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WELCOME TO PRINCE HENRY’S APPROPRIATE BODY
Dear Colleague,

I am delighted to welcome you on behalf of The Prince Henry’s Teaching School and our Alliance 
to your new teaching post. We are pleased that you have chosen the teaching profession as your 
career! Many congratulations on getting to this point and successfully achieving the challenging 
standards of Qualified Teacher Status.

As an Appropriate Body, and teaching alliance we are very proud of the excellent standards in 
the schools with which we work, whether maintained or academies. These standards are clearly a 
reflection of the quality of the workforce in these schools and the expertise which schools deploy 
to develop their teachers. As an NQT you are especially valued for your unique ability to offer an 
energetic freshness of approach alongside a wealth of creative suggestions and ideas to enrich the 
quality of learning for our children and young people. We appreciate and embrace this key exper-
tise, which will allow the schools to continue to meet these standards.

I sincerely hope that you will find the handbook of real use. The NQT section in particular has 
been specifically designed with you as the clear focus and will help to guide and assist you 
through the key aspects of your first year of teaching. It is, however, only a small part of the sup-
port offered to you. The staff in your school, particularly your assigned Induction Tutor, are there 
to help steer you through the year and to offer vital help and advice. Our friendly and supportive 
NQT Induction Team are also on hand to answer any questions or queries that may arise. Please 
do not hesitate to contact us at any time.

All the best with your induction year!

Yours sincerely,

Andy Duffy 
Assistant Headteacher (SLE ITT)
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Who are we?
“We are delighted that you have chosen Prince Henry’s High School (National Teaching School) as 
your Appropriate Body. This section introduces you to our work and to your NQT Induction Team. It 
also provides you with information about the benefits of your induction year, designed to encourage 
that important work / life balance.”

Your Appropriate Body: Prince Henry’s High School (National Teaching 
School)
The legal role of the Appropriate Body has been taken up by Prince Henry’s High School as part of its 
statutory duty.

As the Appropriate Body, Prince Henry’s works to provide all participating schools with the 
reassurance of support for their new teachers and their mentors and a great NQT induction 
experience. Prince Henry’s guarantees support to schools in providing best practice to developing 
the careers of teachers new to the profession. Where processes are excellent, we endeavour to share 
and promote these to other schools, enabling them to work together to the benefit of teachers refining 
their craft. In its legal capacity, the Appropriate Body supports schools and teachers in their difficult 
moments, providing guidance to ensure a smooth induction and take any remedial action to address 
any issues.

Induction Team and useful Contacts
The NQT Induction Team – Your Key Contacts

Andy Duffy – Specialist Leader of Education ITT, Assistant Headteacher, NQT Manager. 
As the Induction Coordinator, I’m responsible for all aspects of support for NQT’s. If you have any 
general questions or queries please do not hesitate to contact me.

Telephone: 01386 765588 
E-mail: ad@princehenrys.worcs.sch.uk

Ros Fenney – teaching school administrator 
Ros Fenney is our teaching school administrator and supports Andy with the NQT induction 
process. This ranges from conference bookings to emailing delegates of venues, requesting reports 
and informing Andy of any issues that may arise. Her contact details are:

Telephone: 01386 765588 
E-mail: RFenney@princehenrys.worcs.sch.uk
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Statutory Induction Guidance
This section of the handbook is designed to give everyone involved in the induction process an 
overview of what to expect.

The Induction Process
Many schools believe that the NQT induction is the responsibility of the whole school. The 
programme may be coordinated by one person, but a variety of people contribute to mentoring, 
demonstrating, encouraging, assessing and reporting. Such a rich fabric of support is essential, but it 
is imperative that everyone involved has a thorough understanding of the whole induction process 
and of his or her own roles and responsibilities.

The following section is taken from the statutory guidance for NQT Induction and further 
clarification can be found at the following website:

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/458233/Statutory_
induction_guidance_for_newly_qualified_teachers.pdf

What is the purpose of the NQT Induction Year?
All qualified teachers who are employed in a relevant school in England must, by law, have 
completed an induction period satisfactorily, subject to specified exceptions.

Statutory induction is the bridge between initial teacher training and a career in teaching. It combines 
a personalised programme of development, support and professional dialogue, with monitoring and 
an assessment of performance against the relevant Standards.

The programme should support the newly qualified teacher (NQT) in demonstrating that their 
performance against the relevant standards is satisfactory by the end of the period and equip them 
with the tools to be an effective and successful teacher.

The decision about whether an NQT’s performance against the relevant standards is satisfactory upon 
completion of induction should take into account the NQT’s work context and must be made on the 
basis of what can reasonably be expected of an NQT by the end of their induction period within the 
framework set out by the standards.

Judgements should reflect the expectation that NQT’s have effectively consolidated their initial 
teacher training and demonstrated their ability to meet the relevant standards consistently over a 
sustained period in their practice.

The Prince Henry’s Appropriate Body NQT Induction service has been developed by experienced 
school-based Induction Co-ordinators. The Induction Programme goes beyond the minimum statutory 
expectations to ensure the best possible start to the careers of our next generation of teachers.

