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School NQT Induction Procedures

The following table is designed to help Head Teachers and other senior staff with responsibilities for induction, to identify the quality of NQT induction arrangements.  This can also be used as part of the Appropriate Body’s Quality Assurance procedures.

	Aspect of Induction
	In place
	Being developed
	Not yet in place

	1. Clear practices and procedures for NQT Induction
· Compliance with the current statutory guidance for NQT induction.
· Descriptions of the roles and responsibilities for all parties involved in the induction process who are not outlined in the Statutory Guidance.
· A planned personalised programme of meetings, training, observations and assessment.

· Clearly defined practices for observation and feedback.

· Clear commitment to the NQT’s access to CPD, including the Local Authority NQT training programme.

· All documentation and information to be shared with the NQT.

	
	
	

	2. Effective leadership of the NQT induction process
· There is a named individual with overall responsibility for NQT induction.  This person will be appropriately experienced and directly line managed by a member of the Senior Leadership Team.
· There is evidence that the Induction Tutor has the necessary skills, expertise and knowledge to work effectively in this role.

· Where responsibilities for NQT induction are shared arrangements are in place to ensure that monitoring and assessments are based on and informed by evidence from all parties.
· The Induction Tutor attends the Local Authority termly meetings.

	
	
	

	3. An effective support programme, ensuring that support is in place for the NQT to meet the Teacher’s Standards
· Staff involved in NQT induction have expertise in providing professional support.

· There is a robust quality assurance procedure that ensures those supporting the NQT perform these roles to a high standard.

· There is regular professional review of an NQT’s progress that identifies how support will be provided to address the Teachers’ Standards.  For example an Action Plan or Support Plan.
· There is a clear focus on teaching and learning throughout the induction programme.


	
	
	


	Aspect of Induction
	In place
	Being developed
	Not yet in place

	4. A clear assessment process

· There is a clear schedule and record of all reviews, observations and assessments, in line with Statutory Guidance.

· The NQT understands the relevance of the above in the induction process.

· Assessments follow a clear focus on the Teachers’ Standards.

· Lesson observations are conducted at least once per half term by an appropriate person, followed by formal feedback with an emphasis on professional development.

· Feedback is also provided in writing.

· Formal assessment forms draw on a wide range of appropriate evidence that the Teachers’ Standards have been met.

· Formal assessment meetings are held prior to DfE assessment forms being submitted to the Appropriate Body. 

· The NQT is provided with the opportunity to contribute to and comment on their assessment.


	
	
	

	5. Focussed and developmental lesson observations and feedback

· There is an agreed focus for lesson observations

· Observations are conducted by the Induction Tutor and at least one other person.

· Feedback sessions are related to the Teachers’ Standards.

· Feedback is a dialogue between the NQT and observer, allowing the NQT to reflect and evaluate their performance.

· There is a system in place to ensure the quality and consistency of lesson observations and feedback.


	
	
	

	Aspect of Induction
	In place
	Being developed
	Not yet in place

	6. Record Keeping and Secure Documentation

· All documentation is securely stored. 
· School has a copy of the QTS certificate.
· Documentation relating to the NQT includs: CEDP or equivalent; details of review meetings and action plans; original assessment reports; details of courses attended; in-house training; reflection on training; lesson observations and feedback. 
· Documentation relating to the NQT Induction Tutor includes: CEDP (TPs 1&2) or equivalent; NQT timetable; details of review meetings and actions plans; copies of assessment reports; schedule and record of in-house training; lesson observations and feedback; assessment information from previous schools (where appropriate).

	
	
	

	7. Induction Tutors are trained and supported
· The Induction Tutor is given sufficient time to carry out the role effectively.
· The Induction Tutor attends the Local Authority termly meetings.
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