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Section 1

Introduction

What this guidance covers

1.1 This section provides an introduction to
statutory induction for Newly Qualified Teachers
(NQTs) and includes the purpose and coverage of
this guidance, transitional arrangements and basic
legal requirements.

1.2 All qualified teachers who are employed in a
relevant school'in England must, by law, have
completed an induction period satisfactorily,
subjectto specified exceptions (see Annex B).

1.3 Section 2 of this guidance explains the law
governing the general procedure for NQTs who
need to complete that period so that they can
work in relevant schools. This guidance also sets
outhow NQTsshouldbe supported and
monitored during the induction period, and
describes the assessmentagainst the core
standards thatall NQTs are subject to once they
have completed induction.

1.4 Section 3 covers provisions that apply on a
less regular basis, including shortening and
extending an induction period; supplyteaching;
NQTs employed simultaneously in two or more
institutions and special provisions applying to
Cohort 1 teachers who have not passed the
numeracy test on completion of induction.

1.5 Section 4 covers procedures for dealing with
unsatisfactory performance during the induction
period.

1.6 Section 5 describes the appeal arrangements
for those who wish to challenge a decision made
by an Appropriate Body (the Body responsible

in regulations for deciding whether the NQT
has metthe core standards, drawing on the
recommendation from the headteacher or
principal).

1.7 Section 6 summarises the roles and
responsibilities of those involved in the induction
process.

The purpose of induction

1.8 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 monitoringandan assessment of
performance against the core standards (see paras
115 - 1.17).

1.9 Each NQT’s induction programme should
enable the NQT to build on and extend the
knowledge and skills developed during initial
teacher training and provide the foundation for
continuing professional and career development.

1 Arelevantschoolis a maintained school or non maintained special schoolin England, including a maintained nursery school ora PRU. 1
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The programme should assistthe NQT to meet the
core standards by the end of the period and equip
him or her with the tools to be an effective and
successful teacher. Each NQT'’s programme

should be tailored to the individual’s needs and
circumstances and should provide a reduced
timetable (and planning, preparation and
assessmenttime) and significant opportunities
for the NQT to:

e show their potential;

e make rapid advancementtowards excellence
in teaching; and

e Dbeginto make areal impact on their school’s
and pupils’ development.

The statutory framework

1.10 The statutory provisions which underpin this
guidance are sections 135A, 135B, 141C(1)(b)
and 214 (1) of the Education Act 2002 (a) and
the Education (Induction Arrangements for School
Teachers) (England) Regulations 2008 (hereafter
referred to as “the Regulations”) as amended by The
Education (Induction Arrangements for School
Teachers)(England)(Amendment)Regulations 2012.

1.11 This guidance explains the provisions of
the 2008 regulations, which came into effect
on1 September 2008 and the amendments which
cameinto effecton 1 April 2012 and provides
further advice to help individuals to comply with
the regulations. The guidance is nota complete
and authoritative statement of the law, but
anyone exercising any function under the
Education (Induction

Section 1 Introduction

Arrangements for School Teachers) (England)
Regulations 2008 and the 2012 Amendments must
have regard to the guidance.

Transitional arrangements
(Regulation 2)

1.12 The Education (Induction Arrangements
for School Teachers)(England) Regulations 2008

apply to:

e NQTs who start their induction on or after 1
September 2008; and

e NQTswho,on 1 September 2008, have started
but not completed their induction.

1.13 In this context “started but not completed
induction” means:

e an NQT who has completed a period of
employment counting towards induction, for
example, one or two terms, or a number of days
out of the prescribed total of days in the period
(see paras 2.34 — 2.37) but who has not
completed the full induction period; or

e an NQT whois aboutto start orwho isin the
process of serving an extension prior to
completing the induction period (see para 3.7).

1.14 An NQT who completed induction prior to
1 September 2008 will be covered by the
Education (Induction Arrangements for School
Teachers) (Consolidation) (England) Regulations

2001 as amended (these regulations were replaced
by the 2008 regulations). In this context
‘completed induction” includes:

e anyNQT whois awaiting a decision by the
Appropriate Body on whether the core
standards have been met;

e any NQT whois serving an extension to the
period following a decision by an Appropriate
Bodyorthe Secretary of State; or
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~any NQT who is appealing against or awaiting
the outcome of an appeal againsta decision by
an Appropriate Body.

The qualified teacher and core
standards (Regulation 15 and
Regulation 16)

1.15 The core standards applyto all NQTs. They
form part of the framework of professional
standards for teachers, build upon the Professional
Standards for the award of Qualified Teacher Status
(QTS), and are the standards which underpin all the
subsequent standards. At the end of the induction
period the headteacher/principal makes a
recommendation, and the Appropriate Body
decides whether the core standards have been

met.

1 .16 The framework of professional standards helps to
guide teachers’ professional developmentand the choices
they make throughouttheir careers. T o view the professional
standards for teachers, please visit:
http://webarchive.nationalarchives.gov.uk/201112
18081624/tda.gov.uk/teacher/developing-
career/professional-standards-guidance.aspXx.

1.17 Following the award of QTS an NQT begins
their induction period having been assessed as
meeting all of the QT Sstandards. These QTS
standards should also be maintained bythe NQT
throughout the induction period, whilst he or she
works towards meeting the core standards.

Requirement to complete an induction
period (Regulation 7 and Schedule 2)

1.18 Subject to the exceptions listed in Schedule
2 of the regulations (see Annex B), a qualified
teacher cannot be employed as a teacherin a
relevantschool?in England unless he or she has
satisfactorily completed an induction period in
accordance with the induction regulations and this

Section 1 Introduction

guidance. This requirement applies regardless of
the route by which the individual gained QTS.

1.19 An NQT cannot starta statutory induction
period (or partial period) in any permitted setting
unless he or she has been awarded QTS (see
paras 2.1 7 - 2.19 for the checks that must be
made before the NQT takes up post).

1.20 There is no legal requirement to satisfactorily
complete an induction period ifan NQT intends to
work solely in an independent school, an academy
(including a 16-19 academy), a free school orin an
FE institution. However, an NQT can, subject to
certain conditions, serve an induction period in
such settings, provided the NQT has QTS before
the induction period starts.

Exceptions to the requirement to serve
an induction period (Schedule 2)

1.21 Annex B provides information on those
categories of qualified teachers who are exempt
from the requirement to satisfactorilycomplete an
induction period in order to be employed as a
teacherin arelevant school.

Restrictions on working in a relevant
school, where a teacher has not
completedan induction period
satisfactorily (Regulation 7)

1.22 An NQT hasone chance onlyto complete
induction. An NQT who has completed induction,
and failed to meet the core standards, is not
permitted to repeatinduction (although they may
appeal against the decision. Please see section 5).
While such an NQT does notlose hisor her QTS, he
or she cannot be employed lawfully as a teacherin a
relevant school.

2A relevant schoolis a maintained school or non maintained special schoolin England, including a maintained nursery school ora PRU. 3
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Funding for induction
1.23 Funding for the induction of Newly Qualified

Teachers (NQTs) in maintained and non-

maintained special schools is incorporated into the
main school funding system. It is for schools to
ensure they commitappropriate resources to
induction. Independent schools, academies
(including 16-19 academies), free schools or
further education institutions choosing to offer
induction to NQTs should also ensure that
appropriate resources are deployed.



Section 2

The Induction Process

2.1 This section provides guidance on the
regulations that are relevant to the induction
process. Itis recommended that this sectionis also

read by all NQTs undertaking induction. It starts at the

pointwhen an institution receives an application
from an NQT (or potential NQT) and ends atthe
pointwhere a decision has been made about

whetherthe NQT has metthe core standards,

following the completion of the induction period.

Institutions in which induction may be
served (Regulation 8)

2.2 The Regulations specify that induction can
be served in the following institutions under the
following conditions:

e arelevant schooldin England (excepta PRU)
- thisincludes, subjectto paras 2.4 and 2.5, a
maintained nursery school, a nursery that forms
part of a maintained school, and a local
authority maintained children’s centre;

e inthe circumstances setoutin para 2.6, an
independent school in England, an academy
(including a16-19 academy),a free school or
a city technologycollege;

e inthe circumstances setoutinpara2.8a further
education (FE) institution including a sixth form
college.

2.3 Induction may also be served in a school or
an FE institution in Wales in which an induction
period may be served under Welsh Regulations.

Induction in a maintained nursery or
children’s centre

2.4 Induction can take placein a maintained
nursery school, a nursery that forms part of a
maintained school or a children’s centre thatis
maintained by the Local Authority and has been
legallydesignated as a maintained nursery school.
In all cases the nurseryor children’s centre must
have a headteacher who can make the
recommendation against the core standards, and
provide the NQT with an induction tutorwho
holds QT S.

2.5 In all cases any NQT employed and
completing a period or part periodin these
settings mustteach classes of pupils

predominantly aged three and over. This is
because the education of pupils aged 0-2 years
does not fall within the defined remit of a
maintained nursery school. The headteacher must
also ensure the NQT’s post/duties comply with the
requirementsin para 2.24 on what constitutes a
suitable post.

3A relevant schoolis a maintained school or non maintained special schoolin England, including a maintained nursery school ora PRU. 5
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Induction in an independent school including
nursery provision in an independent school
(Regulation 8(1 )(b))

2.6 Independent schools, academies, (including
16 -19 academies), free schools and city
technology colleges who wish to offer an NQT who
has been awarded QT S the chance to complete
statutoryinduction must provide suitable post
(see para 2.24) and programme

that will help the NQT to continue to meet the

standards for QT S and meet all the core standards.
In addition:

o the curriculum for any pupils at key stage 1 and
2 thatthe NQT is employed to teach, must meet
the National Curriculum requirements other
than the requirementsin relation to statutory
assessmentarrangements;

e the curriculum for any pupils at key stage 3 or 4,
that the NQT is employed to teach, must meet
the National Curriculum requirements:i.e. it
includes the programmes of study specified
under section 84 and 85 of the Education Act
2002 in relation to every core or other
foundation subject required to be taught;

e a prior agreement must be reached between
the proprietor of the school and either a Local
Authority or (for their members) the Independent
Schools Teacher Induction Panel (ISTIP) that
they will actas the school's Appropriate Body
(see para 2.31);

e the school mustprovide the NQT with an
induction tutor with QTS; and

o the NQT has a reduced timetable on a
comparable basis to NQTs working in relevant
schools,* so that such NQTs are not
disadvantagedwhencomparedto those
serving induction in a relevant school, and have
time for further development.

Section 2 Thelnduction Process

2.7 Induction can also be served in the nursery
of an independent school providing that:

e the criteriaforindependent schools above are
met; and

o the NQT is employed to teach classes that
predominantly comprise pupils aged three
and over.

Induction in further education institutions
(including sixth form colleges)
(Regulation 8(1)(c))

2.8 Further Education (FE) institutions who wish
to offer an NQT a post in which to complete a
statutory induction period, must ensure
beforehand that the NQT has been awarded QTS
(see para 1.19). The principal of the institution must
also ensure the NQT’s duties complywith the
requirementsin para 2.24 of what constitutes a
suitable post.

2.9 The principal will, on behalfofthe FE
governing body, need to identify and reach
agreementwith a Local Authoritythatthe
Authority will carry out the role of the Appropriate
Body set out in this guidance. Discussions between
the principal and the Appropriate Body should be
undertakenin good time before the institution
offers an NQT a post, as the induction programme
and periodcannotbeginuntilagreementhas
been reached and the Appropriate Body has
confirmed itis contentto act.

2.10 In addition an FE institution or sixth form
college wishing to provide an NQT with the
statutory induction period mustalso ensure that:

e the NQT has adequate opportunity to further
develop his or her knowledge, understanding
and experience of the day-to-day practices and
the role of a teacherin a school;

4 Arelevantschoolis a maintained schoolor non maintained special schoolin England, including a maintained nursery school or a PRU.