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/458233/Statutory_induction
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/458233/Statutory_induction
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Overview of the Induction Period
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A suitable post for induction
In order for the NQT to serve induction the headteacher and appropriate body must first agree that 
the post is suitable for this purpose. The headteacher of the institution in which an NQT is serving an 
induction period, and the appropriate body, are jointly responsible for ensuring that the supervision 
and training of the NQT meets their development needs. The duties assigned to the NQT and the 
conditions under which they work should be such as to facilitate a fair and effective assessment of 
the NQT’s conduct and efficiency as a teacher against the relevant standards. In particular a suitable 
post must:

• Have a headteacher to make the recommendation about whether the NQT’s performance against 
the relevant standards is satisfactory;

• Have prior agreement with an appropriate body to act in this role to quality assure the induction 
process;

• 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;

• Ensure the appointment of an induction tutor with QTS;
• Provide the NQT with a reduced timetable to enable them to undertake activities in their 

induction programme;
• Not make unreasonable demands upon the NQT;
• 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 in which 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.

In addition, the governing body must be satisfied that the institution has the capacity to support the 
NQT and that the headteacher is fulfilling their responsibilities.

Determining the length of the induction period
The length of the induction period an NQT is required to serve, whether the teaching post in which 
they are doing so is part-time or full-time, is the full-time equivalent of one school year (usually three 
school terms). The appropriate body makes the final decision about the equivalence to one school 
year in cases where the NQT serves induction in more than one setting or in non-standard settings. In 
some exceptional circumstances the length of an induction period may be reduced.
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Minimum period of continuous employment that can count towards 
induction
The minimum period of employment that can be counted towards completion of the induction 
period (for both full-time and part-time NQT’s) is one term (based on an institution that operates three 
terms in an academic year). This applies to both permanent and long-term supply teaching posts. 
It also reflects the need for each NQT to work in a stable environment and receive a personalised, 
supported and pre-planned induction programme. In addition, it is important that the NQT is in post 
long enough to enable a fair and reasonable assessment to be made of their performance. It would be 
very difficult to do this against all of the relevant standards over a period of less than one term.

Any periods of induction served under the Welsh induction regulations in Wales can count towards 
induction in England only if they comply with the requirements of the English induction regulations. 
Periods of induction served under and complying with the English induction regulations in England 
can count towards induction in Wales.

Length of the induction period for an NQT who works part-time
NQT’s serving induction on a part-time basis at any point will need to serve the full-time equivalent 
(FTE) of one full academic year. Therefore an NQT working part-time as a 0.5 FTE will need to serve 
induction for two academic years.

It is for the school and appropriate body to decide in each individual case the length of the induction 
period required which is fair and takes full account of the NQT’s working pattern.

Ensuring a reduced timetable
The headteacher must ensure an NQT has a reduced timetable of no more than 90% of the timetable 
of the school’s existing teachers on the main pay range to enable them to undertake activities in 
their induction programme. This is in addition to the timetable reduction in respect of planning, 
preparation and assessment time (PPA) that all teachers receive.

Appointment of an induction tutor
The headteacher must identify a person to act as the NQT’s induction tutor, to provide day-to-day 
monitoring and support, and coordination of assessment. The induction tutor must hold QTS and 
have the necessary skills and knowledge to work successfully in this role and should be able to 
provide effective coaching and mentoring. This is a very important element of the induction process 
and the induction tutor must be given sufficient time to carry out the role effectively and to meet the 
needs of the NQT. The induction tutor will need to be able to make rigorous and fair judgements 
about the NQT’s progress in relation to the relevant standards. They will need to be able to recognise 
when early action is needed in the case of an NQT who is experiencing difficulties. It may, in some 
circumstances, be appropriate for the headteacher to be the induction tutor.
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Monitoring, support and assessment during induction
A suitable monitoring and support programme must be put in place for the NQT, personalised to 
meet their professional development needs (including the development needs of part-time NQT’s). 
This must include:

• Support and guidance from a designated induction tutor who holds QTS and has the time and 
experience to carry out the role effectively

• Observation of the NQT’s teaching and follow-up discussion
• Regular professional reviews of progress
• NQT’s observation of experienced teachers either in the NQT’s own institution or in another 

institution where effective practice has been identified

Observation of the NQT’s teaching practice
An NQT’s teaching should be observed at regular intervals throughout their induction period to 
facilitate a fair and effective assessment of the NQT’s teaching practice, conduct and efficiency 
against the relevant standards. Observations of the NQT may be undertaken by the induction tutor or 
another suitable person who holds QTS from inside or outside the institution.

The NQT and the observer should meet to review any teaching that has been observed. Feedback 
should be prompt and constructive. Arrangements for review meetings should be made in advance 
and a brief written record made on each occasion. It should indicate where any development needs 
have been identified.

