in classrooms and round the school, in accordance with the school’s behaviour policy

· have high expectations of behaviour, and establish a framework for discipline with a range of strategies, using praise, sanctions and rewards consistently and fairly

· manage classes effectively, using approaches which are appropriate to pupils’ needs in order to involve and motivate them

· maintain good relationships with pupils, exercise appropriate authority, and act decisively when necessary.

16 Fulfil wider professional responsibilities
· make a positive contribution to the wider life and ethos of the school 

· develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support

· deploy support staff effectively

· take responsibility for improving teaching through appropriate professional development, responding to advice and feedback from colleagues

· communicate effectively with parents with regard to pupils’ achievements and well-being.

Part Two: Personal and Professional Conduct

A teacher is expected to demonstrate consistently high standards of personal and professional conduct.  The following statements define the behaviour and attitudes which set the required standard for conduct throughout a teacher’s career.

· Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by:-

· treating pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a teacher’s professional position

· having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions

· showing tolerance of and respect for the rights of others

· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs

· ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.

-----------------------------------------------------1.3-------------------------------------------------------
       Support Materials for NQT and NQT mentors – version 1,  2016+ 
Appendix A
	Teachers’ Standards




· Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in their own accordance and punctuality.

· Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities.

-----------------------------------------------------1.4-------------------------------------------------------
Support Materials for NQT and NQT mentors – version 1,  2016+ 
Appendix B

Appendix B

Support Materials for NQT and NQT mentors – version 1,  2016+ 

Appendix B

	Examples of objectives and action plans for the induction period




	Objective
	Actions to be taken and by whom


	Success criteria
	Resources
	Target date for achievement
	Review

 date

	To secure effective management of pupil behaviour in class 9C
	Detailed briefing by Ms Jones on school policy and procedures for behaviour.

NQT to observe 9C in an art and a science lesson.

NQT to establish clear expectations and develop agreed rules for classroom behaviour with 9C.
	More effective pupil-teacher and pupil-peer relationships.

Lessons start smoothly and pupils are swiftly focused on the work.

Fewer pupils detained.
	0.5 day for lesson observation by NQT.

0.25 day for briefing on behaviour policy, observation of NQT’s lesson by Ms Jones and debriefing.
	End of autumn term.
	12 Dec

	To be fully prepared to collect evidence for vocational courses in science
	NQT to visit Hallam school to look at BTEC Performing Arts programmes offered, with specific reference to evidence collection.

NQT to produce examples of the different types of evidence candidates can produce to meet performance criteria for subject, with guidance and feedback from Mrs Gough.
	NQT’s planned teaching programme covers all required aspects and shows good understanding of assessment requirements for BTEC programmes.
	1 day for NQT’s visit, review of findings and preparation of examples.

0.25 day for support from Mrs Gough
	End October
	12 Dec
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	Objective
	Actions to be taken and by whom


	Success criteria
	Resources
	Target date for achievement
	Review

 date

	To ensure effective use of classroom assistant in improved pupils’ learning.
	NQT to involve classroom assistant in lesson planning and include a section on the work of the classroom assistant in written plans.

NQT to review impact of classroom assistant and discuss with classroom assistant and induction tutor.
	Classroom assistant demonstrates clear understanding of role.

Pupils working with classroom assistant achieve planned learning outcomes.
	0.2 day for observation by induction tutor.

0.25 day planning and review discussions between NQT, classroom assistant and induction tutor.
	End of spring term.
	24 March

	To identify underachieving individuals and groups in classes taught, and develop strategies to provide targeted support.
	Induction tutor to help NQT to use monitoring information to analyse performance of pupils in NQT’s class, including by race and gender.

Induction tutor to review reasons for underachievement and to observe NQT implementing strategies to address these.
	NQT’s planning and teaching reflects high expectations for all pupils.

Underachieving individuals and groups make improved progress.
	0.5 day for NQT to work data analysis (including 0.2 release for support from induction tutor).

0.25 day for induction tutor to observe NQT’s class and for post-observation discussion.
	End of May
	6 June

	To provide clear information to parents that will enable them to be more fully involved in the support of children’s learning.
	NQT to discuss own preparation for next parents’ evening with deputy head.

NQT to review use of ‘home school contact books’ with induction tutor and to develop strategies to improve their use.
	Improve use of home school contact books’

Effective communication at parents’ evening.
	0.2 release for deputy head to support preparation for discussion with parents.

0.2 release for induction tutor to review ‘home school contact books’
	End of spring term
	4 April
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	Accreditation Opportunities for Newly Qualified Teachers




Several Higher Education Institutions offer accreditation upon completion of the NQT Year.  This accreditation will depend upon the completion of a module linked to activities that you will undertake as an NQT. Support in the form of discussion, access to resources etc is also available.

At the end of your induction year you will be able to achieve a Certificate of Professional Development by submitting an assignment and evidence from your induction year.

Credit from the module can be transferred to the Postgraduate Programme at the Higher Education Institution  and can contribute towards a Postgraduate Diploma or Masters degree.

For the award of accreditation, a professional development portfolio will contain, in addition to a factual record of activities and progress, reflective analysis of the induction year. For full details of this accreditation please contact your chosen Higher Education Institution provider.

	Accreditation Opportunities for NQT Mentors




Several Higher Education Institutions offer accreditation for mentors.  This accreditation will depend upon the completion of a module linked to activities undertaken to support NQTs.

To gain accreditation, you will be required to submit a portfolio of evidence and some discursive writing, demonstrating critical reflection on your role and an understanding of educational literature lining theory with practice.

Modules offered by Higher Education Institutions can be used as a first step towards postgraduate study.

For further information contact your preferred Higher Education Institution.
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1. INTRODUCTION
Through Schools HR Service all statutory NQT induction is monitored and processed. The purpose of this document is to outline to NQT induction mentors and headteachers what their roles are in the induction process, what the role of the Appropriate Body is and the processes involved in completing the required formal assessments. It should be noted that this process applies to all NQT’s.

NB: This document reflects the changes in the induction process to be implemented from September 2012.
DEFINITIONS
Appropriate Body
The Appropriate Body is responsible for the independent quality assurance of statutory induction. The Appropriate Body ensure that schools provide adequate support for NQT’s and that their assessment is fair and consistent across all schools.

