Nottingham City Council NQT Induction Guidance

This guidance outlines the induction programme and processes for both NQT
and Induction Tutor/Mentor to equip them with the tools required to be an
effective and successful teacher and mentor.
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Foreword
Welcome to the City of
Nottingham
We are delighted that you are
starting your teaching career in the
City of Nottingham, an exciting place to live and work. You now have the
opportunity to join a thriving community of schools and academies where
teaching and learning is at the heart of all we do.
With its exceptional transportation links and a vibrant arts and entertainment scene,
Nottingham is the place to launch your career.
Our NQT induction is a statutory requirement and has been designed to ensure all our NQTs
have access to a high quality programme of support, monitoring and assessment,
complemented by a structured, schools based support network which provides an effective
bridge/transition from training to employment as a teacher, after Qualified Teacher Status
(QTS) has been awarded.
These materials have been produced to support you in a practical and purposeful way, help
you give your best to our city pupils, make a significant contribution to school improvement,
continue to raise standards of achievement and enable you to create the right conditions in
which to flourish.
We are very pleased to present this guidance to you. Our commitment to the quality of
learning and teaching in our schools is reflected in ensuring induction procedures for new
entrants into the teaching profession are exceptional.
May we take this opportunity to wish you the very best for a successful first year in the most
exciting profession and look forward to meeting you as the year progresses.
Yours sincerely

Director of Education
City of Nottingham
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Introduction
Welcome to the newly updated Nottingham City NQT
Induction Guidance.
This guidance outlines the induction programme for NQTs to equip them with
the tools to be an effective and successful teacher for all key stages.
The induction programme will be well-planned with targeted structured support, which will
be tailored to match individual needs, recognising that all NQTs will bring their own wealth
of skills and experience, enthusiasm and commitment which will be nurtured, hence the
importance of maintaining flexibility within the programme. This is a period of rapid learning
where knowledge and skills are consolidated.
It is expected that during their induction, NQTs will develop as reflective professionals,
becoming self-evaluating with regard to their work. Experienced teachers working with
them will have the opportunity to analyse issues and share their expertise and good practice
towards the development of others.
Further information may be produced by DfE (Department for Education), and the National
College for Teaching and Leadership (NCTL) and their websites are updated constantly. This
guidance intends to facilitate your work within schools, rather than trying to include all
available information, we have deliberately kept the contents to a minimum making many
references to web pages and our web based materials which we would recommend.
Useful Contacts
Mavis Bartley:

NQT Induction Programme Co-ordinator

Email:

As the Induction Programme Co-ordinator, I’m responsible for all aspects of
management and support for NQTs, Induction Tutors, Head Teachers and
schools/academies during the induction period. If you have any general questions or
queries please do not hesitate to contact me.
mavis.bartley@nottinghamcity.gov.uk

Telephone:

0115 876 5039

Alison Traska:
Lesley Lyon:

Monitoring Adviser for NQTs in Foundation, KS1, KS2 and Special Schools.
Monitoring Advisor for NQTs in Secondary Schools.

Sue Hoyland:

Independent ‘Named Person’ for NQTs to discuss difficulties during induction.
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The Induction Period –
Statutory Requirements
There is statutory guidance for NQT Induction from the Department for
Education. Induction for newly qualified teachers (England), this means that
those involved in managing statutory induction arrangements must have
regard to it when carrying out their relevant duties. The guidance covers
those settings which are both required to, or choose to, offer induction to their
newly qualified teachers.
Qualified teachers who are employed in maintained schools, non-maintained special
schools, maintained nursery schools and pupil referral units in England must, by law,
complete an induction period (unless they are covered by exemptions in the statutory
guidance) after gaining qualified teacher status (QTS). There is no legal requirement to
complete satisfactorily an induction period if an NQT intends to work solely in the
independent sector, including academies and FE institutions.
The guidance summarises the arrangements for the completion of a period of induction by
newly qualified teachers (NQTs). It also outlines how school staff should support, monitor
and assess NQTs during their first three terms of teaching, by setting out the roles and
responsibilities of each of those involved in the induction support programme.
It also covers appeal arrangements if teachers disagree with a judgement that they have not
met the required Induction Standards, or if there is a need to extend their induction period.
The National College for Teaching and Leadership is the designated Appeals Body.
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The following are some key points from the guidance which will help with any
initial queries about procedures. However, any school employing an NQT is
strongly advised to download a copy of the full document from the
Department for Education website.


Teachers must complete an induction period of three school terms (or equivalent) if
they are to continue to work in maintained schools or in non-maintained special schools
in England. NQTs who are awarded QTS but do not satisfactorily complete a statutory
induction period will not be eligible for employment as a teacher in a maintained school
or non-maintained special school.



NQTs cannot start their induction until they have Qualified Teacher Status (QTS), i.e.
until they have successfully met all the QTS standards, including passing the skills tests.



NQTs MUST have a reduction of their teaching timetable in relation to other teachers in
their school, as this is essential for their induction to take place.



NQTs should bring their Career Entry Development Profile (CEDP) to their first post.



The Teachers’ Standards will be used to assess an NQT’s performance throughout their
induction period.



In order for the NQT to serve induction the head teacher/principal and appropriate body
must first agree that the post is suitable for this purpose.



Statutory induction is not a legal requirement to teach in the FE or independent sector,
including Academies and Free Schools, but may be served in these settings



The minimum period of employment that can be counted towards induction is one term
(full time).



NQTs who work part-time will need to serve the equivalent of one full academic year.
The school and appropriate body should agree assessment periods which take account
of the NQT’s working pattern.



Head teachers and induction tutors should ensure that arrangements are in place for the
confidential storage of documents including assessments.