Professional progress reviews of the NQT
The induction tutor should review the NQT’s progress at frequent intervals throughout the induction 
period. Reviews should be informed by evidence of the NQT’s teaching. Objectives should be 
reviewed and revised in relation to the relevant standards and the needs and strengths of the 
individual NQT. The NQT should record evidence of progress towards objectives and agreed steps to 
support them in meeting their objectives. Evidence should come from practice.
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Formal assessments
NQT’s should have formal assessments carried out by either the headteacher or the induction tutor. 
These will be undertaken on a termly basis so that they have three per year. Assessment meetings will 
occur as near to the end of each term as possible. Evidence used in assessments must be clear and 
transparent and copies provided to the NQT and appropriate body.

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. 
Judgements made during the induction period should relate directly to the relevant standards. NQT’s 
should be kept up to date on their progress. There should be no surprises.

Formal assessment reports should be completed for the first and second assessments. These reports 
should clearly show assessment of the NQT’s performance against the relevant standards at the time 
of the assessment.

The final assessment meeting is at the end of the induction period, and will form the basis of the 
headteacher’s recommendation to the appropriate body as to whether, having completed their 
induction period, the NQT’s performance against the relevant standards is satisfactory, unsatisfactory, 
or whether or not an extension should be considered. This recommendation should be recorded on 
the final assessment form.

Once assessment forms have been completed, the NQT should add their comments. They should 
then be signed by the induction tutor, headteacher and the NQT. Once signed, the NQT should be 
given the original and a copy sent to the appropriate body shortly after each meeting, and within 10 
working days of the final assessment meeting. These may be submitted electronically.

Interim assessments
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 should complete an interim 
assessment. This should take place before the NQT leaves their 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 help to ensure that induction can be continued effectively in any subsequent post. This is also 
required if the NQT leaves during their final term of induction.

Newly qualified teachers may only serve one induction period
An NQT has only one chance to complete statutory induction. An NQT who has completed 
induction, and is judged to have failed to meet the relevant standards at the end of their induction 
period, is not permitted to repeat induction. While such an NQT does not lose their QTS, they 
cannot be employed lawfully as a teacher in a relevant school, including any post where they would 
carry out specified work. Their name is included on the list of persons, held by the National College 
for Teaching and Leadership, who have failed to satisfactorily complete an induction period.
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Raising concerns
An NQT should normally raise any concerns about their induction programme with their induction 
tutor. If the matter is not resolved, the NQT may notify the named contact at the appropriate body 
who should, as soon as possible, investigate the issues raised.

Unsatisfactory progress
Putting in place additional monitoring and support

If it becomes apparent that an NQT is not making satisfactory progress, the appropriate body should 
be informed and the headteacher or principal must ensure that additional monitoring and support 
measures are put in place immediately. Action must not be delayed until a formal assessment 
meeting has taken place. It is important that the NQT is made aware of where they need to improve 
their practice, and given every opportunity to raise their performance. The headteacher and the 
appropriate body should be satisfied that:

• Areas in which improvement is needed have been correctly identified.
• Appropriate objectives have been set to guide the NQT towards satisfactory performance against 

the relevant standards.
• An effective support programme is in place to help the NQT improve their performance.

Action if performance is still unsatisfactory at the next assessment point
In many cases the additional monitoring and support measures mentioned above will have the 
desired effect and the NQT will go on to be formally assessed at the end of the period as having 
performed satisfactorily against the relevant standards. Where there are still concerns about the 
NQT’s progress at the next formal assessment point (and this is not the final assessment), the 
headteacher must explain to the NQT the consequences of failure to complete the induction period 
satisfactorily and discuss fully with the NQT:

• The identified weaknesses.
• The agreed objectives previously set in relation to the requirements for the satisfactory completion 

of induction, updating these as necessary.
• Details of additional monitoring and support put in place.
• The evidence used to inform the judgement.
• Details of the improvement plan for the next assessment period.

The completion of the assessment report will reflect the current rate of progress and brief details of 
the issues discussed.
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Completing the induction period
An NQT completes their induction period when they have served:

• The full-time equivalent of a standard school year (usually three terms), or
• A reduced period (as agreed with the appropriate body and headteacher) based on previous 

teaching experience, or
• An extension to that period, as a consequence of absences occurring during the period, or
• An extension following a decision by the appropriate body or the appeals body.

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.

Within 20 working days of receiving the headteacher’s recommendation, the appropriate body must 
decide whether the NQT:

• Has performed satisfactorily against the relevant standards and thereby satisfactorily completed 
their induction period.

• Requires an extension of the induction period, or
• Has failed to satisfactorily complete the induction period.

In making this decision the appropriate body must take into account the headteacher’s 
recommendation and all available evidence including any written representations from the NQT.

The appropriate body must, within three working days of making the decision, make written 
notification of the decision to: the NQT; the headteacher (in whose institution the NQT was working 
at the end of their induction); and the employer. They must also notify the National College for 
Teaching and Leadership within three working days in the case of decisions to fail or extend the 
NQT’s induction, and via the termly return for other notifications.
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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, with the name and address of the Appeals Body (the National College for 
Teaching and Leadership), and the deadline for appeals. Any appeal must be notified within 20 
working days, after which the right of appeal expires except in exceptional circumstances.

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. However, this does not prevent them from teaching in other 
settings where statutory induction is not mandatory.