School
In referring to School this document includes all Schools (community, foundation, voluntary and special), Academies, FE Institutions (including Sixth Form Colleges), Pupil Referral Units and other independent schools who have Rochdale MBC as their Appropriate Body.

Headteacher
In this case we mean Headteacher or Principal of the School.

LEGISLATION
The current arrangements for statutory induction are covered by sections 135A, 135B and 141C(1)(b) of the Education Act 2002, and the Education (Induction Arrangements  for School Teachers) (England) Regulations 2012, which comes into effect on 1st September 2012. This applies to NQT’s who start their induction on or after 1st September 2012 and NQT’s who on 1st September 2012, have started but not completed their induction. This legislation applies to qualified teachers who are employed in maintained schools, non-maintained schools, maintained nursery schools and pupil referral units in England and they must, by law, complete an induction period after gaining qualified teacher status (QTS).

Successful completion of an induction programme is a statutory requirement for a teacher with qualified teacher status (QTS) to continue teaching in a maintained school or nursery, a non- maintained special school or pupil referral unit, subject to certain exceptions (as set out in regulations).

A suitable monitoring and support programme must be put in place for the NQT, personalised to meet their professional development needs. This must include:

· Support and guidance from a designated induction mentor who holds QTS and has the time              and experience to carry out the role effectively        
· Observation of the NQT’s teaching and follow-up discussions

· Regular professional reviews of progress

· NQT’s observation of experienced teachers either in the NQT’s own school or in another  school where effective practice has been identified school where effective practice has been  identified
During the induction period an NQT must receive:

· A 10% reduced timetable (in addition to statutory 10 % planning, preparation & assessment time)

· adequate support – the statutory induction guidance requires that all NQT’s have:

· a designated induction mentor

· a personalised  programme  of  professional  development  activities,  including  regular

             observations and feedback

· regular reviews of progress towards meeting the teaching standards, and

· a named contact outside school or college with whom they can discuss any concerns that

            go beyond the school, or are not addressed internally.

The regulations make it clear that an NQT’s duties, supervision, and the conditions under which they work must enable there to be a fair and effective assessment of their conduct and efficiency as a teacher. An important element of this is ensuring that their post is suitable for induction. A suitable post is one that provides them with the tasks, experience and support that will enable them to meet the teaching standards, and which doesn’t make unreasonable demands of them.

The headteacher will make a final recommendation as to whether the teacher has met or not met the teaching standards and maintained the qualified teacher status (QTS) standards. The Appropriate Body makes the final decision, and there is a right of appeal to the National College for Teaching and Leadership.

Induction in FE institutions (including Sixth Form Colleges)
Induction can be served in a FE institution, Sixth Form College or 16-19 Academy and the Headteacher should ensure that:
· no more than 10% of the NQT’s teaching in a FE institution is devoted to teaching classes predominantly consisting of pupils aged 19 and over;
· NQT’s must spend the equivalent of at least ten days teaching children of compulsory school age in a school during their induction;
· every effort is to be made to provide the NQT with up to a further 15 days’ experience in a school setting.
QTLS
Since 1st April 2012 further education teachers who have been awarded QTLS and are members of the Society for Education and Training (formerly) Institute for Learning are recognised as qualified teachers in schools. Teachers who hold QTLS are exempt from serving statutory induction and will not be required to complete a statutory induction period in schools.

2. ROLES   & RESPONSIBILITIES
This section summarises the roles and responsibilities of those involved in the induction process.
The NQT
The NQT should:

· provide evidence that they have QTS and are eligible to start induction;

· meet with their induction mentor to discuss and agree priorities for their induction programme and keep these under review;

· agree with their induction mentor how best to use their reduced timetable allowance;

· provide evidence of their progress against the relevant standards;

· participate fully in the agreed monitoring and development programme;

· raise any concerns with their induction mentor as soon as practicable;

· consult  their  Appropriate  Body  named  contact  at  an  early  stage  if  there  are  or  may  be difficulties in resolving issues with their tutor/within the school;

· keep track of and participate effectively in the scheduled classroom observations, progress reviews and formal assessment meetings;
· agree with their induction mentor the start and end dates of the induction period/part periods and the dates of any absences from work during any period/part period; and

· retain copies of all assessment forms.

Headteachers
The headteacher is, along with the Appropriate Body, jointly responsible for the monitoring, support and assessment of the NQT during induction, and should:

· check that the NQT has been awarded QTS;

· clarify whether the teacher needs to serve an induction period or is exempt;

· agree, in advance of the NQT starting the induction programme, which body will act as the Appropriate Body;

· notify the Appropriate Body when an NQT is taking up a post in which they will be undertaking induction;

· meet the requirements of a suitable post for induction;

· ensure the induction mentor is appropriately trained and has sufficient time to carry out their role effectively;

· ensure an appropriate and personalised induction programme is in place;

· ensure the NQT’s progress is reviewed regularly, including through observations and feedback of their teaching;

· ensure  that  termly  assessments  are  carried  out  and  reports  completed  and  sent  to  the Appropriate Body by the required deadlines;

· maintain and retain accurate records of employment that will count towards the induction period;

· make the governing body aware of the arrangements that have been put in place to support NQTs serving induction;

· make a recommendation to the Appropriate Body on whether the NQT’s performance against the relevant standards is satisfactory or requires an extension;

· participate appropriately in the Appropriate Body’s quality assurance procedures; and

· retain all relevant documentation/evidence/forms on file for six years.

· act early, alerting the Appropriate Body when necessary, in cases where an NQT may be at risk of not completing induction satisfactorily;
There may also be circumstances where the headteacher should:

· obtain interim assessments from the NQT’s previous post;

· ensure third party observation of an NQT who may be at risk of not performing satisfactorily against the relevant standards;

· notify the Appropriate Body as soon as absences total 30 days or more;

· periodically inform the governing body about the school’s induction arrangements;

· advise and agree with the Appropriate Body in exceptional cases where it may be appropriate to reduce the length of the induction period or deem that it has been satisfactorily completed;

· provide  interim  assessment  reports  for  staff  moving  between  formal  assessment  periods;

and
· notify the Appropriate Body when an NQT serving induction leaves the school.
In addition to the above, headteachers of FE schools, independent schools and nursery schools must also ensure the NQT’s post and responsibilities comply with the specific requirements for statutory induction in these settings.