6
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. the NQT has a reduced timetable on a
comparable basis to NQTs working in relevant
schools,5 so that such NQT s are not
disadvantagedwhen compared to those
serving induction in a relevant school, and
have time for further development;

normally no more than 10% of the NQT’s
teachingin the FE institution is devoted to
teaching classes predominantly consisting of
pupils aged 19 and over;

e the NQT must spend the equivalent of at least
ten days teaching children of compulsory
school age in a school during his or her
induction;

e everyeffortis made to provide the NQT with 15
days experience in a school setting in addition
to the mandatory ten days above (see paras
2.62 - 2.66); and

e the NQT is appointed an induction tutor who
holds QTS.

Institutions where induction may not be
served (Regulation 8(2))

2.11 Workplaces which cannot offer statutory
teacherinduction are:

e apupil referral unit (PRU);

e a secure training centre;

e aschoolrequiring special measures (i.e. one
which is eligible for intervention under section
62 of the Educationand Inspections Act 2006),
exceptin cases where Ofsted have judged a
school, or part of a school, to be suitable to host
induction (see paras 2.12 - 2.14);

e an FE institution where, following an Ofsted
inspection, itis reported that the overall
effectiveness of the institution, or part of its
education ortraining has been judgedto be
inadequate (category4) exceptin cases

Section 2 Thelnduction Process

where Ofsted has judged the institution to be
suitable to hostinduction (see para 2.1 5);

e the above includes FE institutions that have
received a category4 for leadership and
management;

¢ independentschools thatdo not meetthe
criteria describedin para 2.6;

e private nurseries and other early years settings
that do not meet the criteria described in para
2.7, including independent nurseries that are
not part of an independentschool; and

e schools abroad, including British schools.

Where induction may be served or continued in
a maintained school in special measures

2.12 A school thathas entered special measures
cannotnormally hostinduction. However, where a
teacher was employed on an employment based
initial teacher training scheme in the school prior
to gaining QTS, or had already started an induction
period in the school, before the school entered
special measures, then induction can be served.
This will require careful management to ensure
that the NQT’s needs are met without jeopardising
the educational provision for pupilsin the school.

2.13 The school and the Appropriate Body will be
jointlyresponsible for ensuring that any necessary
additional supportis putin place, and, as part of its
quality assurance role, the Appropriate Body must
satisfy itself that the NQT is not disadvantaged in
any way when compared with other NQT s serving
induction in the area. Through an effective
dialogue andagreedactionplanbetweenthe
school and the Appropriate Body, schoolsin this
position can continue to offer high quality
induction placements and to support their existing
NQTs effectively.

5A relevant schoolis a maintained school or non maintained special schoolin England, including a maintained nursery school ora PRU. 7
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2.14 Generally, once a school has entered special
measures they are not permitted to recruit any
new NQTs. However an Ofsted Inspector may
make ajudgementon whetherthe schoolis
suitable for the purposes of induction. In some
cases, particularly with larger schools, Ofsted may
give permission for NQT appointments within
specific departments or subject departments of
the school. This decision can be made at the time
of inspection or a school can apply in writing,
asking Ofsted to make the judgement subsequent
to inspection. All decisions will be reviewed each
time the school is monitored.

Induction in a further education institution
which has been judged inadequate

2.15 NQTs alreadyserving induction in an FE
Institution where the overall effectiveness of the
institution, or part of its education and training
have been judged to be inadequate (category4) at
the time of inspection, can continue to serve
induction with the necessary support. Institutions
and Appropriate Bodies will need to be clear on
what those plans for support will entail. If an FE
collegeisjudged inadequate, it is not normally
permitted to provide statutory induction for any
new NQTs. Institutions who subsequent to
receiving a category 4 wish to offer an NQT the
chance to complete induction, may also ask Ofsted
to judge the institution, or parts of the institution,
on its abilityto hostinduction. T his decision can be
made at the time of inspection or at a subsequent
monitoring visit. In cases where the leadership and
management of an institution is judged to be
inadequate, the institution must still seek Ofsted’s
permission to hostinduction, even if the institution
itself (or parts of the institution) has been judged
as satisfactory overall.

Section 2 Thelnduction Process

Checking a teacher is eligible to start an
induction period

2.16 Before the NQT takes up postthe
headteacher/principal mustundertake a few pre-
employment checks, which must be verified by the
Appropriate Body upon registration.

Checking qualified teacher status

2.17 Schedule 2 of the regulations lists categories
of teachers who are exemptfrom the requirement
to complete an induction period (See Annex B).
Any teacher who is not exempt from serving
inductionis onlylegally able to start the induction
period once they have been awarded QTS. The
requirement to hold QTS before starting induction
appliesto all permitted settings.

2.18 ltis essential that headteachers/principals
check and confirm the individual’s QT S with the
Teaching Agency (see Annex C for further
information on how to access this information).

2.19 Appropriate Bodies must always confirm that
the NQT's QTS has been checked when registering
the NQT. Note that a teacher reference number
does not mean the NQT has been awarded QTS.

Checking skills test status before an appointment
is offered (Schedule 3)

2.20 Teachers completing Initial Teacher Training
(ITT) after May 2001 must pass all the relevant
skills tests before they can be awarded QTS. If an
individual does not have QTS he or she cannot
start induction. Teachers who completed ITT
between the 1 May 2000 and 30 April 2001 are
known as Cohort 1 teachers and are required

to pass the numeracy skills test before they

can satisfactorily complete induction (see paras
3.25-3.30). Prior to offeringa Cohort 1 NQT an
appointment, the headteacher/principal must
check with the Teaching Agency to confirm
whether the
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individual has already passed the numeracy skills
test. Institutions should encourage and support
NQTs who need to pass the numeracy skills test to
do so as soon as possible before the end of their
induction period, seeking advice from the
Teaching Agencyas necessary.

Checking short-term supply limit status

2.21 Prior to offering a teacher who has not
satisfactorily completed an induction period an
appointmenton a short-term supply basis, the
headteacher/principal must ensure the individual
has not exceeded the limiton such work (see paras
3.17 and 3.18).

2.22 Priortoa supply/employmentagency
offering a teacher to a school on a supply basis, the
agency must ensure the individual has not
exceeded the limiton short-term supply work, and
must also comply with the duties placed on them
under relevant employment agency and business
legislation. Agencies must carryoutall necessary
identity and background checks on NQTs,
including confirming that they are not unsuitable
to work with vulnerable persons; share the results
of these checks with the school; and must inform
the school of any information received after an
appointment is made which may lead to doubts
over the NQT’s suitability.

Responsibility for induction
(Regulation 13)

2.23 The headteacher/principal of the institution
in which an NQT is serving an induction period
and the Appropriate Body are jointly responsible
for the supervision and training to meetthe
development needs of the NQT. The duties
assigned to the NQT and the conditions under
which he or she works should be such as to
facilitate a fair and effective assessment of the
NQT’s conduct and efficiency as a teacher.

Ensuring that the NQT's post is suitable

Section 2 TheInduction Process

for induction

2.24 The headteacher/principal and Appropriate
Body must ensure that the duties of the NQT, his
or her supervision, personal development and the
conditions under which the NQT works are such
as to enable there to be a fair and effective
assessmentofthe NQT’s conduct and efficiency
againstthe core standards. An importantissue at
the start and throughout the period is to ensure
the suitability of the NQT’s post. In particular a
suitable post:

e must provide the NQT with the necessary
employment tasks, experience and support to
enable him or her to continue to meetthe QTS
standards, and to meet the core standards by
the end of the induction period;

e must provide the NQT with a reduced timetable
to enable them to undertake activities in their
induction programme (see para 2.27);

e mustnot make unreasonable demands upon
the NQT;

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

e mustnotpresentthe NQT, on a day-to-day
basis, with discipline problems that are
unreasonably demanding;

e mustinvolve the NQT regularly teaching the
same class(es);

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

e mustnot involve additional non-teaching
responsibilities without the provision of
appropriate preparationand support
(see para 2.67).
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Coverteaching and coversupervision

2.25 A coversupervisor (even one holding QTS)
who is not employed as a teacher cannot count
their time spent as such towards induction.

2.26 Coverfor absenceis notan effective use ofa
teacher’'stime. There is currentlya limit of 38 hours
a year on the amount of cover that teachers,
including NQTs, can be required to undertake and
schools should expect to implementthe objective
that teachers should only rarely cover from 1
September 2009. T here are exceptions for teachers
who are employedwhollyor mainly for the
purpose of providing cover, however, the very
nature of a cover teacher’s responsibilities make it
unlikely that such a post would comply with the
requirements set out in statutory guidance on
what constitutes a suitable post for induction.

Ensuring a reduced timetable and time for
planning, preparation and assessment

2.27 Al NQTsmusthave areduced timetable, to
enable them to undertake activities in their
induction programme, and time for planning,
preparation and pupil assessment. In a maintained
school the School Teachers’ Payand Conditions
Document says the headteacher must ensure an
NQT should have a timetable of no more than
90% of the timetable of other main scale teachers
in the school without responsibility points. The
Document also makes explicit that such teachers
are also entitled to additional Planning, Preparation
and Assessment (PPA) time.NQTs inindependent
schools, academies, (including 16-19 academies),
free schools and FE colleges must also have a
reduced timetable on a comparable basis.

Role of the governing body upon
appointment of an NQT

2.28 Whenan NQT is appointed the headteacher/
principal should make the governing body aware
of the arrangements, in line with this guidance,
that have been put in place to support him or her.

10
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The governing body must be satisfied that the
institution has the capacity to support the NQT
and that the headteacher/principal is fulfilling his
or her responsibilityto provide a suitable post and
the necessary support, monitoring and assessment.

Determining the Appropriate Body
(Regulation 6)

2.29 Regulations specify who should be the
Appropriate Body for particular institutions
(detailed in the chart below). Where the institution
and the Appropriate Body need to formally

agree who will actas the Appropriate Body,
arrangements should be made in good time
before the NQT starts.
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Charging by the Appropriate Body
(Regulation 21)

2.30 The Appropriate Body maymake reasonable
charges, not exceeding the costof supplying the
service, to an independentschool, an academy
(including a 16-19 academy), a free school, a city
technologycollege or a further education
institution to whichitis supplying the service.
Agreement should be reached on this before an
NQT starts an induction period. Please see Section
6 for a summary of the roles and responsibilities of
the headteacher/principal and the Appropriate
Body.

Registering the NQT with the
Appropriate Body

2.31 Once an NQT has been appointed, the
headteacher or principal must notify the
Appropriate Body as soon as possible to register
the NQT, in advance of the NQT starting. The
Appropriate Body needs to be made aware that
an NQT is starting an induction period. The
Appropriate Body must be satisfied that it has
sufficient opportunity to fulfil its role, for example
quality assurance of the NQT’s post and
programme and advising on professional

Section 2 TheInduction Process

development where appropriate. Failure to register
the NQT in advance may, particularly where there
has been a significantinterval, result in a delay to
the start of the induction period.

Named contact at the Appropriate Body

2.32 At registration the Appropriate Body should
providethe NQT with anamed contact with
whom he or she may raise any concerns about
theirinduction programme whichmay arise,
where he or she has been unable to resolve them
within the institution. This named contact should
notbe directlyinvolvedin monitoringor
supporting the NQT orin making decisions about
satisfactory completion of induction, although they

will need to be in close contact with colleagues
who are.

Informing the Secretary of State of NQT
appointments

2.33 Appropriate Bodies should inform the
Teaching Agency of any NQTs who start an

induction period.

Type of Institution

Determining the Appropriate Body

Appropriate Body

e Community, foundation or voluntary schools;

e community or foundation special schools;
e maintained nursery schools.

e The Local Authority maintaining the school.

Non-maintained special schools.

e The Local Authority in which the school is
situated.

Independent schools that are members of the
Independent Schools Teacher Induction Panel
(ISTIP).