If an NQT is not making satisfactory progress, the appropriate body should be informed
as soon as possible and the head teacher or principal must ensure that additional
monitoring and support arrangements are put in place immediately



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 head teacher / principal.
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The induction period is automatically extended when an NQT’s absences total 30 days or
more. Induction is extended by the aggregate number of days absent.



NQTs who take maternity leave during their induction period may decide if their
induction period should be extended. Advice should be sought so decisions can be made
on an individual basis.

An induction period may be reduced in recognition of previous teaching experience and in
exceptional circumstances. This must be agreed in advance with the appropriate body.

The Headteacher/Principal
Responsibilities:
The head teacher/principal 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 tutor 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;
• 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 has met the
relevant standards or requires an extension;
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• participate appropriately in the Appropriate Body’s quality assurance procedures;
• retain all relevant documentation/evidence/forms on file for six years; and

Whilst much of the statutory responsibility for induction falls to the Headteacher, in practice
much is delegated to induction tutors. The headteacher however must have in place
appropriate quality assurance processes to ensure that all the necessary actions are taking
place and the judgements being made are equitable and valid.

The Induction Tutor/Mentor
Responsibilities
The Induction Tutor should have a clear job
description outlining their duties and their
lines of accountability.
They 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 NQTs to add their comments;
• ensure that the NQT’s teaching is observed and feedback provided;
• ensure NQTs are aware of how, both within and outside the institution, they can raise any
concerns about their induction programme or their personal progress;
• take prompt, appropriate action if an NQT appears to be having difficulties.

The NQT’s Responsibilities
The NQT should:
• provide evidence that they have QTS and are
eligible to start induction;
• meet with their induction tutor to discuss
and agree priorities for their induction programme and keep these under review;
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• agree with their induction tutor 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 tutor 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 institution;
• keep track of and participate effectively in the scheduled classroom observations, progress
reviews and formal assessment meetings;
• agree with their induction tutor 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.

The Governing Body
Responsibilities
The Governing Body:
• should ensure compliance with this guidance;
• should be satisfied that the institution has
the capacity to support the NQT
• should ensure the headteacher/principal 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 institution’s agreed
grievance procedures;
• can seek guidance from the Appropriate Body on the quality of the institution’s induction
arrangements and the roles and responsibilities of staff involved in the process;
• can request general reports on the progress of an NQT.

The Role of the Appropriate
Body – Nottingham City Council
(LA)
The responsibilities of the Appropriate Body are:
 Along with the Headteacher, to be responsible
for NQT training, support, guidance and
supervision during induction.
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To decide whether or not the NQT has met the Induction Standards, on the basis of
the Head teacher’s recommendation.



On completion of the final term of induction, to inform the Teaching Agency with
the outcome of induction and an electronic list of successful NQTs and any who have
failed to meet the standards or who have their period of induction extended.



To identify a named contact with whom the NQT may raise concerns about their
induction support programme where they cannot be resolved within the school.



To ensure itself that Head teachers and governing bodies are aware of, and are
capable of meeting, their responsibilities for monitoring, support, assessment and
guidance and for undertaking a rigorous and equitable assessment of NQTs.

Nottingham City Council is also part of a regional group; this enables good practice to be
shared across Appropriate Bodies.

LA monitoring
Schools should register NQTs by using the registration form. (website)
The LA will then:


Keep a record of the names, TRN reference number, date of birth of each NQT for whom
it is the Appropriate Body, and the stage of induction period each NQT has reached
based upon the information from Head teachers.



Liaise with other LAs as appropriate about an NQT employed on a part time basis in
more than one school at the same time.



Make sure that it is fully aware of the circumstances where any summative assessment
forms have not been submitted or signed. Assessment forms are monitored for school’s
procedures and NQT’s progress against the Teachers’ Standards (Assessment
Verification Panel).



Schools are asked to submit an induction plan for NQTs which outlines the monitoring,
support and assessment programme. The LA will monitor the quality of the induction
plans and schools will receive appropriate feedback and advice.

Quality Assurance visits
The LA will concentrate monitoring and support visits where needs have been identified in
assessment reports from the schools, or via direct contact where necessary, and support will
then be provided. The LA will visit a sample of other schools to secure consistency of
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assessment and match of support programmes to targets. The aim is to monitor the full
range of practice, not just problems.

Criteria for selection for Quality Assurance monitoring visit


A selection of NQTs will be visited by the monitoring advisers.



School Improvement Adviser recommendation will be considered.



Schools which have not hosted an NQT for some time



Schools which have expressed concerns on submitted assessment forms.



Repeat visits will be made where the monitoring adviser feels it necessary, and
additional support identified when appropriate.



NQTs that are in schools for short periods (1 term min) will be included.

Structure of the Quality Assurance Visit
Schools will be informed of the visit in advance.
The focus of the visit will be to:



monitor the NQT's progress towards meeting the induction standards;
assess the quality of the school’s induction programme.