Induction mentors
The induction mentor (or the head teacher if carrying out this role) should:

· provide, or co-ordinate, guidance and effective support including coaching and mentoring for the NQT’s professional development (with the Appropriate Body where necessary);

· carry out regular progress reviews throughout the induction period;

· undertake three formal assessment meetings during the total induction period co-ordinating input from other colleagues as appropriate (normally three termly, or pro rata for part-time staff);

· inform the NQT during the assessment meeting the judgements to be recorded in the formal assessment record and invite NQT’s to add their comments;

· ensure that the NQT’s teaching is observed and feedback provided;

· ensure NQT’s are aware of how, both within and outside the school, they can raise any concerns about their induction programme or their personal progress; and

· take prompt, appropriate action if an NQT appears to be having difficulties.

Appropriate bodies
The Appropriate Body has the main quality assurance role within the induction process. Through quality assurance the Appropriate Body will assure itself that:

· Headteachers  (and  governing  bodies  where  appropriate)  are  aware  of,  and  capable  of meeting   their   responsibilities   for   monitoring,   support   and   assessment.   This   includes ensuring that an NQT receives a personalised induction programme, designated tutor support and the reduced timetable; and

· the  monitoring,  support,  assessment  and  guidance  procedures  in  place  are  fair  and appropriate;

· the Appropriate Body should on a regular basis consult with headteachers on the nature and extent of the quality assurance procedures it operates, or wishes to introduce. Schools are required  to  work  with  the  Appropriate  Body  to  enable  it  to  discharge  its  responsibilities effectively;

· where an NQT is deemed by the Headteacher/Induction Mentor to be failing induction the School Improvement Team should be informed and appropriate action will be taken including one NQT observation to be undertaken by a member of the team.

The Appropriate Body will ensure that:

· Headteachers (and governing bodies where appropriate) are meeting their responsibilities in respect of providing a suitable post for induction;

· the monitoring, support, assessment and guidance procedures in place are fair and appropriate

· where an NQT may be experiencing difficulties action is taken to address areas of performance that require further development and support;

· where an school is not fulfilling its responsibilities, contact is made with the school to raise its concerns;

· induction mentors are trained and supported including being given sufficient time to carry out the role effectively;

· headteachers are consulted on the nature and extent of the quality assurance procedures it operates, or wishes to introduce;

· any agreement entered into with either the FE school or the independent school’s governing body is upheld;

· the headteacher has verified that the award of QTS has been made;

· the school is providing a reduced timetable in addition to PPA time;

· the NQT is provided with a named contact(s) within the Appropriate Body with whom to raise concerns;

· FE  schools  (including  sixth  form  colleges)  are supported  in finding  schools  for  NQT’s  to spend their mandatory ten days teaching children of compulsory school age in a school;

· NQTs’ records and assessment reports are maintained;

· agreement is reached with the headteacher and the NQT to determine where a reduced induction period may be appropriate or is deemed to be satisfactorily completed;

· a final decision is made on whether the NQT’s performance against the relevant standards is satisfactory or an extension is required and the relevant parties are notified; and

· they provide the National College for Teaching and Leadership with details of NQTs who have started; completed    (satisfactorily or not); require an extension; or left school partway through an induction period.

The Appropriate Body should also:

· respond to requests from schools and colleges for guidance, support and assistance with NQTs’ induction programmes; and
· respond to requests for assistance and advice with training for induction mentors.
The governing body
The governing body:

· should ensure compliance with the statutory guidance;

· should be satisfied that the school has the capacity to support the NQT;

· should ensure the headteacher is fulfilling their responsibility to meet the requirements of a suitable post for induction;

· must  investigate  concerns  raised  by  an  individual  NQT  as  part  of  the  school’s  agreed grievance procedures;

· can  seek  guidance  from  the  Appropriate  Body  on  the  quality  of  the  school’s  induction arrangements and the roles and responsibilities of staff involved in the process; and

· can request general reports on the progress of an NQT.

National College for Teaching and Leadership
The National College for Teaching and Leadership will carry out specific duties on behalf of the Secretary of State including:
Statutory
· hearing appeals; and

· ensuring that the names of NQT’s who have failed induction are included on the list of  persons who have failed satisfactorily to complete an induction period.

Non-statutory
· recording the progress of NQT’s through their induction process and providing details of teachers who have passed or failed induction to employers through their Employer Access Online service.

SCHOOL IMPROVEMENT TEAM ROLE
· Where an NQT is deemed to be failing, the School Improvement team will offer an external view on any judgements and when required will undertake one observation of the NQT.

· The team arrange and provide training for induction mentors.

Prior to the completion of assessments where the NQT is thought to not be making satisfactory progress towards the Teacher Standards, the Appropriate Body should be informed. The Headteacher should ensure that additional monitoring/support and an action plan are put in place immediately. The school should inform their School Improvement Officer so that appropriate action can be taken and support provided.
Induction mentors should note that, if at any stage during the induction year an NQT is deemed to not be making satisfactory progress towards the teaching standards your School Improvement Officer should be informed immediately.

3. CHANGES TO THE PROCESS
From  September  2012 there will be  changes to the Statutory Induction;  information  on the changes and the new teacher standards can be found on the DFE website.

Some  frequently  asked  questions  on  the  changes  from  September  2012  can  be  found  at Appendix E.

4. PROCESS
The Department for Education has created a statutory guidance document on Induction for NQT’s, which includes the changes from September 2012; this document can be found on the DFE website.

Important points from the guidance to note:
An NQT is unable to serve induction in a school requiring special measures, except in cases where Ofsted have judged the school, or part of the school, to be a suitable setting for induction. In this case the Appropriate Body must be satisfied that the circumstances will not compromise the NQT’s ability to complete induction successfully.

Once an NQT has been appointed the headteacher must notify the Appropriate Body that the NQT would be starting an induction period.

There is no time limit for starting or completing an induction period after gaining QTS.

It is not possible to backdate that start of an induction period if a short-term supply contract is extended beyond one term. However, an induction programme must be put in place immediately when it becomes clear that the extended contract will continue for a further term or more.