The Independent Schools Teacher Induction
Panel (ISTIP) or a Local Authority that the
school reaches agreement with.

Independent schools (not ISTIP) academies,16-
19 academies, free schools.

A Local Authority that the school reaches
agreement with.

Further education institutions.

A Local Authority that the institution reaches

agreement with.

11
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The minimum period of continuous
employment that can count towards
induction (Regulation 10)

2.34 Many NQTs complete their entire induction
period in the same institution over a continuous
period. However notall NQTs wantor are able to
secure such appointments. Itis important for all
parties, including pupils, thateach NQT is in post
long enough for those responsible to be able to
form a fair and reasonable opinion of his or her
work. Regulations therefore specify a minimum
periodof employmentthatcan be counted
towards completion of the induction period an
NQT must serve under Regulation 9 (for both full-
time and part-time NQTs). This minimum is one
term or more (based on an institution that
operates three termsin an academic year).

2.35 Consequently, provided at the outset an
NQT’s contract/appointmentis for at leasta term,
an NQT may serve their inductionin one, two,
three or more institutions. For example an NQT
may serve:

e two terms of induction in one institution on
one contract, and one term in another;

e one and a halftermsin one institution on one
contractand one and a halfterms in another; or

e threetermsin three differentinstitutions on
three different contracts.

2.36 However, it would not be possible to serve
two and a half terms of induction in one institution
and the remaining halfa term in another. Although
the first contract would meet the minimum period
criteria the second would not. NQTs in this
situation will, therefore, serve a longer induction
period than specified (in paras 2.41-2.52) in order
to complete the induction period.

2.37 ltisimpossible to assess an NQT against all of
the core standards over a period of less than one
term. Some of the key core standards must be
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demonstrated over a sustained period of time,
before they can be judged to have been met. For
example, NQT s need to demonstrate that they can
build a relationship with all pupils, achieve
continuity and progression in the pupils’
educational experience and reflect on and modify
their practice in light of lessons learned. The
requirement fora minimum period also reflects the
need for each NQT to work in a stable environment
and receive a personalised, supported and pre-
planned induction programme.

The minimum period where an NQT works in
an institution that does not operate three
terms in a year

2.38 Where an NQT works in an institution which
has more than three terms in a year, the minimum
period of employment that can count towards the
induction period will be the equivalent of a term
(based on an institution that operates three terms
in a year). For example, in a six term school (such
as a school that follows the ‘Standard School Year’
promoted by the Local Government Association)
the minimum period of employment is two terms.
This means that an institution would need to offer
the NQT a contract of at least two terms from the
outset.

2.39 NQTswho are not employed to work within
a term structure (for example those teaching
certain apprenticeship courses in an FE institution)
must be given a contractof at least 63 days before
a period of employment can count towards
induction.

2.40 Any periods of induction served in Wales,
that meetthe minimum criteria as set outin Welsh
regulations can counttowardsinductionin
England. Similarly, any valid minimum period
served in England can count towards induction
in Wales.



Statutory Guidance on Induction for Newly Qualified Teachers in England

Determining the length of the induction
period (Regulation 9)

2.41 Regulations specify the length of the
induction period an NQT is required to serve. This
is judged to be a reasonable amount of time for
the NQT to demonstrate the standards and to
enable the headteacher/principal to make a
recommendation, and the Appropriate Bodya fair
assessment, of whether or not the individual has
met the core standards.

2.42 Provision is made to reflect the differing
circumstances of the maintained, independent
school, academies, (including 16-19 academies),
free schools) and FE sectors. Although the majority
of NQT s serve a standard induction period lasting
three terms, regulations also provide for NQT s in
non-standard circumstances or with different work
patterns to serve a period equivalentto three
terms.

2.43 1t is good practice for headteachers/
principals to ensure NQTs are clear at the outset
about how long their induction period should be,
assuming their circumstances remain the same.
The following paragraphs explain how to work out
how long the induction period should be for the
range of different circumstances/working patterns.
However see also paras 3.2 — 3.6 on reducing the
period in exceptional specified circumstances.

Length of the induction period for a ful-time
NQT where the term structure is three terms

2.44 A full-time NQT who:

e serves induction wholly in one or more
school(s) where the academic year comprises
three terms; and

e starts his or her period(s) of employment
counting towards induction on the first day
of aterm;

completesinduction when he or she has served
three terms.
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Length of the induction period for a ful-time
NQT where the term structure is six terms

2.45 A full-time NQT who:

e serves induction wholly in one or more
school(s)where the academic year comprises
six terms; and

e starts his or her period(s) of employment
counting towards induction on the first day
of aterm;

completesinduction when he or she has served
six terms.

Length of the induction period for a full-time
NQT who starts a period of employment
counting towards induction in a school after the
first day of term

2.46 Where a full-time NQT starts his or her
period(s) of employment counting towards
induction on a day after the first day of a term, the
induction period mustequal the number of days in
the academic year of the school in which they
started induction. This will ensure that the NQT,
the school and the Appropriate Body are clear
from the outsetabouthowmanydays the NQT
must serve to complete the period. This will also
help to ensure that, where the individual starts a
new contract before completing induction, any
subsequentemployeris clearabouthow many
days the NQT has yetto serve.

Length of an induction period for a ful-time
NQT who serves induction in more than one
schoolwhere those schools have different
term structures

2.47 Where a full-time NQT serves induction in
more than one school which have differing term
structures (e.g. one school with three terms in a
year and one with six terms in a year), the

induction period should equal the number of days

13
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in the academic year of the school in which they
started induction.

Length of theinduction period for a full time
NQT who starts his or her induction in a further
education institution

2.48 Afull-time NQT who starts their induction in
a further education institution must serve an
induction period of 1 89 days. Thisis to allow for
the differences between the school and Further
Education sectors (for example some courses
taughtin furthereducationinstitutionsdo not
follow a traditional term structure).

Length of the induction period for an NQT who
works part-time at any time during their
induction period

2.49 Where an NQT who starts induction in a
school works part-time at any pointduring their
induction, the number of days the individual will
have to serve in order to complete induction will
be the number of days in the academic year of the
school in which the NQT started induction.

2.50 Where an NQT who starts induction in an FE
institution works part-time at any point during the
induction period, the NQT must serve an induction
period that is at least 189 days.

2.51 It will take a part-time NQT a longer period of
time than someone employed on a full-time basis
to work the required period specified in paras 2.44
- 2.52, dependent upon the proportion of a full-
time teacher’s contract the part-time NQT is
contracted to work.

2.52 To calculate the period of time it will take for
a part-time NQT to complete his or her induction
period, divide the total number of days’ induction
the NQT must serve by the full-time equivalent
(FTE) percentage that the individual is contracted
to work. Forexample:
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.an NQT, contracted to work an FTEof 0.6 in a
maintained school (who is required to serve an
induction period of 195 days, in accordance
with para 2.44), would need to be employed for
a period of 325 days (195 + 0.6 = 325) in order
to complete the induction period.

Recording starters, absences, leavers, and time
served which counts towards an induction
period

2.53 All institutions must maintain accurate records
of the date an NQT starts a period of employment
counting towards induction, how much of the

period has been completed and any absences. These
should be noted appropriately on the assessment
forms at the end of each formal assessment period
(see paras 2.83 — 2.85). Where an NQT leaves or
changes working patterns during the period, this will
enable the institution and the Appropriate Body to
calculate how much of the period remains to be
completed. The headteacher/principal should notify
the appropriate bodyif an NQT leaves the institution
before completing the period. The appropriate body
will then notify the Teaching Agency.

Starting and completing an induction period and
breaks during an induction period

2.54 Whilst NQTs are encouraged to start their
induction as soon as possible after gaining QTS,
there is no set time limit for starting or completing
an induction period. Where significanttime has
elapsed between gaining QTS and starting
induction, or where there is a significant gap
betweenteaching postsduring the induction
period, NQTs may want to consider undertaking
some refresher training.

Obtaining previous records

2.55 Where an NQT has already completed
part of their period in another institution, the
headteacher/principal should:
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.contact the NQT’s previous Appropriate Body
to obtain a copy of any assessment forms
including any interim assessment/s; and

e establish howmuchofthe period has been
completed and how much remains to be
served, including any absences during any
previous periods of induction served.

2.56 Obtaining the assessmentreports and
associated information will enable the
headteacher/principal:

e to develop an appropriately targeted
programme and consider early actionin cases
where an NQT may need specific or additional
support;

o facilitate scheduling of the outstanding formal
assessments on an appropriate cycle; and

e ensure early identification of circumstances
where a pre-completion extension due to

absences during the period may be necessary.
2.57 Toavoid any confusion at a later date it is
good practiceto confirmhow much of the
induction period has already been completed and
any absences directly with the NQT as soon as the
informationis available after appointment. This is
important as absences totalling 30 days or more
must lead to the induction period being extended
(see para 3.7).

Appointment of an induction tutor

2.58 The headteacher/principal must identify
a person to actasthe NQT's induction tutor, to

provide day to day monitoring and support, and
co-ordination of assessmenté. Thisis a very
important role in the process. The induction tutor
musthold QTS and also have the necessary skills,
knowledge and time to work effectively in this role.
In particular, the induction tutor should be able to
undertake effective coaching and mentoring. The
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induction tutor should also be able to make
rigorous and fair judgements aboutthe NQT's
progress in relation to the core standards and to
recognise when early action may need

to be taken 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.

Planning and preparing the induction
programme

2.59 It is essential that NQTsreceive a
personalised, supported programme and the
reduced timetable that they are entitled to so that
each NQT has the time and supportto focus on his
or her professional development needs. It is,
therefore, important that planning for induction
starts before the NQT takes up post.

2.60 When planning/approving the programme
headteachers/principals must ensure that the
NQT’s timetableis no more than 90% of the
timetable of other main scale teachers in the
school without responsibility points. NQTs are
entitled to this under the School Teachers’ Payand
Conditions Documentin addition to PPA time (see
para 2.27). However, NQT s serving induction in
independent schools, academies, (including 16-19
academies, free schools) or FE Institutions must
also have a reduced timetable on a comparable
basis. When putting together a programme of
support, the inductiontutor willneedto make
arrangements early on for the NQT to:

e receive informationabout the institution, their
post and the arrangements for induction, in
advance of the first day in post;

meet with the induction tutor to discuss their
individual strengths and development needs;

e receive andagree a timetable of observations,
reviews and assessment meetings;

6 Aspects of thisrole may be sharedbetweenan induction tutor, in a co-ordinating role, andindividual mentors.
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e agree with their induction tutor a personalised
development plan setting out clear objectives
and success measures;

e receive information about their rights and
responsibilities and those of others involved,
and the nature and purpose of assessmentin
the induction period;

e participate in the school’s/college’s general
induction arrangements for new staff;

take partin any appropriate programme of
staff training or improvement activities at
the institution;

e be made aware of anyinstitution-wide policies,
including those on safeguarding and child
protection, management of behaviour and
health and safety, and opportunities for more
targeted support/advice in these areas where
necessary;

e spend time with the institution’s special
educational needs (SEN) coordinatorto focus
on specific and general SEN matters;

e receive,where appropriate, training
development or advice from professionals from
outside the school/college, e.g. from other
schools and colleges, LAs, higher education
institutions, Diocesan authorities, professional
bodies and subjectassociations;

take part in external training events that are
relevant to identified individual needs; and

be made aware of the institution’s grievance
procedures and locally agreed capability policy.

2.61 In all casesthe NQT induction programme
must take account of the core standards (see para
1.15) and the demands of the postin which NQTs
are serving induction. The induction tutor and the
NQT should review and update the NQT’s
induction programme and development plan
regularly over the period, as existing skills
andknowledge are consolidated and new areas of
learning are identified.

16
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Mandatory ten days teaching in a school for
NQTs completing induction in a further
education institution

2.62 It is very importantthatall NQTs serving
induction in an FE institution, sixth form college or
16-19 academy have the opportunity to build on
theirinitial teacher training experiences to further
develop a sound knowledge and understanding of
the day-to-day practices and the role of a teacher
in a school teaching children of compulsory school
age.