The visit will comprise of a classroom observation followed by feedback and discussion with
the NQT. The criteria used for this observation will be the Teachers’ Standards. The
observation will not be graded but will emphasise the strengths in the teaching observed
and identify areas for development linked into the teacher’s career entry profile.
The NQT will have the opportunity to comment on the induction process and raise any
concerns with the monitoring adviser. Following this, the monitoring adviser will meet with
appropriate school staff to discuss the implementation of the school induction plan and the
Career Entry Development Profile, together with the NQT’s progress towards meeting the
Teachers’ Standards.
The outcome of the meeting will be shared; one copy of the observation form being
available for the teacher, one for the school file, plus a full copy of the NQT quality
assurance visit form being made available for the school file.
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Has a designated Induction Tutor/Mentor been allocated?
The role of the Induction Tutor should be well supported and recognised within the wider
school context. The tutor needs to have, or should be developing, the specific knowledge,
skills and understanding required to carry out their responsibilities effectively.
The LA provides training for Induction Tutors twice each year. It is important that new tutors
attend this and that existing tutors attend when standards or guidance changes. (every 3
years)
Where induction is most effective, there is recognition of the importance of the role of
Induction Tutor and strong management structures to assure the quality of the induction
process. The allocation of this role therefore needs careful consideration.
If the school hosts a number of NQTs and has several induction mentors it is helpful to have
one person in a coordinating role to ensure consistency of support and writing of
assessments.

Has the NQT been registered with the LA?
The NQT should be registered with the LA as soon as possible after appointment. It is
important that all information requested on the form is completed.
The registration form can be downloaded from our website Registration Form

Induction Policy
It is good practice for all schools to have an Induction policy. The policy
takes into account the induction of all staff taking up a new post. An effective
induction will ensure that the new member of staff has the necessary
information to work effectively and understand the context of the school and
its community.
All staff requires an induction programme. The content, complexity and length of the
programme will vary depending on the nature of the role.
An induction programme for an NQT will need specific details with reference to statutory
requirements. Schools will have their own format for policy documents but some of the
following suggestions might be helpful for inclusion in the policy for the induction of NQTs.
Suggestions for inclusion in the policy
 A statement of intent


A set of principles upon which the school bases the whole induction process



Information about the roles and responsibilities of staff / bodies who are involved in the
process
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Roles and responsibilities of the whole school in supporting the NQT and furthering their
professional development



How the induction programme fits into the larger plan for the induction of all new staff



Arrangements the school will have in place following appointment and prior to taking up
post in order to provide the NQT with contextual details about the school, timetable,
staffing and additional support for NQTs



Arrangements for the use of the Career Entry Development Profile (CEDP)



Pattern of meetings, both formal and informal



Arrangements for observations, suggested protocol



Review and assessment details – outlining procedures which will be used for successful
teachers and for those about whom there are concerns



Access to professional development opportunities



The next steps. What can the NQT expect in the second and subsequent years

For a copy of a draft school induction policy CLICK HERE
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The Induction Process
The post suitable for induction
In order for the NQT to serve induction the head teacher/principal and
appropriate body must first agree that the post is suitable for this purpose. A
suitable post must:


provide the NQT with the necessary employment tasks, experience and support to
enable them to demonstrate satisfactory performance against the relevant
standards throughout and by the end of the induction period



not normally demand teaching outside the age range and/or subject(s) for which the
NQT has been employed to teach;



not present the NQT, on a day-to-day basis, with discipline problems that are
unreasonably demanding for the setting;



involve the NQT regularly teaching the same class(es);



involve similar planning, teaching and assessment processes to those other teachers
working in similar substantive posts in the institution are engaged; and



not involve additional non-teaching responsibilities without the provision of
appropriate preparation and support

If you are unsure if the post is suitable for NQT induction you should seek advice from the
LA. This might include posts which are part time, temporary, PPA cover in any institution;
teaching different subjects or confined to teaching one key stage in secondary settings.
13
If

Checks required at the time of employment
Has QTS been awarded?
This is extremely important. Make sure you see the certificate, if the NQT cannot show you
this then check with the National College for Teaching and Leadership national database via
email on qts.enquiries@education.gov.uk before you register the NQT to begin the
induction process.

Skills Tests and QTS
Trainees completing initial teacher training cannot be recommended for the award of QTS
until they have passed the skills tests.
Candidates who do not pass the skills tests at the second re-sit must wait until a two-year
period has elapsed from the date of the second re-sit, before they would be eligible to take
three further attempts at the skills tests. If the test is passed at this point, they may be
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eligible to be recommended for the award of QTS. The two-year period is considered a
reasonable time during which candidates can become proficient at the skills assessed in the
tests before further attempts.

The Role of the Appropriate
Body – Nottingham City
Council (LA)
In the DfE guidance the LA is referred to as
‘The Appropriate Body’.
In Nottingham City we aim to ensure that all NQTs entering our schools receive teaching
experiences in which they can complete their induction effectively e.g. experience a full
range of teaching opportunities over a sustained period of time.
Nottingham City has made a commitment to respond to requests for support and guidance
from NQTs, Head teachers, induction tutors and governors in an appropriate way. It also
acts as an appropriate body for academies, other independent schools and FE colleges if
requested.
The induction co-ordinator is responsible for NQT induction in the LA and is also responsible,
together with a panel of colleagues from schools and representatives from ITT, for making
the decision about the satisfactory completion of induction (the Assessment Verification
Panel). This panel meets once every term.
Monitoring visits to schools and in-depth responses to requests for support and guidance
are provided by two Monitoring Advisers. There is also an LA associate who is the impartial
‘named person’ whom NQTs may contact if they have concerns about their induction and
who will not be involved in making final decisions about induction outcomes.
The LA regularly provides information directly to Head teachers and governing bodies by
email, newsletters, training courses and briefing sessions.
The appropriate body provides an induction training programme for Primary NQTs over the
academic year. The appropriate body also provides guidance by suggesting schools where
good practice may be observed.
The appropriate body feels it imperative that all staff directly involved with the monitoring
and support of NQTs are aware of the regulations and are skilled enough to carry out this
challenging work. Training courses for Induction Tutors are provided by the LA twice each
year. It is very important for new Induction Tutors to attend these; it is also useful to attend
after any changes in statutory guidance.
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Career Entry Development Profile (CEDP)