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 exercise their right to appeal, or from when 
the time limit for making an appeal expires without an appeal being brought. If the NQT’s appeal is 
heard, and they have been judged as having failed induction, the employer should dismiss the NQT 
within ten working days of being told of the outcome of the hearing.

The National College for Teaching and Leadership must ensure that the name of the person who 
has failed induction is included on the list of persons who have failed to satisfactorily complete an 
induction period and notify them of their inclusion. This must only be done once the time limit for 
making an appeal against the decision has expired or following dismissal of such an appeal.



Page 14

Roles and responsibilities
The NQT

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.
• 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.
• 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 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 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 NQT’s 

serving induction.
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• 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.

There may also be circumstances where the headteacher should:

• Obtain interim assessments from the NQT’s previous post.
• Act early, alerting the appropriate body when necessary, in cases where an NQT may be at risk of 

not completing induction satisfactorily.
• 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 institution’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 in between formal assessment periods.
• Notify the appropriate body when an NQT serving induction leaves the institution.

In addition to the above, headteachers of independent schools (including academies and free 
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 tutors

The induction tutor (or the headteacher if carrying out this role) should:

• Provide, or coordinate, 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 coordinating input 

from other colleagues as appropriate (normally one per term, or pro rata for part-time staff).
• Inform the NQT during the assessment meeting of the judgements to be recorded in the formal 

assessment record and invite the NQT 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 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.
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Appropriate bodies

The appropriate body has the main quality assurance role within the induction process. Through 
quality assurance, the appropriate body should assure itself that:

Headteachers (and governing bodies where appropriate) are aware of, and are 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. Institutions are required to 
work with the appropriate body to enable it to discharge its responsibilities effectively.

The appropriate body must 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 institution is not fulfilling its responsibilities, contact is made with the institution to raise 

its concerns.
• Induction tutors are trained and supported, including being given sufficient time to carry out the 

role effectively.
• Headteachers/principals 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 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 (or contacts) within the appropriate body with whom 

to raise concerns.
• NQT’s records and assessment reports are maintained.
• Agreement is reached with the headteacher/principal 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.
• They provide the National College for Teaching and Leadership with details of NQT’s who have 

started; completed (satisfactorily or not); require an extension; or left school partway through an 
induction period.
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The appropriate body should also (as local capacity, resources and agreements allow):

• Respond to requests from schools and colleges for guidance, support and assistance with NQT’s’ 
induction programmes.

• Respond to requests for assistance and advice with training for induction tutors.

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 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 to satisfactorily 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 the Employer Access Online service.
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Short term Checklist
What should be completed immediately the NQT starts?

Short tasks:  within the first 4 weeks.

im
m

ed
ia

te
ly

• Meet with the NQT to discuss programme of support and look at 
career entry profile (CEPD).  This will list points for consideration 
and will allow a greater focus for the first 4 weeks.  This will then 
allow further in depth discussion at the first review meeting to set 
targets for the second half term.  If the CEPD is not available then 
the NQT’s final report could be used as a starting point.

• The induction tutor folder has lots of information but familiarise 
yourself with the green year planner.  This has the key dates you 
need for the year.  It may be worthwhile putting this on the wall 
near to where you teach, or in your office. 

• Arrange to observe your NQT within the first 4 weeks.  This may 
be only half an hour but this can give you a good indication of 
how they are settling in and provide an opportunity to give some 
feedback. 

• Professional review meeting to set targets from the formal 
observation of the lesson.

We realise the start to any new academic year is hectic, and the last thing on your mind is to observe 
the NQT in your department.

However it is a statutory requirement that an observation occurs in the first 4 weeks of starting in the 
school and that targets are set in a professional review meeting following the observation.
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Medium and Long term Checklist

Medium and long term tasks.

Ea
ch

 h
al

f t
er

m

September – October • Lesson observation followed by 
professional review meeting.

• Targets set for the forthcoming half term.

October – December • Lesson observation followed by 
professional review meeting.

• Review previous targets.
• Discuss end of term report 1.

January – February • Lesson observation followed by 
professional review meeting.

• Targets set for the forthcoming half term 
and review of previous targets.

February - April • Lesson observation followed by 
professional review meeting.

• Review previous targets.
• Discuss end of term report 2.

April - May • Lesson observation followed by 
professional review meeting.

• Targets set for the forthcoming half term 
and review of previous targets.

June - July • Lesson observation followed by 
professional review meeting.

• Review previous targets.
• Discuss end of term report 3.
• Discuss development priorities for Year 2 

of teaching, CPD

END OF TERM REPORTS.

• The process and conversation should be a 2 way process and involve the NQT in reflection and 
target setting. They should have some input into the report, as they will have completed a self 
review sheet throughout the term.

Reminder: 
It is a statutory requirement that we must observe the NQT every half 
term, and have a professional review meeting.
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The NQT Checklist – First Priorities 
My job

1. I received the following information before I started at the school: Tick if 
completed.

School timetables.

Schemes of work.

Copies of planning frameworks.