Part of being able to meetthe core standards will
involve, for example, demonstrating a good
understanding of the role of a teacherin a school
on teaching and learning, and the important
contribution that other staff such as support staff
can make to helping improve pupil achievement
and well-being.

2.63 Consequently all NQTs completing induction
inan FE institution, sixth form college or 16-19
academy must spend the equivalent of at least ten
days teaching children of compulsory school age
in a school during the period. In addition, every
effort should be made to provide such NQT s with
up to a further 15 days experience in a school
setting. Early planning of such placement(s) will
ensure benefit to pupils and

the NQT.

2.64 The purpose of school placements and the
nature of any support the NQT will receive from
the school should be agreed in advance. The focus
of the placement should involve teaching duties.
An extended placement could also focus on
transition issues for students, or involve curriculum
development. In all cases the primary objective of
any placementwill be to inform the practice and
meet the development needs of the NQT. The
needs of the students affected and the institutions
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themselves will also need to be considered.
Providing NQTs with a school based mentor will
help them to gain maximum benefit from their
placement.

2.65 School placements can take place at any
time during the induction period, taking into
accountimplications for pupils and other staff. The
school placement need not be undertaken in a
single institution, but can be served in shorter
placements (e.g. two five day placements).

2.66 Therole the Appropriate Body should play in
organising the school placement will depend on
local capacityas well as what is agreed as part of
any formal charging agreement. As a minimum,
every Appropriate Body should provide advice on
settingup placementsand ensure thatthe
mandatory ten days of teaching children of
compulsoryschool agein a school has taken place.

Monitoring and support during
induction (Regulation 13)

2.67 Theheadteacher/principal and induction
tutor should ensure that a suitable monitoring and
support programme is putin place. A suitable
programme mustinclude the following
components:

e support and guidance from a designated
induction tutor who has the time and
experience to carryout their role effectively;

e observation ofthe NQT’s teaching and follow-
up discussion (see para2.69);

e regularprofessional reviews of progress
(see para 2.72);

e NQT’s observation of experienced teachers —
NQTsshould be given opportunities to observe
experienced teachers to help develop good
practicein specific areas of teaching. This could
be in the NQT's own institution or in another
institution where effective practice has been
identified. The focus for the observation should

relate to the requirements for satisfactory
completion of the induction programme and
the NQT’s objectives for development;

e otherpersonalised professional development
activities, based on the NQT’s priorities for
professional development, new areas of need
due to the particular post, and the core
standards; and

e in planning the activities that are needed to
help the NQT meet their objectives, the NQT
and the induction tutor will want to draw on
the NQT’s thinking at the end of initial teacher
training, updating plans over the period.

2.68 It is also important that the NQT is fully
engaged in this process and takes responsibility
for his or her professional developmentas the
induction programme progresses. The leadership
team will have a critical role to playin thisand in
ensuring effective communication and handover
between the NQT’s induction tutor and any
subsequent performance reviewer.

Observation of the NQT’s teaching practice

2.69 A full-time NQT'steachingshould be
observed during their first four weeks in post, and
thereafter at least once in any six to eight week
period (once every half term in an institution
operating a three-term year). Where the NQT works
part-time, the intervals between observations will
need to be adjusted to reflect that induction is
being served over a longer time frame, but the first
observation should still take place in the first six to
eight weeks. Observations should focus on
particular aspects of the NQT’s teac hing which are
agreed in advance between the NQT and the
observer and on how to help all pupils learn more
effectively. The choice of focus for the observations
should be informed by (i) the requirements of the
core standards and (ii) the NQT’s personal

Section 2 ThelInduction Process
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objectives for career development. Observations
should be supportive and developmental.

2.70 Observations of the NQT may be undertaken
by the induction tutor or another suitable person
who holds QTS from inside or outside the
institution; for example, teachers with particular
specialisms or responsibilities as mentors, or
Advanced Skills Teachers, or tutors from
partnership higher education institutions (HEIs).

2.71 The NQT and the observer should meet to
review any teaching that has been observed.
Feedback should be promptand constructive.
Arrangements for review meetings should be
made in advance and a brief written record made
on each occasion. T his record should relate to the
NQT’s objectives for development and the core
standards and indicate where any development
needs have been identified. It should also show
where objectives have been revised to take
accountof the observation and discussion.

Professional progress reviews of the NQT

2.72 The induction tutor should review the NQT’s
progress at regular intervals throughout the
induction period. There should be at least one
scheduled professional review meeting in any six
to eightweek period (once every half term in an
institution operating a three-term year). Where the
NQT works part-time, the intervals between
professional review meetings must be adjusted
accordingly, but the first meeting should still take
place within the first six to eight weeks of taking
up post.

2.73 Reviews should be informed byevidence of
the NQT s work, e.g. observation of teaching or
scrutiny of lesson plans. Objectives should be
reviewed and revised in relation to the core
standards and the needs and strengths of the
individual NQT. The NQT should maintain a
recordof evidence of progress towards objectives
ndany new objectives set within the
development plan, as well as identification of
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the steps to be taken to supportthe NQT in
meeting the objectives. Evidence should come
from day-to-day practice e.g. examples of planning
and self- evaluation.

Quality assurance and the role of the
appropriate body

2.74 The Appropriate Body has the main quality
assurance role within the induction process.
Through qualityassurance the Appropriate Body
can assure itself:

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

o thatthe monitoring, support, assessment and
guidance procedures in place are fair and
appropriate.

2.75 The Appropriate Body should on a regular
basis consult with headteachers/principals on the
nature and extent of the quality assurance
procedures itoperates, or wishes to introduce.
Institutions are required to work with the
Appropriate Body to enable it to discharge its
responsibilities effectively.

2.76 The means of quality assurance will reflect
the existing structures and patterns of practice for
monitoring the work of institutions for which the
Appropriate Bodyis responsible. It will also, in the
case of independentschools, academies,(including
16-19 academies), free schools and FE
institutions, need to reflect any agreement
entered into between the Appropriate Body and
the institution’s governing body. Some
Appropriate Bodies mayfocus on induction as part
of aregular scheduled visit. Others may
concentrate on those
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institutions where the need for additional support
has been identified and monitor a sample of other
institutions to ensure consistency of assessment. In
the case of institutions in special measures or

deemedinadequate (see paras2.12 -2.15), the

Appropriate Body must satisfyitself thatthe NQT is
receiving broadly the same quality of experience
available to NQTs in other institutions in the area.

The Appropriate Bodyshould also (as local
capacity, resources and agreements allow):

e respond to requests from schools and colleges
for guidance, support and assistance with NQTs’
induction programmes; and

e respond to requests for assistance and advice
with training for teachers related to their roles
providing coachingand mentoring, supervision
and assessment (such as training for induction
tutors).

If an institution informs the Appropriate Body
that an NQT is not making sufficient progress
towards meeting the core standards, the
Appropriate Body should, as soon as possible, act
to assure itself that the assessment of the NQT is
fair and accurate. The Appropriate Body should

also ensure thatrelevant objectives and a support
programme are in place to help the NQT address
areas of his or her performance that require further
development.

Where the Appropriate Body considers that
an institution is not providing an appropriate
programme or support, the Appropriate Body
must, as part of its quality assurance procedures,
contactthe institution to raise its concerns
immediately (in writing, as appropriate).

Following discussion with the institution and
the NQT, the Appropriate Body mayfeel that upon
completion ofinductionitis unreasonable to
expectthe NQT to have metthe core standards, or
that there is insufficient evidence on which a
decision can be based about whether the core

standards have been met. In such circumstances
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the Appropriate Body can at the end of the period
decide to extend the induction period for a period
to be determined by the Appropriate Body (see
para 3.11).

Raising concerns

An NQT who has concerns about any aspect
of the content and/or delivery of their induction
programme should act on those as quickly as
possible. The NQT should normally raise their
professional concerns internally, informallyin the
first instance, with their induction tutor, or more
formally where the nature of the concerns may
warrant this.

Where the NQT’s concerns go beyond the
institution’s systems or procedures, or where the
NQT maylack confidence or feel that the concerns
have not been properly addressed, they should
contact the named individual at the Appropriate
Body. In these cases the named individual should,
as soon as possible, investigate the issues raised by
the NQT. The named contact should take steps to
assure themselves that the induction programme
and/or the NQT’s post and responsibilities are
suitable and fair, provide adequate support and do
not place unreasonable demands upon the NQT.

Formal assessments of progress

There should be three formal assessment
meetings during the induction period, between
the NQT and either the headteacher/principal or
the Induction Tutor (acting on behalf of the
headteacher). For an NQT working full-time in an
institution operating a three-term year, these
would normally take place towards the end of
each term. However for part-time NQTs and
institutions with more than three termsin a year
the assessments should be carried out at
equidistant intervals throughout the induction
period. It is for institutions and NQT s to agree
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exactlywhen the assessment dates are set, but the
final assessment should occur as near to the end of
the induction period as possible. Good practice is
to schedule dates for formal assessment(s) on
appointment at the start of the induction period/
part period,

The induction tutor will, on behalf of the
headteacher or principal, play a key role in
providing and co-ordinating assessment
throughout the NQT’s induction programme.
Where more than one person is involved in
providing supportand/or assessment, individual
responsibilities should be clearly specified and
agreed at the beginning of the induction period.
All parties with a role should have clear
arrangements for sharing information so that
monitoring and assessmentis based on, and
informed by, evidence from the NQT’s teaching
and professional development.

The third formal assessment meeting is also
the final end of induction period assessment, and
will form the basis of the headteacher/principal’s
recommendation to the Appropriate Body as to
whether the NQT, having completed the period,
has or has not met the core standards.

Evidence to be used as the basis for formal
assessment

Each formal assessment meeting should be
informed by written reports from at least two
observations of the NQT’s teaching and two
progress review meetings that have taken place
during the preceding assessment period. This
evidence should emerge from the NQT’s everyday
work as a teacher and from their induction
programme. Judgements made during the
induction period should relate directly to the
standards for the award of QT S and the core
standards. NQTs should be kept up-to-date so that
they are aware of how the induction tutor
seestheir progress. Under no circumstances should
there be any surprises. Induction tutors must
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ensure they tell the NQT during the assessment
meeting the judgements to be recorded in the
formal assessment record and sent by the
headteacher/principal to the Appropriate Body
(see para 2.91). Induction tutors should also invite
NQT s to add their comments to the assessment
record.

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

o the NQT’slessonplans, records and evaluations;

e assessmentrecords for pupils for whom the
NQT hashad particular responsibility, including
test and/or examination results;

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

e the NQT sselfassessmentand record of
professional development.

Inductiontutors maywantto collect more
evidence in areas where there are concerns about
the NQT’s progress, to identify better what
additional support and action may be needed.

Interim assessments

When an NQT leaves a post after completing
more than one term in an institution but before
the next formal assessmentwould be required, the
headteacher/principal must complete an interim
assessment. This should take place before the NQT
leaves his or her postin order to ensure that the
NQT’s progress and performance since the last
assessment are captured. Thisis 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



Statutory Guidance on Induction for Newly Qualified Teachers in England

structure of the induction programme in 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 assessmentand the NQT’s
progress towards the core 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.

2.90 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 sentto the
Appropriate Body. The headteacher/principal

should also retain a copyof the completed reports.

Completing the first and second formal
assessment forms

2.91 Following the first and second formal
assessmentmeetings an assessment form should
be completed by the induction tutor and/or
headteacher/principal (as appropriate) and signed
by the headteacher/principal and the NQT. The
NQT should be invited to add their comments
before signing the form. These reports should
clearlyindicate whether or notatthe time of each
assessmentthe NQT is judged to be making
satisfactory progress towards meeting the
standards by the end of the period.
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2.92 Model assessment forms can be downloaded
from
http://www.education.gov.uk/schools/leadership/
deployingstaff/b0066959/induction-newly-
qualified-teachers/nqt-forms. Appropriate Bodies

may personalise/adaptthese forms to suit local
needs. Institutions are advised to check that they
have the correct version before completing them.