The career entry development profile (CEDP) is designed to help trainee and
newly qualified teachers think about their professional development at key
points towards the end of their training and through their first year of teaching.
The three transition points are as follows:
 Transition point 1 – this is towards the end of the final year of training
 Transition point 2 – at the beginning of the induction period
 Transition point 3 – at the end of the induction period.
The first meeting in school will be at transition point 2. The NQT should be informed of any
school based, or LA based induction programme; the meeting should give an opportunity to
discuss priorities for induction. Use should be made of the points identified by the NQT at
transition point 1.
Transition point 3 will be towards the end of the induction period. The meeting should give
an opportunity to review the entire induction period and reflect on successes and
challenges. This will enable the NQT and school to focus on continuing professional and
career development. It can be a useful time to reflect on how the CEDP has been used and
whether any changes might be appropriate to maximise its effectiveness.
At this last meeting check that you have:
 reflected back on professional development so far. This is important for the NQT and the
school. The school needs to use this meeting to evaluate their programme and identify
any issues for improvement;
 identified the evidence of success;
 reflected a balanced view;
 looked ahead and identified needs and opportunities for continuing professional and
career development.
The main vehicle for the discussion of the CEDP targets will be at the ‘Professional Review
Meetings’ which should be held at least each half term but preferably more frequently.
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Objective Setting
Professional development objectives provide a
strong sense of purpose and direction to those
directly involved in induction. They help NQTs not
only meet the Teachers’ Standards but also look
towards
their
longer-term
professional
development once the Standards have been met.
They also provide a basis for reviewing NQTs’
progress, and enable NQTs and their Induction Tutors to identify both the aspects of the
induction programme that are supporting improvement and the areas in which changes
need to be made. To fulfil all these roles effectively, objectives in the induction period need
to be carefully thought through and designed to meet the individual needs and
circumstances of the NQT.
Objective-setting is not an end in itself. It is part of an overall professional development
process that includes review, planning and action. This section focuses on the characteristics
of effective objectives.

Objectives vary in a number of significant ways:




the extent to which they address short, medium or long-term needs within the induction
period;
the levels and types of support they require (some can be addressed independently
whilst others demand intensive development activity);
the way in which they balance the personal priorities of the NQT and the demands of
the context in which the NQT is working.

Effective objectives share a number of characteristics. They are:







challenging and realistic;
precise and focused;
framed in a way that leads to clear statements about their achievement;
limited in number and balanced against other professional demands;
set within clear time frames;
linked to a programme of monitoring

When setting objectives in the induction period, it is helpful to address the
need for:


early identification of objectives, based on the strengths and priorities for development
identified by using Transition Point One of the CEDP;



objectives that lend themselves to the half-termly review cycle and therefore can be
either achieved relatively quickly in their entirety or monitored through interim goals;



a balance between building on NQTs strengths and addressing their areas for
development;

16 | P a g e



a clear focus on teaching and learning that helps NQTs to maintain high expectations of
their own development as well as that of the pupils in their charge;



a recognition of the extent of the individual NQT's workload and a balance between
professional development objectives and the day-to-day needs of pupils' education;



flexibility to respond to rapidly changing needs during the induction period and
fluctuations in rates of progress.

Objectives will often relate to more than one Teachers’ induction standard. This is shown in
the objectives shown below which have been extracted from the action plan for one
primary teacher. Each objective relates to assessment and was set following either the
NQT's initial discussion with their Induction Tutor or a performance review meeting.

Sample objectives


By the end of the first four weeks, to have become familiar with the school's policies and
procedures for assessment, recording and reporting, and to have developed records that
are consistent with these policies.



By the end of the first term, to have developed sound knowledge of individual pupil
performance and identified trends and patterns in the performance of individuals and
the class as a whole.



By the end of January, to have developed teaching objectives and effective strategies
that are explicitly based on your monitoring and assessment information.



By the end of the second term, to be able to make independent and accurate
assessment of achievement against attainment targets, and to communicate effectively
to all pupils and parents about these and about how pupils can progress to their next
stage of learning.8



By the end of May, to be able to set individual targets that is challenging, attainable and
in line with the school approach to target-setting.

Objective setting in the induction period helps to prepare NQTs for longer term
objectives to be set for the second and subsequent years of teaching when performance
management arrangements will apply.
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Action Planning
Once a set of objectives has been agreed,
decisions need to be taken about what
actions will best support their achievement.
Adopting a systematic approach to
developing an action plan will make it
easier to:


Identify the steps that will be taken to help the NQT achieve the objectives identified;



Make sure that the support programme is manageable for both the NQT and the school;



Monitor and review progress towards objectives; and



Regularly revise and update the plan throughout the induction period as the NQT's
needs and priorities change, new opportunities arise, or unforeseen issues need to be
addressed.

The NQT may be able to work towards most objectives on a day-to-day basis as part of
normal teaching activities. Other objectives may involve the support of colleagues in the
school or expertise from outside the school. This process involves the NQT and the
Induction Tutor working together to decide and record.









The agreed objectives
The way in which the objectives are framed will affect how achievable they are, and the
ease with which progress towards them can be supported, monitored and reviewed.
The actions to be taken to achieve them, and by whom
Actions need to indicate, as clearly as possible, the nature and level of support required
and its source. It is helpful to identify the key person(s) responsible for the action and
when they will be called upon to make it.
The criteria against which judgements can be made about the extent to which each
objective has been met successfully
These will be most useful if they are expressed in as direct a way as possible in order to
enable all those involved to work towards the same ends. It is helpful to indicate the
kind of evidence that is expected.
The resources, if any, that will be needed
These usually take the form of time or funds, and need to be matched as accurately as
possible to the actions so that the school has confidence that it can provide the
necessary support from either within or outside the school.
Target dates for their achievement
This represents a best estimate and may be subject to change depending upon the
individual NQT's progress and circumstances.
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Dates when progress will next be reviewed
In most cases this will be the next professional review meeting, at which objectives will
be reviewed and, if necessary revised, with new objectives being set.