The minimum period of employment that can be counted towards completion of the induction period and NQT must serve (for both full time and part time NQTs) is one term or more. It is impossible to asses an NQT against all of the teaching standards over a period of less than one term. Some of the key teaching standards must be demonstrated over a sustained period of time, before they can be judged to be met.

The length of the induction period an NQT is required to serve, is judged to be a reasonable amount of time for the NQT to demonstrate the standards and to enable the headteacher to make a recommendation, and the Appropriate Body a fair assessment, of whether or not the individual has met the teaching standards.

For example: an NQT who serves induction full time where the term structure is three terms (can be served in one or more schools with the same term structure) would complete induction when they have served three terms.

The induction period for an NQT must equal the number of days in the academic year of the school which they started induction.

Where an NQT who starts induction in a school works part time at any point during there induction period, the number of days the individual will have to serve in order to complete induction will be the number of days in the academic year of the school in which the NQT started induction. The induction calculator can be used together with the induction calculator instructions, which can be found :

http://media.education.gov.uk/assets/files/xls/i/induction%20calculator%20for%20nqts.xls
http://media.education.gov.uk/assets/files/doc/n/induction%20calculator%20instructions.doc
A qualified teacher who gained QTS on or after September 2007 who has not completed an induction period, can undertake short-term supply work of less than one term in a relevant school for a maximum period of 5 years from the point of award of QTS. This is a fixed time limit with no facility to extend.

Where an NQT has commenced induction in another school/Authority it is the responsibility of the school to ensure that they have obtained induction data from the previous school/Authority, this should include the start and end dates of the induction period, the number of terms completed. This information should be provided to the Appropriate Body to assist with registration to the National College for Teaching and Leadership. In addition schools should request copies of any previous formal assessments which have been completed and are to count towards the induction year.

There should be three formal assessment meetings during the induction period. Each formal assessment meeting should be informed by written reports from at least two observations of the NQT’s teaching and two process review meetings that have taken place during the preceding assessment period.

If it becomes apparent that an NQT is not making satisfactory progress, the Appropriate Body should be informed immediately and the headteacher must ensure that additional monitoring and support measures are put in place, the action must not be delayed until a formal assessment meeting has taken place.

In a few particularly serious cases it may be necessary to instigate capability procedures at a stage before the end of the induction period. If this is the case, for as long as the NQT remains at the school the induction process must continue in parallel with the capability procedure. The Appropriate Body should be informed.

When an NQT leaves a post after completing more than one term in a school but before the next formal assessment would be required, the headteacher must complete an interim assessment.

Failure to complete the induction period satisfactorily means that the NQT is no longer eligible to be employed as a Teacher in a maintained school, a maintained nursery school, a non- maintained special school or a pupil referral unit. NQT’s have the right of appeal against a decision that they have not met the standards.

The Appropriate Body makes the final decision as to whether or not an NQT’s performance against the relevant standards is satisfactory, drawing on the recommendation of the headteacher.

If the Appropriate Body decides to extend the period of induction or that the NQT has failed to complete their induction period satisfactorily, they must inform the NQT of their right to appeal against this decision. Any appeal must be notified within 20 working days from the date of notification of the decision from the Appropriate Body, after which the right of appeal expires except in exceptional circumstance. An NQT working in a relevant school who has failed induction must be dismissed within ten working days of them giving notice that they do not intend to process their right to appeal.

5. FORMAL ASSESSMENTS
NQT’s should have formal assessments, which should be undertaken on a termly basis. It is for schools and NQT’s to agree exactly when the assessment dates are set, which should occur as near to the end of each term as possible.

Formal assessment meetings should be informed by evidence gathered during the preceding assessment period and drawn from the NQT’s work as a teacher and from their induction programme. Judgments made during the induction period should relate directly to the relevant teaching standards.

For each assessment period, the induction mentor completes an assessment form; the headteacher keeps a copy and sends a copy to the Appropriate Body by the required deadline. The original assessment form should be retained by the NQT. It  is advised that copies of assessment reports are kept by the school and Appropriate Body for a minimum of six years.

The new induction forms to be used from September 2012 can be found on the schools intranet or by contacting the Schools HR Service.

Where an NQT leaves a school having started but before completing their extension, the headteacher should complete an interim assessment form and notify the Appropriate Body.

A copy of the assessment forms can be found at Appendix B and Appendix C. All forms are available electronically through the schools intranet and can be accessed using the following file path: Personnel/Documentation/NQT forms.

6. STEP BY STEP GUIDE TO THE PROCESS
At the end of each term an email will be sent to schools, where possible directly to Induction mentors, advising of the required deadline for return of the relevant assessment forms. Please note that due to deadlines set by the National College for Teaching and Leadership it is imperative that all assessment forms are sent to Schools HR Service within the deadline provided. Failure to meet the deadline may mean the NQT will not be registered with the National College for Teaching and Leadership until the next period.

STEP 1 - COMPLETING THE ASSESSMENT FORM
· Please open the appropriate assessment form which can be located on the schools intranet as follows: Personnel/Documentation/NQT forms.

· Please fully complete the form, completing all sections.

· Please  note  that  if  the  relevant  essential  fields  (shown  below)  are  not  completed,  upon receiving the assessment form this will be sent back to the school for completion.

Essential fields, Page 1:
· Assessment period

· Name, date of birth, DFE number, National Insurance number

· Name  of  school,  school  DFE  number  (please  note  name  of  school/college  is  your school/college/Academy name not the institution where the NQT studied)

· Date of QTS

· Recommendations, you must confirm that the NQT has received support in line with the statutory guidance and whether they have met the teaching standards for the induction period or whether they failed to meet the induction period.

Essential fields, Page 2:
· Assessment period dates (format dd/mm/yyyy), number of days and/or number of terms

· Full or part time.

Essential fields, Page 3:
· Comments and evidence against the teaching standards, specific reference should be made to the Teacher Standards and how these have been evidenced.

Essential fields, Page 4:
· Comments by the NQT

· Signatures (these can be electronic) and signature dates.

· Please note that under no circumstances will assessment forms be amended by Schools HR Service on behalf of the school.