Information about the pupils (assessments/records etc)

Staff handbook.

Other information about the school.

2. I have a contract that is clear and straightforward to understand.

3. For part-timers (and those who started mid-term): I know when I will finish my induction 
period.

4. I have a clear and appropriate job description.

5. I have a timetable that includes 10% NQT time and 10% PPA time.

6. I have been given appropriate support for any extra responsibilities I agreed to take on.

7. I have been given time to read and discuss these ‘staff handbook’ policies and procedures.

Safeguarding and child protection (I know who the child protection co-ordinator is and what 
to do about concerns).

Parent contact procedures.

Behaviour policy (rules/rewards/sanctions).

Sickness and absence policy (I know what to do when I have to report in sick/request an ab-
sence).

Health, safety and emergency (first aid/fire drill/risk assessments).  

My induction tutor.

8. I have been assigned an induction tutor and/or mentor.

9. My induction tutor and I have had formal assessment meetings.

10. I have regular planned contact with my induction tutor.

11. Meetings with my induction tutor are arranged in advance to an agreed timetable.

12. I have easy informal access to my induction tutor.

13. My induction tutor is supportive, constructive and sympathetic to my needs.

14. I have been observed teaching by my induction tutor (and/or other experienced staff as 
appropriate) and given helpful feedback.



Page 21

Assessment and progress

15. My initial development targets were built on the CEDP I had brought from college.

16. I clearly understand what my strengths are and what areas I have to develop.

17. It has been made clear to me how I need to improve, and support has been planned to help 
me get there.

18. It has been made clear to me that I am/am not making appropriate progress towards success-
ful completion of my induction.

My professional development

19. I have observed others teach and learned from it.

20. I have been taking part in and learned from in-school professional development activities, for 
example, twilights, development days etc.

21. I have the same opportunity to attend courses as other staff.

22. I have had support to plan for my development next year (if appropriate).

Other support

23. I have easy access to the resources that were in school.

24. I am provided with support for planning.

25. I am able to access a network of other NQT’s.

26. My headteacher is available and supportive.

27. I feel able to turn to other colleagues for advice as well as my induction tutor.

28. My contributions to school and staff activities, and to staff meetings are welcomed.

29. When I have a problem, I feel it is dealt with fairly.

30. The induction booklet contains useful information.

31. I have begun to maintain a portfolio that helps me record and plan for my professional devel-
opment.

32. As appropriate, I have had access to additional Appropriate Body advice and support, for ex-
ample, advanced skills teachers, advisers, leading teachers.

33. I feel that I can have access to the Appropriate Body ‘named contact’ if I need it.

 

What to do if you are not satisfied with your induction

You should take increasing responsibility for your professional development as your induction 
support programme progresses. If you are not satisfied with the content and/or delivery of the 
programme of monitoring, support and assessment being provided during your induction, please act 
as quickly as possible – remember this is your induction. It is far better to raise any concerns at an 
early stage.

• Talk to your Induction Tutor/Mentor.
• Talk to a colleague.
• Raise issues with the appropriate senior school staff.
• Contact the NQT helpline by email.
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Keeping Your Own Portfolio 

NQT’s are advised to keep a record of their own progress. Not only is it important that you know 
and can provide evidence that the statutory requirements are being fulfilled by your school, it is 
also important that you are being reflective in reviewing and evaluating your progress, building on 
your strengths and addressing areas for development. The various checklists provide you with key 
documents to keep in your portfolio, but the following should be seen as guidance for what could be 
in a portfolio. You are not legally required to keep a portfolio, but it is seen as good practice and a 
useful tool for establishing your autonomy and control over your development as a teacher.

Documents Essential

Key School documents linked to your Induction E

School Induction programme E

A termly action plan for your development E

A shorter term action plan where appropriate or determined by 
school practice (half-termly, fortnightly, weekly)

A CPD log, evaluating the usefulness and application of what you 
learn on courses

D

Evidence of progress E

Sample lesson plans D

Official written observation feedback E

Personal evaluation of lessons D

Mentor meeting notes, including action points E

NQT Notification Form – for registering with the AB E

NQT Induction Assessment Forms: E

Term 1 E

Term 2 E

Final Pass E

Final Fail D

Interim

Audit of Development Needs D

Professional Development Log D

Record of professional review meeting (x6) E

Formal Lesson Observations (X6) E

Agreed record of a mentoring session D

Organising your Portfolio

This is personal choice, but it is important that the evidence you keep, how you reflect on your 
progress and your approach to evaluating success and impact, can all be shared and discussed with 
your mentor. Many NQT’s, backed by school expectations, organise their files either by chronological 
development, or by the Teacher Standards. This can be done by separating your file by individual 
standard. You will find that support forms exist for this approach. Please see the NQT website for 
ideas and examples of appropriate evidence for your portfolio.
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Section 2

Guidance for the Induction Tutor
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THE INDUCTION TUTOR 
Dear NQT Induction Tutor

Firstly, I would like to say a big thank you for volunteering to guide, support and encourage your 
NQT’s through their first year of teaching. Your new role is one of key importance in which you 
will use your obvious dedication, experience and skill to ensure the successful induction of new 
members of staff.