Observations
Observations are a central part of the
Induction Period. They provide an
essential source of evidence for use in the
formal assessment meetings. They will also
contribute to discussions in professional
review meetings. The observation should
support the NQT in his/her professional
development and build on the CEDP.
It will provide evidence of:
 what impact their work is having (professional accountability);
 what progress they are making against the Teachers’ Standards;
 strengths and weaknesses;
 areas for development/improvement.
Most NQTs welcome observations of their teaching. Observations have been an important
part of their Initial Teacher Training and they are skilled in making good use of them. NQTs
also benefit from observing other teachers and this should be organised as part of the
Induction Period.
Most Teachers’ Standards are not observable during a normal lesson observation and
have to be evidenced from other sources.
www.gov.uk/government/publications/teachers-standards Largely, you will be looking for
the development of increasing competence in the new Teachers’ Standards. Examples of
observation pro-forma have been included, as has a post-observation recording sheet.

Some practical considerations





The NQT should be observed in the first four weeks in the post. Thereafter, the NQT
should be observed once every half term, a minimum of 6 observations across the entire
induction period
It is important that notes are made during the observation which can be used in
Follow up discussions with the NQT (see observation record sheet)
It is likely that the Induction Tutor will undertake most of the observations. There may
also be times when it would be appropriate for a colleague from within or outside the
school to observe. The Headteacher or Head of Department may also observe the NQT.
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It is helpful and usual for the Induction Tutor to coordinate all observations. The tutor
can then coordinate feedback and ensure that developmental feedback is given and
targets relating directly to the Teachers’ Standards are agreed with the NQT.

Some Guiding Principles for observations
A code of practice should be established for all staff who will be involved in observing the
NQT which is based on negotiated agreement and which protects the rights of the NQT.
The NQT has a right to know:









When an observation is going to take place. The NQT should have adequate notice,
ideally a week;
Who will observe;
What the focus for the observation will be:
o A clear focus should be identified which enables the observer to give clear and
feedback and set targets for development which relate to the Teachers’ Standards
and can be used in the formal assessment meetings;
o Appropriate criteria should be used to identify the progress towards Teachers
Standards;
o NQTs should be as involved as possible in the choice of focus;
o An open and professional relationship should be developed at this stage which
encourages the NQT to take responsibility for their own development.
How the data will be collected;
How they can contribute to the process;
What form and when the feedback will take place;
That they will be given developmental targets and ongoing support.

Giving Feedback
As part of their code of practice for observations, all schools will have some guidance for
giving feedback which should be followed when giving feedback to all staff, including NQTs.

Some Practical Considerations





Decide on the time, and location for the feedback. This should be planned and not take
place ‘on the hoof’;
Think about the style and format of feedback before you begin;
Use the data from the observation as a starting point for the discussion;
Keep to the focus you agreed on.

Giving feedback and negotiating targets is a key element of support for the NQT. The NQT
knows this and could be anxious. Try to give the NQT some brief informal and reassuring
comments directly after the lesson and ensure that the feedback takes place as soon as
possible afterwards. It can be helpful to go through the observation form before the
feedback and look for evidence against the standards. You are looking for ‘increasing
professional competence’ against the Teachers’ Standards
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Highlight any examples of evidence; these can then be used in your discussion.



Encourage the NQT to comment, they need to be increasingly self-evaluative, taking
more responsibility for their professional development;



Provide an overview and emphasise the positives as much as you can;



Take each element of the focus in turn – give specific information and examples to
support your comments;



Decide together key issues for action;



Negotiate targets with the NQT, ensure you fill in the observation record sheet and that
both NQT and tutor sign and date this;



Ensure that the targets are closely linked to the further development of new Teachers
Standards;

Be honest! It is crucial that the NQT understands the messages you are giving and
sometimes these are not easy ones.

Professional Review Meetings
Professional review meetings are in
addition to the formal, termly assessment
meetings. They are an integral part of the
induction programme and should take
place once each half term.
There will of course, be more frequent informal discussions that review the NQT’s progress,
but formal professional review meetings ensure that the NQT and Induction Tutor are able
to dedicate time to thinking about the NQT's teaching in a focused way. These meetings
have a central role in the NQT's development in that they not only look back at progress
made, but also look forward to future objectives and professional development provision.
NQTs often refer to such discussions as being among the most valuable components of their
induction experience.
Professional review meetings should:







review targets set in the CEDP;
draw on evidence from different sources;
identify strengths and areas for further development;
look at progress in relation to the Teachers’ Standards;
identify specific action to develop the NQT’s teaching;
consider medium and long term development as well as short term goals;
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review and revise objectives and action plans for the NQT’s professional development;
review the NQT’s support programme and ensure it matches the needs of the NQT as
they change during the course of the induction period.

Preparing for the professional review meeting
The NQT and tutor should prepare for the professional review meeting by reviewing various
sources of evidence collected over the half term period.
This evidence could be in the form of:






records of observations;
planning;
pupils' work;
assessments and records;
evaluations of planning and teaching.