· Induction mentors and headteachers must ensure that the NQT’s comments have been inserted into the form before sending it to Schools HR Service. This field must be completed to demonstrate that  induction  Tutors/school  are  discussing  the  assessments  with  the  NQT.

            Please note that the form will be sent back to you if this section has not been completed.

STEP 2 – SENDING THE ASSESSMENT
· Once the form is complete please send it to NQT.Induction@rochdale.gov.uk.
· Due to improved security measures, and the type of information contained within the assessment form, it is imperative that all assessment forms be password protected. At the start of each academic year a password will be provided to the headteacher which should be used for all assessment forms. Please note that information on how to password protected documentation has already been provided to each school and can be found on the schools intranet.

· Where an electronic copy of the assessment form has been sent a paper copy does not need to be sent. Original copies should be provided to the NQT for them to retain.

STEP 3 – SCHOOLS HR SERVICE ROLE
· Upon receipt of the assessment form an email acknowledgement will be sent.

· The assessment form will be checked over and recorded, at this stage any queries or missing information  will  be  raised  with  headteachers/induction  mentors  and forms returned  where required. Following this, confirmation will be sent to the National College for Teaching and Leadership with the required details of the NQT’s.
· Please note that due to deadlines set by the National College for Teaching and Leadership any assessment forms received after the deadline may not be processed. It is therefore imperative that  any  assessments  are  sent  within  the  appropriate  timescale,  in  particular  any  final assessments. Failure to meet the timescale could mean that the NQT will not be confirmed as having passed induction by the Appropriate Body and the National College for Teaching and Leadership until the next period (usually the next term).

· Confirmation the NQT has passed the induction year will be sent to the NQT on behalf of the Appropriate Body, following the Appropriate Body meeting. Official confirmation from  the National College for Teaching and Leadership will come directly from them and any queries in this respect should be directed to them.

Please note that certificates are forwarded directly to the NQT via the National College for Teaching & Leadership. Rochdale Appropriate Body does not have responsibility for this and

cannot advise further on timescales, contact in this respect should be made directly with the National College for Teaching & Leadership.
7. FURTHER INFORMATION/ADVICE
Further information/advice is available from:- 
Schools HR Service
· Margaret Moore – 01706 925032 or margaret.moore@rochdale.gov.uk
School Improvement Team

· Gillian Barratt – 01706 925214 or gillian.barratt@rochdale.gov.uk
USEFUL LINKS
· DFE Statutory Guidance:

http://www.education.gov.uk/schools/leadership/deployingstaff/newstaff/b0066959/nqt- induction
· Teacher standards:

https://www.gov.uk/government/publications/teachers-standards
OVERVIEW OF THE INDUCTION PROCESS
APPENDIX A






























FIRST/SECOND TERM ASSESSMENT FORM





APPENDIX B
	
	

	Form to be returned to: Schools HR
Floor 4, Number One Riverside

Smith Street, Rochdale

OL16 1XU

Please send electronically to NQT.induction@rochdale.gov.uk
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	NQT induction assessment for the:

	

	 
	End of first assessment period.

	

	 
	End of second assessment period.

	

	 
	Interim assessment

	Instructions for completion
· The Appropriate Body for statutory induction may personalise and adapt the forms to suit local needs, including use on-line.

· The Department does not provide alternative versions to those already available on the DfE website.

· Where tick boxes appear please insert “X”.

· The head teacher/principal should retain a copy and send a copy of this completed form to the Appropriate Body within 10 working days of the NQT completing the assessment period.

· The original copy should be retained by the NQT.

· Hard copies will be required at certain stages of assessment, particularly for signature, unless they are submitted on-line with the necessary authentication in place of signatures.

· Full guidance on statutory induction can be found at http://www.education.gov.uk/schools/leadership/deployingstaff/b0066959/induction-newly-qualified-teachers. 

	NQT’s personal details:

	Full name 
	Former name(s) (where applicable)

	     
	
	     

	Date of birth
	DfE/teacher reference number
	National insurance number

	     
	
	  
	/
	     
	
	     
	

	Name of school (e.g. school or college)
	DfE school number (if applicable)


	     
	
	   
	/
	    

	

	Appropriate Body receiving this report

	Rochdale Borough Council

	

	Date of award of QTS:
	     
	


	

	Recommendation:

	 
	The above named teacher’s performance indicates that he/she is making satisfactory progress against the Teachers’ Standards within the induction period.

	

	 
	The above named teacher’s performance indicates that he/she is not making satisfactory progress against the Teachers’ Standards for the satisfactory completion of the induction period.

	
	

	
	

	 
	I confirm that the NQT has received a personalised programme of support and monitoring throughout the period specified below in line with the statutory guidance. 

	
	

	

	Date of start of this assessment period:
	     
	

	
	
	

	Date of end of this assessment period:
	     
	

	
	
	

	Number of terms completed during this assessment period 
	     
	

	
	
	

	
	
	

	or
	
	

	
	
	

	Number of days that can count towards induction during this assessment period:
	     
	

	
	
	

	
	
	

	

	Does the NQT work:
	 
	Full time
	 
	Part time

	
	
	

	Number of days of absence during this assessment period
	     
	

	
	
	


	Assessment of progress against the Teachers’ Standards:



	The head teacher/principal or induction mentor should record, in the box below, brief details of the NQT’s progress against the Teachers’ Standards including:

· strengths;

· areas requiring further development, even where progress is satisfactory (for example aspects of the Teachers’ Standards which the NQT has yet to meet); and areas of concern

· evidence used to inform the judgements; and,

· targets for the coming term.

Comments must be in the context of and make reference to each specific Teachers’ Standard which can be found at: http://www.education.gov.uk/schools/leadership/deployingstaff/a00205581/teachers-standards1-sep-2012-.

Please continue on a separate sheet if required.




	


	Comments by the NQT:



	The NQT should record their comments or observations on their induction to date.

Please reflect on your time throughout this assessment period and consider whether:

· you feel that this report reflects the discussions that you have had with your induction mentor and/or head teacher during this assessment period;

· you are receiving your full range of entitlements in accordance with regulations and guidance 
· (http://www.education.gov.uk/schools/leadership/deployingstaff/b0066959/induction-newly-qualified-teachers)

· there are any areas where you feel you require further development/support/guidance when looking towards the next stage of your induction. If so, what are these areas?