2.93 Once the form is signed, the NQT should be
given the original and a copy sent to the
Appropriate Body within ten working days of the
assessment meeting. The headteacher/principal
should also retain a copyof the completed reports.

Access by the governing body to formal
assessments

2.94 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 anindividual's assessment forms. The
exception to this would be when an NQT has

raised concerns about a particular issue/
assessmentvia 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 staffinvolved in the process they
can seek guidance from the Appropriate Body.

Action on completing the induction
period (Regulation 16)
Completing theinduction period

2.95 An NQT completes theirinduction period
when he or she has served:

- An induction period of the length specified in
paras 2.34-2.52;

e anyextension to that period as a consequence
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of absences occurring during the period
(see paras3.7-3.10); and

e anyextension following a decision by
the Appropriate Body or the
Secretary of State (see paras 3.11 — 3.1
3).

Completing the third formal assessment form
and making the recommendation

2.96 Following the third and final formal
assessment meeting the relevant assessment form
should be completed by the induction tutor and/
or headteacher/principal (as appropriate). This
form mustrecord the headteacher/principal’s final
recommendation as to whether or not, upon
completion of the induction period, the NQT has
met the core standards.

2.97 Theheadteacher/principal, the induction
tutor and the NQT must then sign the final
assessment form and the NQT should be invited to
add their comments before signing the form (see
also para 3.4 on shortening the period in
exceptional circumstances).

2.98 The headteacher/principal should ensure a
signed copy of the assessment form, containing
the recommendation, is sent to the Appropriate
Body within ten working days from the date of
completion of the induction period. The
headteacher/principal should keep a copy, and
give the original to the NQT. Copies of all
assessments and supporting evidence should be
retained for six years by the headteacher/principal
and the Appropriate Body (see para 2.111).

Appropriate Body decision on whether the
standards have been met

2.99 It is the Appropriate Body that makes the final
decision as to whether or not an NQT has met the
core standards, drawing on the recommendation of

the headteacher/principal.
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2.100 Within 20 working days of receiving the
recommendation, the Appropriate Body must
decide whether the NQT:

e hasachieved the core standards and thereby
satisfactorily completed their induction period;

e requires an extension of the induction period
(see para 3.11);0r

e has failed to satisfactorily complete the
induction period.

In making this decision the Appropriate Body must
take into accountall available evidence including
any written representations received from the NQT.

2.101 The Appropriate Body must, within three
working days of making the decision, write to:

e the NQT;

e the headteacher/principal (in whose institution
the NQT was working at the end of their
induction); and

o theemployer (if otherthan the Appropriate
Body itself),

to inform them of the decision.

Notifying the Secretaryof State of NQTs who
have not met the standards

2.102 A decision to fail or extend an NQT’s
induction must be notified to the Teaching
Agency within three working days of the
decisionbeingmade and recorded.

The NQT’s right to appeal against a decision that
they have not met the standards

2.103 If the Appropriate Body decides to extend
the period of induction or decides that the NQT
has failed to complete theirinduction period
satisfactorily, the Appropriate Body must inform
the NQT of their right to appeal against this
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decision, with the name and address of the Appeal
Body (the Teaching Agency), and the deadline for
appeals. Within 20 working days of receiving
this notification, the NQT mustsay if they will be
exercising theirrightto appeal. After 20 days, this
right expires exceptin exceptional circumstances.
Forfull details of the appeals system please see
Section 5.

Teachers in Cohort 1 who complete induction
but have not passed the numeracy skils test
(Schedule 3)

2.104 Teacherswho gained QTS in England
between 1 May 2000 and 30 April 2001 are known
as Cohort 1 teachers and must additionally pass
the numeracy skills test before they can
satisfactorily complete induction. Where an NQT
who falls in Cohort 1 completes the induction
period but has yet to pass the numeracy test, the
Appropriate Body must defer making the final
decisionas to whetherthe NQT has met the core
standards until the NQT has passed the test (see
paras 3.25 - 3.30). Evidence relevant to the
decision however should be retained.

Action following failure to complete induction
satisfactorily

2.105 Failure to complete the induction period
satisfactorily means that the NQT is no longer
eligible to be employed as a teacher ina
maintained school, a maintained nurseryschool,
a non-maintained special school or a pupil
referral unit.

2.106 The employer of an NQT who isworkingina
relevant school” and who has failed induction
must dismiss the NQT within ten working days

from the date when the NQT gives notice that they
do not intend to exercise their right to appeal, or
from the date when the time limit of twenty

Section 2 ThelInduction Process

working days for appeal expired without an appeal
being brought about.

2.107 [The names of NQTs who have failed
satisfactorily to complete the induction period
will be included on the list kept by the Secretary
of State under section 141C of the Education Act
2002.]

2.108. If the NQT’s appeal is heard, and he or she
has been judged as having failed induction, the
employer of an NQT who completed induction

in a relevant school should dismiss the NQT within
ten working days of being told of the outcome
of the hearing.

Record keeping/retention and
confidentiality

Record keeping

2.109 The Appropriate Bodyis responsible for
keeping a record of the name; teacher reference
number; date of birth and the amount of the
induction period served for each NQT for whom it
is the Appropriate Body. These records are based
upon information from headteachers/principals
about NQT s starting or completing induction or
those leaving part-way through induction. The
Appropriate Body should also monitor the return
of assessmentforms and contact the institution
concerned when assessment forms have notbeen
submitted or signed on time.

2.110 As the Appeal Body the Teaching Agency
keep records of all appeals but they also
maintain a central record of those who are in
the process of completing or who have
completed induction (eithersuccessfully or
unsuccessfully). Henceitis important that
institutions provide timely and accurate
information to their Appropriate Body, and
Appropriate Bodies provide timely and accurate
information to the Teaching Agency.

23



Statutory Guidance on Induction for Newly Qualified Teachers in England Section 2 TheInduction Process

7 A relevant school is a maintained school or non maintained special school in England, includinga maintained nursery school or a PRU.
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Retention of assessment reports

2.111 It is recommended that assessmentreports
are retained by the institution and the Appropriate
Body for a minimum of six years (whichis in line
with the guidance on performance management).
NQTs are advised to retain the original copies of
their own assessmentreports. Retention of
assessments is particularly important where an
NQT changes jobs part-way through his or her

induction.

2.112 If an NQT starts induction in an institution
which is part of another Local Authority the
Appropriate Body role transfers to that Authority
and the new headteacher/principal is responsible
for obtaining copies of the relevant paperwork
from the NQT’s previous Appropriate Body(s). The
headteacher/principal is also responsible, upon
registration, for alerting the new Appropriate Body
to any concerns that have been raised about the

NQT's progress by previous employers.

Confidentiality
2.113 The induction process and the assessments

generated from it should be treated with
confidentiality at all times and should not be
shared with anyone not directly involved in the
induction process. It should be made clear to
anyone viewing such documents that they are
confidential and NQTs must be made aware of
who has been granted access to their assessments.
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Section 3

Special Circumstances

3.1 This section explains the regulations that
apply on a less regular basis. It covers shortening
an induction period in exceptional circumstances;
extending an induction period; supply teaching
and NQTs; NQTs employed simultaneously in two
or more institutions and special provisions
applying to a qualified teacher who has not passed
the numeracy skills test on completion of the
induction period (Cohort 1).

Reducing the induction periodin
exceptional circumstances
(Regulation 9(5))

3.2 Theregulations allow the prescribed
induction period (see paras 2.38 - 2.52) to

be reduced in exceptional circumstances by up to
andincluding 29 days. This applies only when all
of the criteria specified below are met:

e The NQT cannot continue their inductionin the
same institution the following term (normally
due to a time-limited contract);

e The NQT has met the core standards;

e The NQT agrees to the period beingreduced in
this way; and

e The shortfall in the induction period, when
combined with absences that fall during the
period, totals 29 days or fewer.

3.3 Where the NQT works part-time, only
absences that fall when the NQT is contracted to
work should be counted towards the 29 days.

3.4 The Appropriate Body and the headteacher
will need to agree when the reduced period is
applicable and this should be noted on the final
assessment form. It is important that the form is
signed bythe NQT, the NQT's headteacher and the
Appropriate Body to confirm that all three parties
agree to the reduction.

3.5 Typical examples of circumstances where it
would be appropriate to shorten an induction
period would be:

e Case A - afull-time teacher employed at a
school goes on long-term sick leave a couple of
days into the new term and an NQT is recruited
to cover the post for the remaining year. The
school is unable to continue the contractinto
the following year as the original post-holder is
returning.

e Case B - afull-timeteacheremployed at a
school goes on maternity leave for a year and
an NQT isrecruited to cover the post. An
induction programme is putin place; the NQT
performs well and is able to demonstrate the
standards. However, the post-holder then
decidesto return to duty three weeks before
the end of the summerterm. The school is not
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resourced to support the employment of two
teachers for the remaining period.

3.9 An individual’sinduction period can only be
subject to a pre-completion extension once.

3.6 Please note that the induction period can onlybe ~ Where an NQT is absent for a further period(s)

reduced towards the end of the induction period as during a pre-completion extension, the

the individual must be assessed against, and have Appropriate Body mustjudge whataction to take

met the core standards before a decision to reduce including whether a post-completion extension

can be finalised. It would not be permissible to make should apply (see para 3.11).

such an assessment at the end of the first or second
Extension of the induction period prior to

completion due to statutory maternity leave
(Regulation 11(2))

term.

Extending an induction period

3.10 If an NQT has a break in her induction which
includes statutory maternity leave, she may choose
whether or not to have induction extended by the

Extension of the induction period prior to
completion due to absences

(Regulation 11(1) and (2))

3.7 Theinduction period (see paras 2.38 - 2.52)
is automatically extended priorto completion
when an NQT’s absences during the period total
30 days or more (with the exception of statutory
maternity leave, see para 3.10). In these
circumstances the induction period must be
extended by the aggregate total of days absent,
for example, ifthe NQT is absent for a total of 35
days, the induction period is extended by 35 days
(atleast—see 3.8). Please note that when the NQT
works part-time, only absences that fall when the
NQT is contracted to work should be counted.

3.8 If an NQT is unable to, or chooses not to,
continue his or her employment and serve the
extension in the same institution, the NQT must
find other employment in which to complete the
extension. Please note that in these cases the
minimum period of employment of a term or
equivalent must still be served as the NQT will be

working in a new institution (see paras 2.34 — 2.40).

This will mean that, depending on the number of
absencesin question, in some cases the extended
period actually served will exceed the number of
days originally absent.
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equivalent of the part of her absence which was

statutory maternity leave. Any outstanding
assessments should not be made until she returns
to work and has had the opportunity to decide
whether to extend induction, and any such request
must be granted. If an NQT chooses not to extend
herinduction period followinga period of
statutory maternity leave her performance will still
be assessed against the core standards. It is,
therefore, recommended thatan individual in this
situation seeks advice from her headteacher,
inductiontutororan appropriate union or
professional association before making such a
decision. For information on statutory maternity
leave entitlements, please visit: www.direct.gov.uk/

en/employment/employees/workandfamilies/
dg 10029285.

Extension of the induction period after
induction has been completed
(Regulation 1 6(5)(b))

3.11 The Appropriate Body has the option, when
making its decision at the end of the induction
period (see para 2.100), to extend the period.

It determines the length of the extension,

the procedure for assessments during it, and the
recommendation atits end. The appropriate body
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may decide to extend for reasons beyond the
control of one or more of the parties involved,
whereitwouldbe unreasonable to expectthe
NQT to have met the core standards. Such reasons
mightinclude:

e personal crises, iliness, disability or other reasons
relating to the NQT;

e issues around the support during induction; or

e where there is insufficientevidence for a
decision about whether the core standards
have been metto be made.