NQTs taking up their first posts have developed skills in evaluating their teaching and
professional development during their initial teacher training.
By continuing to practice and develop these skills during the induction period, NQTs will be
able to contribute fully to the professional review meetings, and to gain maximum benefit
from the opportunities that these discussions offer.
In addition to evaluating their lessons, NQTs will wish to prepare for professional review
meetings by taking a broader look at their professional development in their first post in the
context of the Teachers’ Standards.
It may be helpful to consider some of the following questions when preparing for the
meeting.


To what extent have I achieved my objectives?



What evidence is available to support judgments?



What progress is being made towards the induction standards and what evidence can be
drawn on to support this?



How has the 10% release time been used?



How effective has this been?



How effective has the induction process been so far?



How effective has any other professional development been?



Are there any areas where I would like more support?



Are there any particular issues which can feed into targets for the next review?
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It is important to record, sign, date and keep copies of the professional review meeting. A
suggested pro-forma for this is included in this section of the file.

Teachers Standards
The Teachers’ Standards will be used to assess an NQT’s performance during and at the end
of their induction period. To access a copy of the standards please CLICK HERE

Assessment
The arrangements for the assessment of
NQTs during the induction period give
schools and LAs an important role in
ensuring high standards of entry to the
teaching profession.
Schools and NQTs know that monitoring and
providing feedback on new teachers’ progress against agreed objectives supports and
advances their professional development. This ‘formative assessment’ is a well-established
component of induction programmes in most schools: observation of teaching, objective
setting, and both formal and informal feedback on progress have been typical features of
most teachers’ first year of teaching. The statutory induction arrangements make sure that
this is an entitlement for every NQT by setting out a programme of formative assessment
activities that includes observations and meetings to review progress at least every halfterm. (The half-termly meetings are the professional review meetings, see section in file.)
Headteacher/principal are asked to make summative assessments of the NQT’s teaching
and progress based on termly assessment meetings between the Induction Tutor and/or the
Headteacher and the NQT. Head teachers are also required to report the outcomes of these
meetings to the LA, and to make a recommendation to the LA at the end of the NQT’s
induction period about whether the NQT has met the Teachers’ Standards.
The LA makes a decision about whether the NQT has completed the induction period
satisfactorily, based on the Head teacher’s recommendation. The LA then communicates
this decision to the NQT, the Headteacher, the NQT’s employer, and the National College for
Teaching and Leadership. The national induction arrangements have been designed to
make sure that everyone involved has confidence in a school’s assessment procedures, and
are clear about the progress of each NQT against the Teachers’ Standards, well before the
Headteacher makes the formal recommendation.
Schools should alert the LA as early as possible to any concerns they have about a particular
NQT; LAs will need to offer support and guidance to any schools that require it in order to
discharge their responsibilities. Because of this communication between the school and LA,
and the LA’s quality assurance mechanisms, the LA should only very rarely need to disagree
with the Head teacher’s assessment. If there is a disagreement, however, the final outcome
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will be decided by the LA, or by the appeal body if an NQT wishes to appeal against the LA’s
decision.
It is important to collect an evidence base to assess the NQT’s progress against the
Teachers’ Standards. A lot of evidence for judging progress against the Teachers’ Standards
can be collected from lesson observations. However a lot of evidence for the Teachers’
Standards will also need to be collected from activities outside the normal lesson
observation.
Evidence may be collected from:








professional review meetings;
discussion with colleagues, parents, pupils;
assessments;
planning and evaluation;
evaluation of professional development activities;
engagement by the NQT with the induction programme;
responsibility taken by the NQT for their own professional development.

The Record of Evidence against the Teachers Standards Form will support this as an ongoing record. Other colleagues as well as the NQT and induction tutor could also make a
contribution to this.
The governing body can request general reports on the progress of an NQT on a termly
basis but are not automatically entitled to have access to an individual’s assessment forms.
The exception to this would be when an NQT has raised concerns about a particular issue/
assessment via the institution’s grievance procedures, which would in many cases require
the governing body to investigate the situation. If at any stage the governing body has
questions or concerns about the quality of the institution’s induction arrangements and the
roles and responsibilities of staff involved in the process they can seek guidance from the
Appropriate Body.

The Formal Assessment Meetings
Three formal assessment meetings are held between the NQT and either the Induction
Tutor or the Headteacher during the induction period towards the end of each term. The
timing of these meetings needs to link to the date the LA request the assessment forms to
be sent.
These meetings are in addition to the professional review meetings and any other informal
and ongoing conversations between NQT, tutor and other staff.
Formal termly assessment meetings are distinct from professional review meetings which
are held each half term. Some NQTs and Induction Tutors may agree to hold the assessment
meeting immediately following the last review. However the NQT may prefer to have an
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opportunity to reflect on the outcomes of the progress review before the formal
assessment.
In most cases the pattern of the meetings will be as follows:


The first meeting will focus mainly on the extent to which the NQT is beginning to meet
the Teachers’ Induction Standards;



The second meeting will focus on continuing progress towards meeting the standards;



The third and final meeting will focus on whether the NQT has satisfactorily completed
the induction period.