	I have discussed this report with the induction mentor and/or head teacher:
	 
	Yes
	 
	No

	

	I have the following comments to make:

	

	

	Will this NQT be remaining at this school for the next assessment period?



	 
	 
	Yes
	 
	No

	

	If not, then please attach details of the school/Appropriate Body the NQT is moving to, and contact information.

	This form should be signed below, unless it is being sent electronically in which case it must be sent from the head teacher/principal's mailbox and copied to the NQT and induction mentor.



	Signed: Head teacher/principal 
	Date

	
	
	     
	

	Full name (CAPITALS)

	     
	

	Signed: NQT
	Date

	
	
	     
	

	Full name (CAPITALS)

	     
	

	Signed: Induction mentor (if different from head teacher/principal)
	Date

	
	
	     
	

	Full name (CAPITALS)

	     
	


FINAL TERM ASSESSMENT FORM 





APPENDIX C
	
	

	Form to be returned to: Schools HR
Floor 4, Number One Riverside

Smith Street, Rochdale

OL16 1XU

Please send electronically to NQT.induction@rochdale.gov.uk
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	NQT induction: final assessment and recommendation 

	

	

	Instructions for completion

· The Appropriate Body for statutory induction may personalise and adapt the forms to suit local needs, including use on-line.

· The Department does not provide alternative versions to those already available on the DfE website.

· Where tick boxes appear please insert “X”.

· The head teacher/principal should retain a copy and send a copy of this completed and signed form to the Appropriate Body within 10 working days of the NQT completing the induction period.

· The original copy should be retained by the NQT.

· Hard copies will be required at certain stages of assessment, particularly for signature, unless they are submitted on-line with the necessary authentication in place of signatures.

· Full guidance on statutory induction can be found at http://www.education.gov.uk/schools/leadership/deployingstaff/b0066959/induction-newly-qualified-teachers

	Recommendation:

	 
	The teacher named below has performed satisfactorily against  the Teachers’ Standards for the  completion of induction

	

	 
	The teacher named below has not performed satisfactorily against  the Teachers’ Standards for the completion of induction

The teacher named below should have their induction period extended

	
	

	
	

	NQT’s personal details: 

	Full name
	Former name(s) (where applicable)

	     
	
	     

	Date of birth
	DfE/teacher reference number
	National insurance number

	     
	
	  
	/
	     
	
	     
	

	Name of school (e.g. school or college)
	DfE school number (if applicable)

	     
	
	   
	/
	    

	

	Appropriate Body receiving this report

	Rochdale Borough Council

	
	

	Date of start of final assessment period:
	     

	
	

	Date of end of final assessment period:
	     

	
	

	Number of terms completed during the final assessment period 
	     

	
	

	
	

	or


	

	
	

	Number of days completed during the final assessment period  
	     

	

	Does the NQT work:
	 
	Full time
	 
	Part time

	

	Number of days of absence during the (entire) induction period
	     

	
	

	Confirmation of induction:
	

	 I confirm that the NQT has received a personalised programme of support and monitoring throughout the period specified above in line with statutory guidance    
	     

	
	

	
	

	Include the number of days reduction to the induction period to be served by the NQT where this has been agreed with the Appropriate Body as outlined in paragraph 3.5 of the statutory induction guidance at http://www.education.gov.uk/schools/leadership/deployingstaff/b0066959/induction-newly-qualified-teachers). 
	     

	
	


If a reduction to the NQT’s induction period has been given to reflect previous teaching experience, as outlined in paragraphs 3.2 - 3.4 of the statutory guidance, please give details here:

	Assessment of progress against the Teachers’ Standards:

	The head teacher/principal or induction mentor should record, in the box below, brief details of the NQT’s progress against the Teachers’ Standards including:

· strengths;

· areas for further development where progress is satisfactory; and areas of concern

· evidence used to inform the judgements; and 
· where appropriate, targets to be met.
Comments must be in the context of and make reference to each specific Teachers’ Standard which can be found at: http://www.education.gov.uk/schools/leadership/deployingstaff/a00205581/teachers-standards1-sep-2012-.

Please continue on a separate sheet if required.


	Comments by the NQT:

	The NQT should record their comments or observations on their induction to date.

Please reflect on your time throughout your entire induction period and consider:

· Whether you feel that this report reflects the discussions that you have had with your induction mentor and/or head teacher/principal during this assessment period; and, 

· you received your full range of entitlements in accordance with regulations and guidance (http://www.education.gov.uk/schools/leadership/deployingstaff/b0066959/induction-newly-qualified-teachers) 

· areas where you feel you require further development/support/guidance when looking towards the next stage in your career? Please indicate these are part of your comments in the box below. 



	I have discussed this report with the induction mentor and/or head teacher/principal:
	 
	Yes
	 
	No

	

	I have the following comments to make:

	

	This form should be signed below, unless it is being sent electronically in which case it must be sent from the head teacher/principal's mailbox and copied to the NQT and induction mentor.



	Signed: Head teacher/principal 
	Date

	
	
	     
	

	Full name (CAPITALS)

	     
	

	Signed: NQT
	Date

	
	
	     
	

	Full name (CAPITALS)

	     
	

	Signed: Induction mentor (if different from head teacher/principal)
	Date

	
	
	     
	

	Full name (CAPITALS)

	     
	


NB: The Appendices are example forms; the forms to be used can be found on the schools intranet. 

GUIDANCE ON QTS AND QTLS FOR APPOINTMENT & INDUCTION PROCESS
APPENDIX D

QTS

Teachers must hold qualified teacher status (QTS) to enable them to teach in maintained or non-maintained schools. From 1st April 2013 the National College for Teaching & Leadership is the responsible body for awarding QTS and is responsible for sending out the individuals QTS certificates.

Upon recruiting a new Teacher it is the schools responsibility to check the individuals QTS certificate as part of the recruitment processes. Where a student who is due to gain QTS has been appointed, it should be made clear that appointment to the post is subject to the production of a valid QTS certificate together with all other relevant pre-employment checks.