Previous NQT’s have described an excellent Induction Tutor as friendly, approachable, trustwor-
thy, patient, knowledgeable, well-organised and informed, objective and proactive. I am sure that 
you have been chosen for this essential role with these key skills in mind. The handbook has been 
written as a flexible step-by-step information guide to give you an overview of the key aspects of 
the Induction Year. It will help to ensure that the statutory requirements for which you are respon-
sible are addressed.

The handbook is also supplemented by our experienced NQT Induction Team and other School 
Improvement staff who are on hand to offer any personal support or guidance that you may need. 
Please call us at any time.

I’m sure you will all remember your first year of teaching and am positive you will keep this in 
mind when applying this invaluable support and encouragement to our new NQT’s. All the best 
with the induction year!

Kindest regards

Andy Duffy 
Assistant Headteacher (SLE ITT)



Page 25

What are your Responsibilities as an Induction Tutor?
The Induction Tutor Checklist – First Priorities 

You are responsible for sending assessment forms at the appropriate times to the Appropriate Body. 
The National College (NCTL) requires an official return of data from the AB on a termly basis. This 
deadline is approximately a month into the next term. Any assessments returned after that will have 
to wait until the following term, delaying the issuing of certificates if it is the final report.
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NQT Induction – Shape of the Year

Meetings Focus of Meeting Documents

Term 1

Meeting 1 Personalised Induction Programme

Arrange a lesson observation

Induction Programme Meeting Notes and Action Points 

Teachers’ Standards Evidence Form

Meeting 2 Lesson observation debrief

Personalised Induction Programme

Lesson Observation Form  

Induction Programme Meeting Notes and Action Points
Meeting 3 Professional Review meeting Professional Review Form 

Induction Programme Meeting Notes and Action Points

Term 2

Meeting 4 Personalised Induction Programme

Arrange lesson observation

Induction Programme Meeting Notes and Action Points 

Meeting 5 Lesson observation debrief

Personalised Induction Programme

Lesson Observation Form 

Induction Programme Meeting Notes and Action Points 

Teachers’ Standards Evidence Form
Meeting 6 Formal assessment meeting NQT Induction Assessment Form 1 (NQT Manager)

Induction Programme Meeting Notes and Action Points 

Term 3

Meeting 7 Personalised Induction Programme

Arrange lesson observation

Induction Programme Meeting Notes and Action Points 

Meeting 8 Lesson observation debrief

Personalised Induction Programme

Lesson Observation Form 

Induction Programme Meeting Notes and Action Points 
Meeting 9 Professional Review meeting Professional Review Form 

Induction Programme Meeting Notes and Action Points 

Term 4

Meeting 10 Personalised Induction Programme

Arrange lesson observation

Induction Programme Meeting Notes and Action Points 

Meeting 11 Lesson observation debrief

Personalised Induction Programme

Lesson Observation Form 

Induction Programme Meeting Notes and Action Points 

Teachers’ Standards Evidence Form
Meeting 12 Formal assessment meeting NQT Induction Assessment Form 2 (NQT Manager)

Induction Programme Meeting Notes and Action Points 
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Term 5

Meeting 13 Personalised Induction Programme

Arrange lesson observation

Induction Programme Meeting Notes and Action Points 

Meeting 14 Lesson observation debrief

Personalised Induction Programme

Lesson Observation Form 

Induction Programme Meeting Notes and Action Points 

Meeting 15 Professional Review meeting Professional Review Form 

Induction Programme Meeting Notes and Action Points 

Term 6

Meeting 16 Personalised Induction Programme

Arrange lesson observation

Induction Programme Meeting Notes and Action Points 

Meeting 17 Lesson observation debrief

Transition Point 3 meeting

Lesson Observation Form  

Induction Programme Meeting Notes and Action Points 

Teachers’ Standards Evidence Form

Meeting 18 Formal assessment meeting NQT Induction Assessment Form 3 (NQT Manager)

Induction Programme Meeting Notes and Action Points 
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The Induction Year Checklist – Term 1 Meeting the Standards
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What do I do as an Induction Tutor if my NQT is failing to meet the 
standards?
The vast majority of NQT’s will complete the induction period satisfactorily. Nevertheless, some 
NQT’s will, at some stage of their induction support programme, feel that they are not making 
satisfactory progress, and some will be judged by others to be in this situation. If this occurs early 
action should be taken in order to support and advise the NQT to make any necessary improvements.

All NQT’s should benefit from observations, professional reviews and formal assessment meetings. 
However, the Headteacher should ensure that procedures are in place in the school to give early 
warning of any difficulties experienced by the NQT in making progress towards the Standards.

Early warning and excellent communication to all involved is the key!

Action in the event of unsatisfactory progress.

If it becomes apparent that the NQT is not making satisfactory progress, this should result in an 
immediate stepping up of support and monitoring. This may, for example, include setting more 
specific or shorter-term objectives, closer monitoring and recording of progress. Action should not 
be delayed until a formal assessment meeting has taken place. It is better to bring forward a formal 
review meeting.