3.12 An NQT may be unable to, or choose not to,
serve a post-completion extension in the institution
in which he or she completed the original

induction period. He or she will then need to find
another postin which to complete the extended
induction period. In these circumstances the
minimum period of employment must still be
served as the NQT will be working in a new
institution (see paras 2.34 - 2.40).

3.13 The headteacher/principal must, where

an NQT leaves an institution before completing his
or her extended induction period, complete an
interim assessment and notify the Appropriate
Body thatthe NQT has left (see para 2.88).

Induction periods extended in Wales
(before or after completion)

(Regulations 11(3) and 17)

3.14 When either a pre-completion or a post-
completion extension is granted under Welsh
regulations and the NQT is subsequentlyemployed
at an institution in England, the period is then
treated as having been extended under English
regulations.

Section 3 Special Circumstances

Supply teaching

Long-term supply teaching posts
(more than one term)

3.15 A supply teaching contract can only count
towards the induction period ifitis clear from the
outset that the contract will last for the required
minimum period of one term (see paras 2.34 - 2.40
for a full explanation of the minimum period of
employment that can count towards induction).
The headteacher/principal must also comply with
all of the applicable requirements for hosting
induction.

Short-term supply teaching posts
(less than one term)

3.16 Short-term supply placements of less than
one term, or equivalent, cannot count towards
induction, as such a post will not provide an NQT
with the breadth of experience, support and
assessmentnecessaryto enable the NQT to
demonstrate thattheyhave metthe core
standards (see para 1.15). If a short-term supply
contractis extendedbeyondone termthe
induction programme cannot be backdated but
should be put in place as soon as practicable, once
it is agreed that the contract will last for a further
term or more.

Limit on short-term supply work

3.17 A qualified teacher, who has not completed
an induction period, can undertake some short-
term supply work in a relevant school?® (see para
1.18) but this is limited to 16 months only. The 16
month limit starts on the day that the teacher
begins their first short-term supply contractand is
measured as a fixed calendar period, ratherthan an
aggregation of short periods of supply work. This
means that the ‘clock starts ticking’ as soon as

8 Avrelevantschoolis a maintained schoolor non maintained special schoolin England, including a maintained nursery school ora PRU.
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short-term supply work commences and does not
stop during periods when the teacher is not
undertaking short-term supply work.

3.18 Once the 16 month limit is reached the
teacher cannotundertake any further supply work
(of any duration) in a maintained school, non-
maintained special school, maintained nursery
school, or pupil referral unit (PRU) unless:

e anextension has been granted by the
Appropriate Body (see para 3.19); or

e the postin question is a supply placement
of at least one term in a setting in which
induction can be undertaken, and the NQT is
serving an induction period, in line with this
guidance;or

o theteacheris, whilst working part-time on a
supplybasis, serving induction concurrently
on a part-time basis in another post.

Extension of the short-term supply limit

3.19 An Appropriate Body can agree to extend

the period during which a teacher can undertake

short-term supplywork beyondthe 16 month

limit. Some examples of circumstances that might
be considered appropriate would be:

e Personal circumstances, e.g. childcare or other
care commitments, that mean the teacheris
unable to move to anotherregion in search of
posts that can offer induction; or

e Seriousillness, injury or disability has prevented
oris preventing the teacher from securing a
suitable post for induction.

3.20 The Appropriate Bodyhas discretion to
extend the limit by up to a maximum of

12 months. The Appropriate Body should confirm
its decision to the NQT in writing, including the
start and finish dates of any such extension.

Section 3 Special Circumstances

3.21 An Appropriate Body is only able to approve
an extension to the supply limit for teachers
wishingto workin schools for which the
Appropriate Body has responsibility. If, for example,
a teacher moves to another Local Authority he or
she would have to apply to the new Appropriate
Body in order to continue to undertake short-term
supply work in a relevant school®. Thisis because
the employment market maybe differentin
another Local Authority. In all cases it will only

be possible to allow an extension of a further

12 months beyond the initial limit of 16 months.

NQTs employed in two or more
institutions simultaneously
(Regulation 14)

The length of the induction period for NQTs
completing induction in more than one
institution simultaneously

3.22 Where an NQT serves induction part-time in
more than one institution simultaneously, the
number of days in the induction period is the
same as for anyone else who works part-time (see
para 2.49). The separate contracts are added
together when calculating the FTE (see para 2.52)
and that the number of days served in each
institution is totalled together and recorded by the
headteacher whois taking the leading role (i.e. the
headteacher who will make the recommendation
see para 2.96). Each separate contract of
employment must meetthe minimum period
criteria (see paras 2.34 - 2.40).

9 Arelevantschoolis a maintained schoolor non maintained special schoolin England, including a maintained nursery school ora PRU.
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Requirement for a lead headteacher/principal
where an NQT is completing induction in more
than oneinstitution simultaneously

3.23 In all cases where induction is served in more
than one institution simultaneously, one
headteacher/principal acts as the lead
headteacher/principal. The lead headteacher/
principal:

e must liaise with the other headteachers/
principals to ensure that the post(s) are, taken
together, suitable (see para 2.24) and together
provide a fair opportunity for the NQT to
demonstrate all of the standards by the end of
the period;

e isresponsible for consulting with and gathering
evidence from the other headteachers/
principals;

e should also, where appropriate, consultthe
Head of Service who is sometimes responsible
for the line managementand development of
centrally employed teachers; and

e having co-ordinated the evidence, make the
recommendation to the Appropriate Body on
whether the core standards have been met.
Methods of sharing information and gathering
evidence for progress reviews, classroom
observation and formal assessments should be
made clear to all those involved in the process,
including the NQT.

Requirement for a lead Appropriate Body where
an NQT is completing induction in more than
one institution

3.24 Similarly, in all cases where induction is
served in more than one institution simultaneously,
itis essential thatone Appropriate Body takes

the lead in making the decision, following the
recommendation from the lead headteacher.

Section 3 Special Circumstances

The lead Appropriate Body s also responsible for
consulting and gathering evidence from other
Appropriate Bodies who are involved in the
process.

Special provisionsapplyingto Cohort1
teachers who have not passed the
numeracy skills test on completion of
the induction period

3.25 Teacherswho gained QTS in England
between 1 May 2000 and 30 April 2001 are known
as Cohort 1 teachers and must additionally pass
the numeracy skills test before they can complete
induction satisfactorily. A teacherin Cohort 1 who
has completed an induction period, including any
pre-completion extension, butwho has not passed
the numeracytest, cannotlawfully be employed as
a teacherin arelevantschool'®. Suchteachers are
able to teach on a short-term supply basis, subject
to the limits setoutin paras 3.15 - 3.21.

3.26 The headteacher/principal mustcheck the
status of any Cohort 1 teacher before offering an
appointmentto complete statutory induction. The
Teaching Agency holds details of Cohort 1 teachers
who are prohibited from working in a relevant
school because they have completed an induction
period but have not passed the numeracy skills
test. Institutions should encourage and support
NQTs who need to pass the numeracy test to do
so as soon as possible before the end of their
induction period, seeking advice from TDA as
necessary.

3.27 Where an NQT who is part of Cohort 1
completes an induction period but has yet to pass
the numeracy skills test the headteacher/principal
should complete the final assessment (including
the writtenrecommendationindicating whether
or not the NQT has met the core standards) and
submitthis to the Appropriate Body as normal.

10 Arelevantschool is a maintained schoolor non maintained special schoolin England, includinga maintained nursery schoolora PRU.
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3.28 The Appropriate Body must then defer
making the final decision on whether the NQT has
met the standards until the NQT has passed the
test. Instead the Appropriate Body must notify the
NQT, the head teacher/principal, the Teaching Agency
and the employer that the decision has been deferred
and retain the recommendation and any

supporting evidence.

3.29 The employer must then terminate the

individual’s employment as soon as is practicable.

3.30 Once an NQT in Cohort 1 passes the test, he
or she must notify the Appropriate Body. The
Appropriate Body should then make a decision as
to whether or not the core standards have been
met (this must be within 20 working days of
receiving the notification). If the individual is
judged to have passed induction he or she will
then be permitted to work in a relevant school. If
the individual is judged notto have metthe core
standards upon completing an induction period
he or she must be notified by the Appropriate
Body of the right to appeal (see Section 5) as

normal.
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Section 4

Unsatisfactory Progress

4.1 The vast majority of NQTs will complete the
induction period satisfactorily. Nevertheless, there
will be NQTs who, at some stage of their induction
programme, may be judged to be making
unsatisfactory progress or feel themselves that
they are not progressing as they would like to.

If this occurs, earlyactionmust be taken in order
to provide the NQT with the opportunity to
make the necessaryimprovements to his or her
performance.

Acting early in the event of
unsatisfactory progress

4.2 All NQTs must be monitored in accordance
with this guidance. This process should enable the
headteacher or principal to identify any difficulties
experienced by the NQT in making progress
towards the core standards atan early stage.

4.3 The headteacher/principal and Appropriate
Body should act promptly in circumstances where
an NQT experiencing difficulties has served part of
their induction in another institution, and where at
the time of the latest appointment there is only a
short period of the induction period left to serve.

It is also important in these circumstances that
the headteacher/principal has (as required, on
appointment) contacted the previous Appropriate
Body to obtain copies of earlier assessment reports,

including anyinterim assessments and details of
any absences. This will ensure any previously
identified supportneeds are metas quickly as
possible.

Putting in place additional monitoring
and support

4.4 If it becomes apparentthat an NQT is not
making satisfactory progress, the headteacher or
principal mustensure that additional monitoring
and support measures are put in place
immediately. Action to improve performance

must not be delayed until a formal assessment meeting
has taken place. Additional action mightinclude
setting more specific or shorter-term objectives,
and closer monitoring and recording of progress. It
is importantthatconcerns are communicated
quickly to all those with responsibilities in the
induction process, including the NQT, induction
tutorand the Appropriate Body. It is especially
important that the NQT is made aware of the
area(s) in which they need to improve their
practice, and thathe or she is given every
opportunitytoimprove his or her performance
andgoon tomeetthe core standards.
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4.5 Where there is concern about the NQT's
progress, both the headteacher/principal and the
Appropriate Body should be satisfied that:

e the assessmentofthe NQT iswell founded and
accurate;

e areasinwhichimprovementis neededhave
been correctlyidentified;

e appropriate objectives have been set to guide
the NQT towards meeting the core standards;
and

e an effective support programme isin place to
help the NQT improve and to address identified
areas for development.

Arranging a professional review by a third party

4.6 In cases where the induction tutor in an
institution is not the headteacher/principal, the
headteacher/principal mustobserve the teaching
of any NQT considered not to be making
satisfactory progress, in addition to the
observations which take place as a part of the
induction process, and review the available
evidence. Where the induction tutor is the
headteacher/principal, the headteacher/principal
should ensure that a third party who holds QTS
reviews the evidence and observes the NQT (for
example an AST or other experienced teacherin
the institution).

Action if performance is still
unsatisfactory at the next
assessment point

4.7 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 met the core standards.
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4.8 Howeverinsome cases improvement will
not be enough. Where there are still concerns
aboutthe NQT’s progress at the next assessment
point(and this is not the final assessment), the
headteacher/principal should explain to the NQT
the consequences of failure to complete the
induction period satisfactorily and discuss fully
with the NQT:

e the identified weaknesses;

o the agreed objectives previously setin relation
to the requirements for the satisfactory
completionofinduction, updating these as
necessary,

e details of additional monitoring and support
putinplace;

e the evidence used to inform the judgement;
and

e details ofthe improvementplan for the next
assessment period.

4.9 Following the discussion the headteacher/
principal must complete the relevant assessment
form and send it to the Appropriate Body,
indicating to the Appropriate Body that, at their
currentrate of progress, the NQT is atrisk of not
completing their induction satisfactorily. In
addition to comments on progress, the completed
assessment form should, in these circumstances,
include brief details of the issues discussed.