The candidates QTS certificate will provide you with the Teachers QTS number i.e. 09/12345 (the first part of the number is usually the year they first registered with the National College for Teaching & Leadership, formerly Teaching Agency/GTC). This number is particularly important in the case of NQT’s where an accurate QTS number is required by the National College for Teaching & Leadership in order to register the Teacher as having started or finished part or all of their induction within the Authority.

QTLS

Since 1st April 2012, further education/post compulsory education trained Teachers who have been awarded QTLS by the Society for Education and Training (formerly Institute for Learning) and who are members of the SET are automatically recognised as qualified Teachers in maintained or non-maintained schools. They will continue to be recognised as qualified Teachers as long as they remain a member of the SET. 

There is no requirement for a Teacher who has QTLS to apply to the National College for Teaching & Leadership for QTS, as production of a certificate from the SET is sufficient evidence of ability to Teach in schools.

Confirmation of QTLS and SET membership is the responsibility of the school during their normal recruitment processes. Upon appointing a candidate it should be made clear that the appointment is subject to the production of the QLTS and SET certificates together with all other relevant pre-employment checks. 

Society for Education and Training (formerly Institute for Learning)

The government confirmed that they would recognise as qualified to teach in schools teachers in further education who have been awarded Qualified Teacher Learning and Skills status by the Institute for Learning (now the Society for Education and Training) and are members of the Society for Education and Training.

The Society for Education and Training is the professional membership organisation for practitioners working in the post-16 education and training system. Schools and local authorities remain responsible for decisions on employing QTLS holders, and SET maintains the national register of QTLS holders, including those teaching in schools.

Telephone: 0800 093 9111                
Please note that details of QTLS holders are not held by the National College for Teaching & Leadership.


Induction for QTLS holders
Holders of QTLS who are SET members may be appointed to permanent positions as qualified teachers and will be exempt from serving a statutory induction period in schools.
Overseas qualified Teachers

Scotland and Northern Ireland
Teachers who trained in either Scotland or Northern Ireland must obtain QTS to take up a teaching post in a maintained school or non-maintained special school in England. Overseas trained teachers (OTTs) who qualified outside of the European Economic Area (EEA) who have gained recognition as a teacher in either Scotland or Northern Ireland can also apply for QTS in England.

EEA 
If an EEA member state recognises the individual as a qualified school teacher they can apply for QTS in England. An EEA member state needs to recognise the qualifications and the individual will need 3 years of experience as a teacher in that state. Swiss nationals are also eligible to apply for QTS in England.

Candidates will not need further training and will be exempt from having to serve a statutory induction period. 

Australia, Canada, New Zealand and the USA EEA
Teachers must apply to NCTL for the award of QTS before they can be recognised as qualified teachers. The candidates will need to complete an online application form and will be required to send a letter confirming that the teacher is qualified and eligible to teach permanently in the country in question. Only letters from the recognised authority will be accepted for this purpose.

The NCTL will verify that the individual is a fully qualified teacher in Australia, Canada, New Zealand or the USA and has not been barred from teaching. Subject to satisfactory completion of these checks, the teacher will be issued with a letter confirming the award of QTS. Details of fully qualified teachers from Australia, Canada, New Zealand and the USA will be held by the NCTL on the database of qualified teachers in England. 

Candidates can apply for QTS via:

https://teacherservices.education.gov.uk/MutualRecognition 

Email: QTS.enquiries@education.gsi.gov.uk 
If trained in a country outside of the EEA, other than Australia, Canada, New Zealand or the USA, candidates need to complete an accredited training programme in England to obtain QTS and take up a permanent teaching post.

Overseas Teachers will be required to satisfy The UK Border Agency requirements for purposes of remaining and working in the UK. These checks should be undertaken by the school as part of their usual recruitment process.

Any Teachers who are barred or subject to any restrictions on their eligibility to teach in their country of qualification will not be able to be recognised as qualified Teachers in England. 

Once QTS has been awarded candidates will not need further training and will be exempt from having to serve a statutory induction period. 

Useful links:

http://www.education.gov.uk/schools/careers/traininganddevelopment/qts/a00205922/qlts-guidance
https://set.et-foundation.co.uk/
https://set.et-foundation.co.uk/professionalism/gaining-qtls/equivalence-of-qtls-and-qts/ 

Contact details:

Department for Education 
Piccadilly Gate, Store Street, Manchester, M1 2WD 
Tel: 0370 000 2288



QTS E-mail: qts.enquiries@education.gsi.gov.uk   
The Society for Education and Training 
157-197 Buckingham Palace Road, London SW1W 9SP
Tel: 0800 093 9111               
Membership E-mail: membership.enquiries@etfoundation.co.uk 
DFE FAQ’s ON THE 2012 CHANGES TO INDUCTION




APPENDIX E
Are you abolishing statutory induction? 

No. Induction is an important bridge between training and practice that supports newly qualified teachers to build their effectiveness and improve their teaching. It also provides an important quality assurance measure for schools, pupils and parents.

We know that schools value induction, and we’re aware from the consultation on changes to the regulations that there is strong support for measures which allow schools greater freedom to exercise their discretion according to local circumstances.  

Why are you changing the induction arrangements?
The school landscape is changing fast with a rapid increase in the number of academies and the development of a national network of teaching schools leading more school-based ITT. The current induction arrangements offer a simple, fair and transparent process for benchmarking good practice.

However, it is essential that they are modernised to reflect the developing schools-led environment for ITT and CPD. We need induction arrangements that meet the needs of all schools and teachers including academies, free schools and independent schools.

We have also taken this opportunity to reduce unnecessary prescription and bureaucracy, and to trust schools to use professional judgment to manage their own arrangements according to local circumstances.

What are the main changes?
The main changes include:

· enabling the new network of teaching schools to act in the role of Appropriate Body to quality 
assure induction processes 

· extending the 16 month limit on short term supply work, to a maximum fixed 5 year period from 
the point of award of QTS, before having to undertake induction 

· giving appropriate bodies flexibility to reduce the length of the induction period in certain 
circumstances to a minimum of one term in recognition of previous teaching experience
· enabling all settings (permitted within primary legislation) to offer statutory induction provided 
they meet the required conditions including pupil referral units (PRUs). 

We are retaining:

· the requirement for a 10% reduced timetable 

· the ‘one chance to pass induction’ rule. 