Concerns should be communicated quickly to all those involved in the induction process, including 
the NQT and the Appropriate Body.

It is especially important that the NQT is aware of the area(s) in which they need to improve their 
practice, and is advised and supported in doing so. There will be a need for additional meetings at 
agreed intervals to monitor progress.

As soon as there is any concern about the NQT’s progress, the Headteacher and the BLT, as the 
Appropriate Body, need to assure themselves that:

The assessment of the NQT as not achieving the teacher standards is well-founded and accurate;

• Areas in which improvement is needed have been correctly identified;
• Appropriate objectives have been set to guide the NQT towards meeting the standards; and A 

relevant support and monitoring programme is in place to help the NQT to meet these objectives.
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Where the Induction Tutor is not the Headteacher, the Head should observe the teaching of any NQT 
considered not to be making satisfactory progress, and review the available evidence. Where the 
Induction Tutor is the Headteacher, they should ensure that a third party reviews the evidence and 
observes the NQT.

At the next formal assessment point, if there are still concerns about the NQT’s progress, the 
Headteacher should complete the First/Second Assessment Form and send it to the Appropriate Body 
indicating that at their current rate of progress the NQT is at risk of not completing their induction 
satisfactorily. A formal letter should also be written from the Headteacher to the NQT to inform them 
of this decision and to outline the consequences of failing to meet the Standards by the end of term 3.

If the concerns are being made at the end of the second term, the school and NQT must agree a 
personal development plan that clearly identifies the NQT’s areas of weakness (referenced to the 
teacher standards), the support to be provided and the monitoring to be undertaken. A copy of this 
plan could accompany, or follow, the Second Assessment Form when it is sent to the Appropriate 
Body.

It is also advised that the NQT involves their relevant professional association.

How the Appropriate Body can help?

In the event of an NQT requiring additional support over and above that normally provided by the 
school it is imperative that you contact us immediately. We will be available at all times to discuss 
any perceived problems or issues which you may have.

Following your initial contact it is likely that we will arrange some or all of the following support:

Further visits by a Learning Trust (BLT) Officer to address key issues;

• Visit by a  Prince Henry’s  Induction Manager or Subject Expertise from the team of SLE’s 
(particularly useful for subject-based issues);

• Visit by NQT Induction Coordinator.

Visits can be one-off or arranged in a series, as appropriate. It is important that these visits are 
structured, thus briefings need to take place prior to the meetings.

Discussion and reflection will take place after the lesson and will be clearly related to the Standards.
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Formal actions of the Appropriate Body (AB)

On the receipt of a first assessment form indicating the likelihood of not meeting the standards:

A phone call to the Induction Tutor to discuss the school’s evidence, support and monitoring plans, 
and if any outside support is required.

On the receipt of a second assessment form indicating the likelihood of not meeting the standards:

• The school should provide the AB with an action plan for the support and monitoring of the NQT; 
• The AB will discuss options with the school to ensure it is doing the best it can for the NQT and 

will broker any outside support as well as observation from the Induction Manager to validate the 
school’s judgements;

• Prior to the final assessment, the AB will visit the school to review all records and processes to 
ensure the process is sound.

On receipt of a failed assessment in the third term:

• The school will provide the AB with their evidence for failing the NQT.
• The NQT has the right to submit their own evidence.
• The AB will decide whether or not the NQT has met the standards within 20 days and will write 

to the NQT, the Headteacher and the employer (if other than the school or LA) informing them of 
their decision and their recommendation for action. The AB will have three options.

1. To fail the NQT.

2. To extend the period of induction to enable further support.

3. To pass the NQT.

• The AB will inform the NCTL of its decision within 3 days and the 20 day appeal period for the 
NQT will begin.

• The NQT has the right of appeal to the TA. The process for appealing can be found online at the 
following address www.gov.uk/newly-qualified-teacher-nqt-induction-appeals.

 www.gov.uk/newly-qualified-teacher-nqt-induction-appeals
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FAQ’s
Is there a deadline for completing induction after a teacher has gained NQT status?

No. An NQT can complete induction at any time but can only undertake short-term supply work of 
less than one term in a relevant school for a maximum period of five years from the point of award of 
QTS.

How long is the induction?

Induction is the equivalent of three full terms.

How many terms will an NQT have to complete if they work part time?

This will be relevant to the full time equivalent. For example if a contract is 0.5, an NQT will have to 
complete six terms to complete induction. If in doubt contact your NQT Co-ordinator.

What should an NQT do if they leave a school before completing induction?

The period that an NQT spends at any school should count towards the completion of induction, 
as long as it is for a minimum of one term. An NQT should make sure assessments are up to date 
and inform your current appropriate body (and new appropriate body if different) of this change. If 
an NQT leaves a school part way through an assessment period an interim assessment should be 
completed to ensure the new school knows how to progress induction. NQT’s should make sure that 
they have copies of all assessments that have been completed.

Can an NQT complete induction in multiple schools?