4.10 The NQT shouldas normal sign the
assessment form to confirm that he or she is aware
of the contents of the form. The headteacher/
principal should then give the original copy of the
completed form to the NQT, send a copy to the
Appropriate Body and retain a copy.

4.11 Where performance remains unsatisfactory
at the point of the final assessment the
headteacher should follow the guidance and take
action as setout (see paras2.96 - 2.98).
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Action in the event of serious
capability problems

4.12 In a few particularly serious cases it may
become necessary for the headteacher/principal to
instigate a capability procedure at a stage before
the end of the induction period, which maylead to
dismissal before the end of the induction period.

If this is the case, for as long as the NQT remains
at the institution the induction procedure must
continue in parallel with the capability procedure.

4.13 Before instigating a capability procedure (in
line with locally agreed policy), it is important that
the headteacher/principal is sure that the following
actions have first taken place:

e the NQT’s performance has been monitored;

e the NQT has beenclearlyadvised about the
aspects of their practice which are causing
concern and understands the improvements
which are expected;

e areasonableand time-limited period (of atleast
four weeks) of careful and structured support,
training, monitoring, evaluation and evidence
gathering has taken place, givingthe NQT every
opportunity to improve; and

e the NQT has been given an informal warning
that failure to improve may lead to instigation
of the formal capability procedure and that this
maylead to dismissal.

4.14 If an NQT is dismissed on grounds of
capability before the end of the induction period,
he or she would still be allowed to seek suitable
employment to complete induction at another
institution, as all NQTs must complete a full
induction period beforetheycan be judged to
have failed induction. The Appropriate Body
should pass on promptly any induction records,
documentation and assessments, including interim
assessments, to the new school and new

Appropriate Bodywhen askedto do so, so that
appropriate support can be provided.

Section4 Unsatisfactory Progress

11 The General Teaching Council for England (Disciplinary Functions) Regulations 2001, SI 2001 No 1268
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Section 5

The Appeals Procedure

Making an appeal
5.1 If an NQT failsinduction, or has their
induction extended by the Appropriate Body, the

Appropriate Body must advise the NQT of his or
her right to appeal, who to appeal to, and the time
limit for doing so. In England the Appeal Body is
the Teaching Agency (on behalf of the Secretary of
State). If, however, the NQT completed the final
term of their induction in Wales, they must appeal
to the General Teaching Council for Wales (GTCW).

5.2 If the NQT (the appellant) decides to make
an appeal he or she must send a written notice of
appeal to the Teaching Agency within 20 working
days'2 beginning with the date the appellant
received notice of the Appropriate Body's
decision. The Teaching Agency will have
discretion to extend this time limitin cases where
not to extend the time limit would result in
substantial injustice to the NQT. The notice of
appeal shouldinclude all of the following

information:

¢ the name and address of the appellant;

e the appellant’s teacher reference number and
date of birth;

e the name and address of the institution at
which theywere employed at the end of their

induction programme;

e the name and address of their employer, if
employed as a teacher, at the date of the appeal,

e the grounds of appeal;

e the name, address and profession of anyone
representing the NQT in this matter, and an
indication of whether the Teaching Agency
should send appeal documents to the
representative rather than to the NQT;

o whetherthe teacherrequests an oral hearing
or not; and

o if the appeal is going to miss the deadline,
justifications from the NQT for the delay, which
the Teaching Agency must consider.

5.3 It is important that the NQT signs the notice
of appeal as it will be invalid without the
appellant’s signature.

5.4 The NQT should send the following
additional material with the notice of appeal:

e acopyofthe documentfrom the Appropriate
Body notifying the NQT ofits decision;

e acopyof anydocumentfrom the Appropriate
Body outlining its reasons for coming to this
decision; and

e acopyofanyotherdocumentwhich the NQT
considers to be evidence for the appeal.

12 Working day means anyday otherthan a Saturday, a Sunday, Christmas Day, Good Fridayor a day which isa bank holiday wit hin the meaning of the

Banking and Financial Dealings Act 1971 in England.
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5.5 The appeal should be addressed to the
Induction Appeals Team:

The Teaching Agency
Earlsdon Park

53-55 Butts Road
Coventry

CV1 3BH

5.6 Appellants can amend or withdraw their
grounds of appeal or any part of their appeal
material without permission right up to the date
they receive notice of the appeal hearing date or
notice that the appeal will be decided without a
hearing. They can also submit new material in
support of the appeal. After the hearing date has
been arranged the appellantneeds the permission
of the Secretaryof State to amend or withdraw their
appeal, or submit further material. Once an
appeal is withdrawn it cannot normally be
reinstated, although an appeal which has been
withdrawn in error may be reinstated in
exceptional circumstances.

Action once a notice of appeal has been
received

5.7 Within the Teaching Agency, the
correspondence for an appeal is handled by the
‘proper officer’. Within three working days of
receiving the notice of appeal, that officer will:

e send an acknowledgement to the appellant;

e send copies of the notice of appeal and
accompanying documents to the Appropriate
Body; and

e send a copy to the headteacher/principal who
made the final induction recommendation and
any current teaching employer, if not the LA.

5.8 The proper officer will also copy any later
evidence, amendments, additions or notices of
withdrawal to the above.

5.9 The Teaching Agency will be able to request
additional material from the appellant if it thinks
such material could allow the appeal to be more
fairly decided. If the Teaching Agency does this it
mustinform the Appropriate Bodythat it has done
so, within three working days of the request. If
the appellant decides to provide such material in
response to a request then they should do so within
ten working days of the date of the request.
Within three working days of receiving such
material, the Teaching Agency must send copies to
the Appropriate Body.

5.10 The Appropriate Body has 20 working days
from receiving the notice of appeal to respond. If
the Appropriate Body decides at any time that it
does not want to uphold the disputed decision, it
should inform the Teaching Agency, who will allow
the appeal. The Appropriate Body’s reply must
contain:

e the name and address of the Appropriate Body;

o whetherthe Appropriate Body seeks to uphold
the disputed decision;

o where the Appropriate Body seeks to uphold
the decision, it should provide an answer to
each ofthe NQT’s grounds for appeal;

e whetherthe Appropriate Body requestsan oral
hearing; and

e the name, address, and profession of anyone
representing the Appropriate Body, and whether
documents should be sent to them instead.

5.11 The Appropriate Body should also send any
other documents, which it considers to be
evidenceinits response to the appeal, and, if the
NQT has not already supplied it, a copy of the
written statement giving its reasons for the
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decision. The Appropriate Body can also submit
further documents and amend or withdraw its
reply up until the day the hearing is notified (if
applicable). The proper officer must send a copy
of the reply from the Appropriate Body to the
appellant within three working days of receiving it.

The Appeal Body’s decision

Decision by oral hearing

5.12 Where an appealis to be decided on the basis of an
oral hearing the Secretary of State mustappointa panel
consisting ofat leastthree members to consider the appeal
and to make a recommendation to the Secretary of State
aboutthe outcome. The Secretaryof State will make the
final decision.

5.13 The Induction Appeal Panel of the Teaching
Agencyis responsible for considering appeals and
making a recommendation to the Secretary of State..
The Teaching Agency

that Panel
appropriate training to undertake this role. The
Teaching Agency will keep its procedures under
review to determine the most effective way to
consider appeals.

will ensure members receive

5.14 The Teaching Agency must fix a date fora
hearing within 20 working days from the expiry of
the time limit for the Appropriate Body's reply by
sending the appellant and the Appropriate Body
notice of the time and place of the hearing. The
notice of hearing must be accompanied by
guidance about the procedure atthe hearing, a
warning about the consequence of not attending,
and information aboutthe rightto submitwritten
representations if they do not attend. The hearing
will be at least 15 working days from the date of
the notice.

5.15 Both the NQT and the Appropriate Body have
to reply at least ten working days before the
hearing, to say if they will attend or be represented
by someone else and what, if any, witnesses they
wish to call. If they are not proposing to attend or
be represented at the hearing they must also
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provide any further written representations they
wish to make. Any written representations
submitted will be copied to the other party.

5.15 The procedure at the hearing will be decided
by the Teaching Agency, but will be subject to the
rules of natural justice, with full and open
disclosure of documents. Both sides will be able to
call witnesses, though it will be up to the parties to
arrange for their witnesses to appear. Hearings will
be in public although the Secretaryof State has
power to decide thata hearing or some part of it
should be in private.

5.16 The Secretary of State makes the final
decision based on the recommendation of the Panel.
Thisdocument should be signed and dated and
contain a statement of the reasons for the
decision. The Teaching Agency should then send a
copyof the document to the appellant, the
Appropriate Body and the headteacher/principal
who made the final induction recommendation and
any current teaching employer, if not the LA,
within three working days of the date the decision
was made.

Decisions without an oral hearing

5.17 The Secretary of State can make a decision
on an appeal without an oral hearing if they
considers an oral hearingis notnecessaryand
neither party has requested one. Theycan also
make a decision without a hearing if the
Appropriate Body has not replied in time: however
in such cases they may only allow the appeal.
Where a decision is made withouta hearing the
Teaching Agency must notify all parties of any
such decision within three working days from the
day the decision was made.

The cost of an appeal

5.18 In all casesthe appellantand the respondent
will have to bear their own costs. Thereisno
requirementto bear the costs of the other party in
the event of a decision against one party.



Section 6

Roles and Responsibilities

6.1 This section summarises the roles and
responsibilities of those involved in the induction
process, and can be used bythose seeking a quick
reminder of what they are required to do. The
section covers the roles of the:

e NQT;

headteacher/principal;
e induction tutor;

e governing body;

e Appropriate Body; and
e the appeal body.

The NQT
6.2 Before the period starts:

e checkthattheyhave passedanyskills tests prior
to starting the induction period;

e check with the Teaching Agency that they
have been awarded QTS before starting an
induction period; and

e provide evidence that they have QTS and are
eligible to start induction.

6.3 Once the period has started:

e atthe earliestopportunityfollowing
appointment meet with theirinduction tutor to
discuss and agree priorities for their induction

programme and development, and keep these
underreview;

agree with their tutor how best to use their
reduced timetable allowance;

monitor theirprogress against the core standards
(see para 1.15);

participate fullyin the agreed monitoring and
development programme;

(only) iftheyare a Cohort 1 teacher, ensure that
they pass the numeracy test before completing
the induction period and notify theTeaching
Agency;

raise any concerns with their induction tutor as
soon as practicable;

consulttheir Appropriate Body named contact
at an early stage where there are or maybe
difficulties in resolving issues with their tutor/
within the institution;

keep track of and participate effectively in the
scheduled classroom observations, 6 progress
reviews and 3 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
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o retain copies of all assessment forms and other
documentation. This, along with tracking start
and end dates for the induction period is
especiallyimportant in cases where the NQT
has a break/change of employer during the
induction period (see para 2.111).

In addition to the above:

e whilstnot serving induction, teachers, who are
subject to them, should comply with the limits
on supply teaching and seek approval from the
relevant Appropriate Body to extend the limit,
where required.