These assessment meetings should be informed by written reports from at least two
observations and professional review meetings that will have taken place during the term.
Judgements should be made based on evidence that has been gathered during the term and
should relate directly to the Teachers’ Standards. The 'Record of Evidence against the
Standards' form in this guidance will support this process.
96bbThe final 97
The final meeting should align with the CEPD transition point 3 and give an opportunity to
review the entire induction period and reflect on successes and challenges. This will enable
the NQT and school to focus on continuing professional and career development, and agree
appropriate targets for the second year in teaching.
At this last meeting check that you have:
 reflected back on professional development so far. This is important for the NQT and the
school. The school needs to use this meeting to evaluate their programme and identify
any issues for improvement;
 identified the evidence of success;
 reflected a balanced view;
 looked ahead and identified needs and opportunities for continuing professional and
career development.
 Agreed year 2 targets

Managing the Meetings
Experience suggests that the following factors are important in conducting successful
meetings.
Before…
 distinguish clearly between formal assessment meetings and any ongoing informal
conversations or professional review meetings;


consider the venue for the meeting carefully. Should it be held in the NQT's classroom,
Induction Tutor's room or Head teacher's office? The best setting is likely to be one that
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is conducive to a private professional discussion where all involved will feel comfortable
and where there is very little likelihood of being interrupted or overheard;


agree an agenda in advance, preferably several days before the meeting. This will set the
focus for the meeting and could be structured around different sections of the standards
or be based on the NQT's objectives for the term;



allocate uninterrupted time and take steps to minimise the danger of rescheduling. A
meeting of between one and two hours will probably be needed to do justice to the
agenda;



agree in advance the amount and type of evidence that will be needed at the meeting
based on the agreed focus.

During…
 the meeting will normally be between the NQT and Induction Tutor but there may be
circumstances where it would be appropriate for someone else, such as the
Headteacher or Head of Department to be present if this would be particularly helpful in
the light of an issue being discussed, or where there are concerns about the NQT's
progress;


the discussion at the meeting should involve an honest assessment, which affirms the
NQT's strengths and identifies points for further development, but doesn't shy away
from areas that need to be improved. If patterns of feedback and professional dialogue
have been as open as they should throughout the term, there will be no surprises at the
meeting;



it is important that the NQT's own views are taken into account and that any support
which needs to be considered in more detail in subsequent review of progress meetings
is identified.

After…
 it is vital that there is a common understanding of the main points agreed during the
assessment meeting. This is particularly important if there is any doubt about the NQT's
ability to achieve the requirements for the induction period. Notes should be made and
in many cases it will be helpful to complete a draft version of the assessment report
during the meeting. It is important that the assessment report does not contain any
information that has not been discussed.
The LA sends out dates for receipt of the assessment forms. These three dates, one for each
term, will be sent to all schools with NQTs. As part of our quality assurance programme, all
forms are checked when we receive them.
All final forms are presented to the Assessment Verification Panel. This panel consists of
representatives from Initial Teacher Training, Schools and Learning division and from local
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schools. This panel meets every term and gives feedback both in an LA wide form and
individually to each school.
It is important that the assessment forms are sent to us by the dates set if we are to be
able to manage this process effectively.
Deadline dates can be found on our website on CLICK HERE
899
These dates are for NQTs who have a full-time contract, and started induction at the
beginning of a term. Alternative dates will be agreed for NQTs who have a part-time
contract or started induction part way through a term.

NQT's causing concern
The vast majority of NQTs make satisfactory progress
during their induction period. However some may
experience difficulties at different stages of their
induction, which could put them at risk of not
meeting the standards.


It is extremely important to raise concerns early no matter how difficult that may be.



NQTs should attempt to resolve concerns by discussion with the Induction Tutor and
Headteacher. Informal mentoring/pairing arrangements may be helpful at this stage,
and it is sometimes advisable to seek advice from teacher union representatives.



In the event of concerns not being resolved, NQTs should contact the impartial named
LA person.



If the named LA person is contacted, they should respond quickly by arranging a
telephone conversation with the NQT and offering support to resolve difficulties. Details
of this conversation should be retained by both persons.



The named LA person would consult with the Headteacher and Induction Tutor in an
effort to resolve the difficulties if necessary. Minutes of this meeting would be retained
by the school and LA;



In the event of unresolved concerns the named person would refer them to the
appropriate adviser for NQTs and a senior LA officer (Senior Adviser/Services Director,
Schools and Learning).

Procedures for teachers at risk of failing to meet the Teachers
Standards


Head teachers should undertake lesson observations and inform the LA about any
NQT who may be at risk of failing to meet the Teachers’ Standards as soon as
possible in writing. The Chair of Governors should be informed and the NQT should
be made aware of concerns.
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The NQT should be offered pastoral and professional support from a colleague who
is not involved with the school’s induction programme. The NQT should be advised
to contact relevant Union personnel if they wish.



The appropriate NQT adviser should be informed as early as possible and respond
quickly in making a standard quality assurance visit to collect information and
evidence. The LA will want to assure itself that the school’s assessment is secure and
that the school is acting appropriately.



Targets for improvement should be set together with a planned programme of
support. These will be provided by the school in consultation with the LA monitoring
adviser.



The Headteacher and Induction Tutor will together monitor progress towards targets
through a regular system of lesson observations and inform the LA of progress made.

Extension of the induction period after induction has
been completed
The appropriate body has the option, when making its decision at the end of the induction
period, to extend the period where this can be justified. The appropriate body may decide
to extend where there is insufficient evidence on which a decision can be based or where it
would be unreasonable to expect the NQT to have demonstrated satisfactory performance
against the relevant standards for other reasons. These might include:






personal crises;
illness;
disability;
issues around the support during induction; or
where there is insufficient evidence within induction documentation for a decision to
be made about whether the NQT’s performance against the standards is satisfactory.