Yes, an NQT can complete induction in multiple schools simultaneously as long as they work at both 
schools regularly and one school agrees to take charge of the assessment process. An NQT can also 
complete induction at multiple schools, one at a time if an NQT completes a minimum of one term 
at each school and their assessments are up to date.

Can an NQT complete induction in an academy school?

Yes, providing the academy can provide an appropriate induction programme with relevant 
monitoring and support, although they do not have to complete the induction if they intend to work 
solely in an academy.

Can an NQT complete induction at a specialist or independent school or FE College?

Yes, providing their appropriate body agrees that the school/college is appropriate for an NQT to 
complete induction there and an agreement is reached between the main school/college and another 
school to allow the NQT to complete ten working days teaching in a maintained school.

How can observation in other schools be organised?

It is important that visits to other schools are purposeful, and result in some specific gain for the NQT. 
The NQT must go with a particular aim or focus in mind, and arrange to discuss their experience 
with the induction tutor when they get back. The focus should be linked to the NQT’s particular 
needs. Clearly, it will be important to choose a school that can provide the kind of examples of good 
practice needed.
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How does the new framework for performance management apply to NQT’s?

Teachers undergoing induction are specifically excluded from the performance management scheme. 
However, records of assessment meetings will be useful for helping to set the NQT’s objectives for 
the year following induction.

What evidence does an NQT need to demonstrate that they are meeting the standards required to 
pass their induction period?

An NQT should receive and keep copies of lesson observation records and end of term assessments. 
The NQT and their tutor should also agree and record outcomes of review meetings. An NQT 
will also have their own lesson plans, materials they have developed for teaching, records of their 
observations of other teachers and records of any professional development they have attended. If 
these are well organised and readily accessible, there should be no need for extra evidence.

What happens if an NQT does not get ‘satisfactory progress’ in one or more of their termly 
assessments?

An NQT should discuss how they can improve their performance with their tutor and head teacher. 
The appropriate body should be notified as soon as possible so they can provide advice and relevant 
support to help the NQT improve their performance. It is the final assessment which confirms 
whether an NQT has passed or failed induction.

Who should be the induction tutor?

The induction tutor should be a teacher with Qualified Teacher status in the school. This may be the 
head teacher or a teacher who has a specialised understanding of the NQT’s chosen subject or year 
groups.

Is an NQT eligible for PPA and induction release time?

As an NQT undertaking induction they must only have a 90% timetable with the remaining 10% 
being used for induction related activities. In addition to this, they should also receive a further 10% 
of that 90% timetable as guaranteed PPA time.

What should the induction tutor do to support the NQT? 

The induction tutor should be available for questions about induction. They should also provide 
support on areas an NQT does not understand and offer further assistance as required. Regular 
meetings and professional discussions should take place and the tutor should complete three formal 
assessments over the course of induction to establish whether the NQT is meeting the required 
standards.
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What should an NQT do if they have any concerns about their induction programme and the 
support they are receiving in school?

In the first instance they should talk to their induction tutor about their concerns. If there continues 
to be a problem then they should discuss the position with their Head Teacher who has overall 
responsibility for an NQT’s induction.

Can an induction period be reduced?

There are rare occasions when induction can be reduced. Some teachers already have significant 
classroom teaching experience when they enter the maintained sector for the first time and are still 
required to serve statutory induction. In such cases, the appropriate body has the discretion to reduce 
the length of the induction period.

Does an NQT need to undertake induction if they are an overseas trained teacher (OTT)?

Usually yes - OTTs are just like other NQT’s. However, they do not have to if:

• They have at least two years’ teaching experience and applied to be assessed against the Induction 
Standards at the same time as the QTS Standards and were assessed as meeting the Induction 
Standards; or

• They are an European Economic Area (EEA) citizen. In this case they are usually exempt from the 
induction year.

Can an induction period be extended?

The appropriate body has the option, when making its decision at the end of the induction period 
to extend, this could be due to 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 i.e. illness or issues around the support during induction.

What happens to an NQT’s induction if they are absent from school due to sickness?

The Induction period is automatically extended prior to completion when an NQT’s absences during 
the period total 30 days or more. In these circumstances the induction period must be extended by 
the aggregate total of days absent.

How does maternity leave effect induction?

If an NQT takes Statutory Maternity Leave during their induction, they will have to complete the 
remainder of their induction after their maternity leave has ended.
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Does an NQT get official confirmation when they complete their NQT induction?

Yes, they will receive confirmation from the National College for Teaching and Leadership.

If an NQT fails induction, can they start it again?

No, they have one chance to complete and pass induction. If they do not complete this successfully 
they are not able to attempt it again. If they do fail to meet the induction standards they do have the 
opportunity to appeal, by writing to the Appropriate Body within 20 working days of the decision to 
fail induction being made.

What are the implications should an NQT fail to meet the induction standards at the end of the 
induction period?w

Should an NQT fail to complete the induction period satisfactorily, they would still hold QTS but 
would no longer be eligible to be employed as a teacher in a maintained or non- maintained special 
school. They can appeal the Appropriate Body’s decision, by writing to the National College for 
Teaching & Leadership within 20 working days of the decision to fail induction being made.
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