Who will this affect?

Changes to induction arrangements will apply to maintained schools in England and to independent schools including academies and Free Schools and other settings that wish to provide statutory induction for their Newly Qualified Teachers (NQT’s). These will also apply to organisations that carry out the role of Appropriate Body.
When will any changes take place?

The changes will come into effect from September 2012. New regulations have been published in spring 2012 to give schools a chance to prepare for the new arrangements.

We intend to publish revised statutory guidance in summer 2011/12.

What does this mean if I am starting my induction before September 2012?

The current arrangements will remain in place until August 2012. NQT’s whose induction period continues from 1 September 2012 will be subject to the new arrangements.

Will teaching schools have a role in induction beyond their role as employer?

The new arrangements will enable teaching schools to contribute to the quality assurance of induction arrangements by choosing to act in the role of Appropriate Body for those NQTs serving induction in other maintained schools.

Teaching schools will be outstanding schools, linked to Higher Education Schools (HEIs), whose staff are at the forefront of teaching and leadership practice. They will have an important role in the quality assurance of initial teacher training (ITT). Extending their involvement into the quality assurance of induction is therefore consistent with developing policy in respect of school to school support and the role we envisage for teaching schools.
OTHER FAQ’s ON STATUTORY INDUCTION
Can a period of supply cover count towards an NQT’s induction period?

An NQT can only use supply towards there induction period if they are staying in one school for a period of one term or more.

Should absence due to Strike or Training days be input onto the assessment in the absence section?

· Strike – if an NQT was out on Strike then the absence should be recorded on the NQT 
assessment form as 1 day’s absence. 

· Training – training can be included in the NQT’s 10% time. However colleagues are asked to 
be sensitive to the fact that NQT’s going on lots of training courses will loose out on what they 
would get from having their 10% in school. Any course that is required i.e. by the Local 
Authority should be in addition to an NQT’s 10%. 

Our NQT has been absent for a long period of time, what impact does this have on their induction?

An NQT can only have a total number of absences up to 30 days during the induction period. Where an NQT has had 30 or more days absence (with the exception of statutory maternity leave) the induction period is automatically extended by the aggregate total of days absent. Where the NQT is not continuing employment with the same school the NQT must find another school to complete induction and in these cases the minimum period of one term or equivalent must still be served.
An NQT has already been working at the school and this has been extended to a term, can this count towards their induction period?

The NQT period has to be agreed at the start of the period, NQT assessment periods cannot be completed retrospectively as there are certain support aspects (i.e. NQT time and observations) that have to take place as part of the induction period. Therefore any time prior to confirmation of a terms work would not be counted as the NQT would not have been receiving the appropriate support during this time.
What happens if our NQT goes on Maternity Leave part way through the induction?

Where an NQT has a break in induction due to statutory maternity leave, she can choose whether or not to extend induction by a period equivalent to the statutory maternity leave. Outstanding assessments should not be made until the NQT has returned to work and has had the opportunity to extend induction. An extension request must be granted.

If an NQT chooses not to extend the induction period following statutory maternity leave, performance will still be assessed against the teaching standards. The NQT should take advice before making this decision.

Section One


Introduction and summary of statutory requirements for induction





Section Two


Record of past professional development and experience





Section Three


NQT roles and responsibilities in school





Section Four


Your induction year:


		Objectives at the start of the induction period


		Self reflection against the Core standards


School induction programme – blank proforma


Summary of professional dialogue


	Self review


	Self evaluation on lessons


	Professional Development recording sheet


	Extra curricular interests and involvements








Section Five


Induction tutors materials:


	Sample proformas for observation


	Giving lesson feedback


		Professional review meetings records sheet


		Mentoring log





Section Six


Checklist to review standards against end of year review:


		End of year self-review


		Setting objectives for the second year


		National standards for the teaching profession





Section Seven


Appendices:


	





Section 1





This guidance documents, as with all documentation relating to employment matters of the school, will be applied fairly with a consistent approach, and in accordance with the School’s Equal Opportunities commitment.
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Section 2





Section 4
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Section 4





Ideas/activities you would like to initiate





Additional school based work and/or extra curricular activities in which you have  been involved





Implications for your professional development





Considerations for self review





Your areas of concern





Areas of success


 in the classroom





Your objectives for the coming half  term/term/year





How you could extend your relationships with students, staff and parents





Your overall view of your progress at various stages of the year





Section 4





Section 4





Section 4





Section 4





Section 4





Section 4





Section 4





Section 4





Section 4





Section 4





Section 4





Section 4





Section 5 





Section 5 





Section 5 





Section 5





Section 5





Section 5





Section 5 





Section 5 





Section 5 





Section 5 





Section 5 





Section 5 





Section 5 





Section 5 
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Interim Assessment forms
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Section 7
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Section 7





Section 7





HT/Local Authority carries out pre employment checks








Key





HT = Headteacher/Principal or equivalent


AB = Appropriate Body


IT = Induction mentor


NCTL = National College for Teaching and Leadership





HT agrees an independent Appropriate Body








HT appoints NQT to suitable post and notifies NCTL








HT notifies AB before NQT’s induction begins








HT appoints induction mentor








AB provides NQT with named contact








HT/IT/NQT agree NQT’s induction plan








AB determines length of induction period








AB/HT/IT - ongoing assessment of the NQT’s induction








IT - observation of NQT and reviews of NQT’s progress








NQT - observation of experienced Teachers





IT/NQT - other development activities as agreed





AB/HT/IT - formal assessments





AB/HT/IT - action if NQT’s progress is unsatisfactory





NQT leaves post before end of induction period





NQT reaches end of induction period





EXTENSION of induction period agreed - notify TA





HT/IT - interim assessments (if applicable) to AB and notify NCTL





HT - final assessment and recommendation to AB





AB - makes final decision on outcome of NQT’s induction





FAIL - notify NCTL





PASS - notify NCTL





HT - dismisses NQT immediately (within 10 days)





NQT/AB/TA Appeal process





NQT able to teach without restrictions





It is the schools responsibility during the recruitment processes to ascertain whether the candidate has QTS or QTLS and make the appropriate checks with the appropriate agencies that the candidate is qualified and able to work in their school. 
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Section 4 Your Induction Year