An NQT may be unable to, or choose not to, serve an extension in the same
school/institution in which they completed their original induction period. They will then
need to find another post in which to complete the extension to their induction period. In
these circumstances the minimum period of employment must still be served as the NQT
will be working in a new institution.
If an NQT leaves an institution having started but before completing their extension, the
head teacher/principal should complete an interim assessment form and notify the
appropriate body.
It is important to:

Ensure areas of weakness are made very clear to the NQT to avoid misunderstanding
or lack of awareness of aspects of practice which need improvement, relating them
to specific Standards
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Provide evidence to support clear and unambiguous judgements against the
Teachers’ Standards



Ensure roles and responsibilities within the process are clear and understood by
those involved



Arrange for a third party to review the evidence and observe the NQT



Be very specific in the Action Plan about actions that will be taken to support the
NQT’s progress and ensure that these happen



Keep dated and signed records of any observations, any advice and support given,
and the outcomes of any meetings (including progress reviews)



Be positive and encouraging, but at the same time make sure that the NQT
understands the implications of continued unsatisfactory progress



Reinforce with the NQT that whilst the school will support and guide their progress,
the NQT must also take responsibility for the induction programme and should view
it positively



Advise the NQT to make contact with their Professional Association representative
as an additional source of advice



Check that the Headteacher has communicated, in writing, that the NQT is at risk of
not performing satisfactorily against the Teachers’ Standards for the completion of
induction.

When a school recommends extension of the induction period the appropriate box on
page 1 of the final assessment form should be ticked to indicate this together with the
suggested length of extension, usually one term.
The appropriate body is required to inform the National College for Teaching and Leadership
of any extensions agreed. The appropriate body will write to the school advising them to
inform the NQT of their right to appeal against this decision.
Further information about appeals can be found on the Department for Education website.
Click here

Completing the Assessment Forms
All forms relating to NQT induction are available
to download from the Nottingham City NQT
Induction website pages. If you incur any
difficulties in accessing this website please
contact the NQT Induction Co-ordinator.
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Page 1 – Personal and school information
 This first page contains information we need to know about the NQT. Please try to fill in
all the boxes.


Ticking the satisfactory/unsatisfactory box is usually easy. If there is any doubt about
the judgement it is important to flag up the concern as early as possible by ticking the
unsatisfactory box. It is much harder to make an unsatisfactory judgement after a
satisfactory one.

Page 2 - Absence
 The boxes for days of absence/days served are extremely important. On the 1st and 2nd
Assessment Forms the guidance is as follows:
On the 1st assessment fill in the number of days absence box (please insert '0' or nil if
appropriate) up to the assessment meeting date. Then for the 2nd assessment calculate
the number of days from the last meeting up to the 2 nd assessment meeting date
inserting the days absence/days served as above.


3rd Assessment Form (slightly different)
On the 3rd form you fill in the total days absence for the whole induction year/period. If
your NQT has had 30 days or more absence then a ‘pre-completion extension’ will be
necessary of the total number of days of absence. The total number of days of absence
will be carried over and added on to the NQT’s induction period.

Progress against Teachers’ Standards
 Refer to the sections in this file for guidance on evidence against standards.
 Make sure you fill in the summative judgement section under each heading.
 Include clear targets for further development even if the NQT is making good progress.
 Share these points with the NQT before the formal assessment meeting.
 Be honest. Nothing in the report should be a surprise if review meetings have been held
regularly.
Final page
 This page is for the NQT to comment and all parties to sign.
 Encourage the NQT to comment.
 Headteacher comments

Interim Assessment Forms
When an NQT leaves a post after completing more than one term in an institution but
before the next formal assessment would be required, the Headteacher/Principal must
complete an interim assessment. This should take place before the NQT leaves his or her
post in order to ensure that the NQT’s progress and performance since the last assessment
are captured. This is especially important where concerns about progress may have arisen.
The information recorded on the interim assessment form will serve as a starting point for
any future Induction Tutor, inform the content and structure of the induction programme in
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any subsequent post and allow the programme to be tailored to the NQT’s priorities for
professional development so that induction can be continued effectively.
Where only a short period has elapsed since the last formal assessment and the NQT’s
progress towards the Teachers’ Standards has not changed appreciably, the
Headteacher/Principal may choose to refer back to the previous assessment. However, the
number of days the NQT has worked since the previous assessment must still be recorded
on the interim assessment form as any subsequent employers will need this information.
Once the interim assessment form is completed, it should be signed by the
Headteacher/Principal and the NQT. The NQT should be invited to add their comments
before signing the form. Once the form is signed, the NQT should be given the original and a
copy sent to the Appropriate Body.
The Headteacher/Principal should also retain a copy of the completed reports.

Assessment forms - Some ‘Do’s and Don’ts’
The bulk of the form involves writing briefly under headings about the extent to which the
NQT is making progress towards the standards. In areas where the NQT is not considered to
have made satisfactory progress, weaknesses should be clearly outlined with evidence,
targets should be set for the following term and the planned support clearly identified.
From the scrutiny of assessment forms by the Assessment Verification
Panel the following points have been identified.

Good forms:











have a clear, summative judgement against each of 8 Teachers’ standards
focus on the areas covered by the standards and offer good examples of evidence
related to the standards;
clearly demonstrate progress from term 1 to 2 and term 2 to 3;
demonstrate clear links to the CEDP;
give clear developmental targets, a maximum of four each term
are word processed;
are generally written using bullet points for clarity;
have Headteacher comments on the final form;
have reflective, evaluative comments from the NQT;
have good second year targets which relate to career progression and CPD;

Where forms were weaker they:







had no summative judgements;
were often handwritten and sometimes illegible. This more so in secondary schools if a
variety of tutors have filled in the forms;
were photocopied carelessly, omitting certain sections;
had no comments from the NQT, even on the final term;
had poor second year targets;
showed that information had merely been ‘cut and pasted’ from the previous term or
from one NQT to another;
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made no mention of CEDP;
did not always show progression from one term to another. (Comments should be
made about progress. It is highly unlikely that standards will be met in the first term,
this is both unrealistic and dangerous in the case of problems arising later);
had spelling and grammatical errors.
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