Headteachers and principals

The headteacher/principal is, along with
the Appropriate Body, jointly responsible for
the supervision and training (professional
development) of the NQT during induction,
and must:

Before the induction period starts:

e clarifywhether the teacher needs to serve an
induction period or is exempt, and check the
supply limit status of a teacher yet to
satisfactorilycomplete induction, if the postis
on a short-term supply basis;

e check with the Teaching Agency thatthe NQT
has QTS and has passed the relevant skills tests
in good time before the NQT’s statutory
induction period starts;

e notifythe Appropriate Bodywhen an NQT
who is taking up a postin which they will be
undertaking induction joins the school/college,
before the appointmentbegins (see para 2.31);

e ensure the NQT’s post is a suitable post in
which to serve induction;

e ensure thatan appropriate induction
programme isin place;
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ensure the NQT has both a reduced timetable
and PPAtime as necessary;

where relevant, obtain documentation from the
NQT’s previous post including anyinterim
assessmentand details of absences, and take
this into accountin determining the length and
nature of the NQT’s induction programme and
period;

inthe case of an FE institution or independent
school, reach agreement as to who will be the
Appropriate Body (see paragraph 2.31)

Once the induction period starts:

appoint an induction tutor (who must hold
QT S)and ensure that an appropriate cycle of
observations, progress reviews and formal
assessments is scheduled (ideally in advance)
and takes place;

ensure the induction tutor is appropriately
trained and has time to carryout their role;

act early, alerting the Appropriate Body when
necessary, in cases wherean NQT maybe atrisk
of not completing induction satisfactorily;

ensure third party observation of an NQT whose
progress towards meeting the standards may
be atrisk;

maintain accurate records of periods of
employment that will count towards the
induction period;

monitor absences and notify the Appropriate
Body as soon as absences over the whole
period total 30 days or more;

periodicallyinform the governing body about
the institution’s induction arrangements;

ensure termly assessments reports are
completed (on pro rated time scale for part-
time staff) and sentto the Appropriate Body as
required;
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. participate appropriatelyin the Appropriate
Body's quality assurance procedures;

consult and agree with the Appropriate Body in
exceptional cases where it may be appropriate
to shorten the induction period;

e within ten days of the NQT completing the
induction period, make a recommendation to
the Appropriate Body on whetherthe NQT has
metthe core standards, using agreed forms ;

e provide interim assessment reports for staff
moving in between formal assessment periods;

e notify the Appropriate Body when an NQT
serving induction leaves the school/college; and

e retain all relevant documentation/evidence on
file for six years (see para 2.112).

6.8 In addition to the above, FE headteachers/
principals ofindependent schools should also:

e agree, in advance of the NQT starting the
induction programme, which authority will act
as the Appropriate Body (see below);

e agree thescaleandnature of any charges for
services provided by the AB; and

e ensure the NQT’s post and responsibilities
complywith the specific requirements for FE
institutions and independent schools (see paras
26 -2.10).

Induction tutors

6.9 Theinductiontutor (or the headteacher
where he/she carries out this role) provides the
NQT with day-to-day monitoring and support and
must:'s

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

carryout six reviews of progress during 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 rated for part-
time staff);

ensure that at least six observations of the NQT’s
teaching take place and that the NQT is
providedwith copies of written feedback
records (see para 2.69-2.71);

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; and

take prompt and appropriate action where an
NQT appearsto be experiencing difficulties (see
para 4.2).

The governing body

6.10 The governing body:

must ensure compliance with this guidance,
and in particular ensure that the headteacher/
principal is fulfilling his or herresponsibility to
provide any NQT s serving induction in the
institution with a suitable post (including a
reduced timetable and PPA - see para 2.27)
and the necessary support, monitoring and
assessment;

canrequest general reports on the progress of
an NQT but are not automatically entitled to
have access to an individual's assessment forms;

investigate concerns raised by an individual
NQT as part of the institution’s agreed grievance
procedures; and

13 Aspects of thisrolemay be shared between aninduction tutor,in a co-ordinatingrole, and individual mentors.

e seekguidancefromthe Appropriate Body
on the quality of the institution’s induction
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The Appropriate Body

The Appropriate Body, along with the
headteacher/principal, is jointly responsible
for the supervision and training (professional
development) of the NQT during induction
and has the main quality assurance role.

The Appropriate Body must:

e confirmthatthe headteacher/principal has
checked the NQT has QTS (including the
relevant skills tests) (see para2.17);

e notify the Teaching Agency that the NQT has
started induction;

e provide the NQT with a named contact(s) within
the Appropriate Body with whom the NQT may
raise concerns about their induction
programme, where the institution does not
resolve them (see para 2.32);

e confirm and monitor that the NQT (in a
maintained school) is working to a 90% timetable
and has PPAtime (see para2.27), orin a further
education institution, orindependent school, has
a reducedtimetable on a comparable basis to
that required in maintained schools;

e offer advice and where practical and possible,
direct help, to FE institutions (including sixth
form colleges) to assist them in finding schools
for NQTs to spend their mandatory ten days
teaching children of compulsory school age in a
school (seepara 2.62);

e maintain records and assessment reports for
each NQT undertaking induction for whom it
acts as Appropriate Body (see para 2.109);

e assure itself that headteachers/principals,
induction tutors and governing bodies are
aware of, and are capable of meeting their
responsibilities;

Section6 Roles and Responsibilities

act early in cases where an NQT may be
experiencing difficulties, to ensure the
assessments are fair and provide support as
appropriate;

where an institution appears not to be
providing an appropriate programme or
support, contactthe institution to raise its
concernsimmediately (in writing, as
appropriate) well before the end of the NQT's
induction period or part period.

as appropriate and as agreed, provide institutions
with guidance, support and assistance in relation
to NQT induction programmes, and training for
teachers e.g. for induction tutors;

monitor/write to notify relevant NQT s about
pre-completion extensions (see para 3.7);

approve cases where shortening an induction
period in exceptional circumstancesis required
and record the decision on the relevant
assessment form (see para 3.2);

decide whether to extend a teacher’s
entittement to short-term supplywork once the
initial 16 month time limit has been reached
(see para 3.1 9);

at the end of the period decide whether the
NQT has met the core standards and notify the
relevant parties within the agreed timelines
(paras2.99-2.102);

decide whether to extend an induction period
post-completion (see para 3.11) and notify the
relevant parties within the agreed timelines;
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.notifythe Teaching Agencywith details of
NQTs who have commenced an induction
period; completed an induction period and met
the standards; and those who leave a school

partway through an induction period;

e notify The Teaching Agency within three days of
reaching a decision, of those NQT s whom the
Appropriate Bodyjudges to have failed
induction, or of those whose period the
Appropriate Body decides should be extended;

and

e inrelationtoindependent schools and Further
Education institutions as appropriate, reach
agreement with head teachers and principals to
actas the Appropriate Body, including agreeing
the scale and scope of any chargesto be made.

The Appeal Body

6.12 The Teaching Agency (on behalf of the
Secretary of State) is the Appeal Bodyin England. If
an NQT chooses to appeal against a decision that
they have failed to satisfactorilycomplete
induction or the imposition of an extension, the

Appeal Body can:

o allow the appeal;

e dismiss the appeal; or

e extendthe period for as long as the Appeal
Body sees fit (which may mean substituting a
different extension for one originally putin

place by the Appropriate Body).

6.13 See Section 5 for full details of the induction

appeals process.

6.14 For further information on induction in
Wales, please visit the Welsh Assembly website at

www.learning.Wales.gov.uk.

Section6 Roles and Responsibilities
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Teaching Agency

6.15 The Teaching Agencywill carryout specific dutieson
behalfof the Secretaryof State including:

Statutory
e hearingappeals;and
e ensuring thatthe names of NQTswho have
failedinduction are included on the list of
personswho have failed satisfactorily to
complete aninduction period.

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

Section6 Roles and Responsibilities
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Annex A

Overview of the Induction Process
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Annex B

Exemptions

Where a qualified teacher may be employed in arelevant school™ in
England without having satisfactorily completed an induction period

Referencesin
Schedule 215

Para 1

Exemption

A personwho was already a qualified
teacheron 7 May 1999.

Explanation

A teacher who gained QT S on or before 7
May 1999 (even if they did not take up
their first post until after September 1999).

induction.

Para 2 A person currently undertaking a A teacher who is serving his or her induction

period of induction. period in a permitted setting, including
periods which have been extended
(including those who have completed an
induction period in England or Wales and
are awaiting the decision of the Appropriate
Body).

Para 3 A person waiting for the outcome of | A teacher whois waiting for the outcome of
an appeal having not metthe core appeal againsta decision of failure to
standards. meet the core (induction) standards.

Para4 (a) A person emplqyed ona short-Ferm A teacher who is employed as a short-term

Para 4 (b) supply basis, without undertaking supplyteacher (working periods of less that

one term). This can generally only be
done for 16 months after the date of his or
her first appointment as a supply teacher.
A teacher who has exhausted the 16 month
limiton short term supply work (see 4(a)
above) but who has sought an extension
from his or her Local Authority, allowing
him or her to undertake further short-term
supplywork for up to 12 months. Please
note the extension begins from the date of
his or her first appointment as a supply
teacher following the end of the 16 month
limit.

(please see paras 3.15 — 3.21 for further
information on inductionand supply

work)

14 Arelevantschool is a maintained schoolor non maintained special school in England, includinga maintained nursery school ora PRU.
15 Of the Education (Induction Arrangementsfor School Teachers) (England) Regulations 2008, as referred to underregulation 6.
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Referencesin
Schedule 215

Exemption

A person employed part-time as a
supplyteacher whilstalso
undertaking induction.

Explanation

A teacherwho is employed as a short-term
supply teacheron a part-time basis but who
is concurrently serving induction. Please note
thatthe 16 month limit (see 4(a) above) does
notapplyto teachersin this situation.

Economic Area (EEA) (who falls
within Part2 and Chapters 1,2 and 4
of Part 3 of the European
Communities (Recognition of
Professional Qualifications)
Regulations 2007(b))

Paras 6, 8, A person who has satisfactorily The countries which qualify are Scotland,

12,13, 14, completed induction, probation, or Northern Ireland, Wales, Isle of Man,
the equivalent in certain other Guernsey, Jersey, Gibraltar, or in a Service
countries. Children’s Education (SCE) school in

Germanyor Cyprus.

Para 7 A person who trained in England, A teacher who gained QTS in England on or
and then subsequentlyfirst worked after 7 May 1999 but before 1 April 2003,
asateacherin Wales (before 2003). and who, subsequently, took up his or her

first postin Wales and who has served at
least two terms in a teaching or supply
teaching postin Wales.

Para 10 A person from the European

A teacher from the EEA who has applied
successfully to the Teaching Agency for
QTS, or, a teacher from the EEA who has
declared successfully to the Teaching Agency
to work in England on a temporary basis.
Teachers who wish to make an application
should contact the Teaching Agency on
0370496 8324.

Paras15and 16

Scottish or Northern Irish trained
teachers employed in England on or
before 7 May 1999.

Teachers who trained in Scotland or
Northern Ireland and who were employed as
teachersin England before 7 May 1999.

Para 17

A person who became a qualified
teachervirtue of regulation 5 of, and
para 12 of Schedule 2 to, the 2003
Qualification Regulations. i.e. certain
teachers who gained QT S whilst
working in an independent school.

A teacher who has been judged as
meeting the specified QTS standards,
whilst working in an

independent school. Please note all of the
following criteria must have been met:

e he orshe musthave been employed by
an independent school before 1989;

e heorshe musthave gained a specified
qualification before 1974 or 1989
(dependent upon the type of
qualification);

e heor she musthave been employed in
an independentschool atthe time of
recommendation; and

e the recommendation must have taken
place prior to September 2004.
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Para 18

An Overseas Trained Teacher (OTT),
from outside the EEA, who has
gained QT S and was simultaneously
and successfully assessed against the
core standards and QT S standards.

An overseas-trained teacher (from outside
the EEA) with at lasttwo years’ experience,
who has obtained QTS and who has been
simultaneously assessed as meeting the
QTS and core standards by the T eaching
Agency. Overseas- trained teachers
wishing to present themselves for
assessment will need to contactthe
Teaching Agency.

Para 19 A person.who becamegqualified Ateacherwho has been as meeting the
teach1e3rwfrtgehof(;e?ulzattlor;hS o;’oaor};d specified QT S standards, whilst working
para i 0_ chedu e, o,' © ) in a further education institution (FEI) or as
Qualification Regglatlons. €. cgrtaln aninstructorin a school. Please note all of
teachergwho gained QTS W,h'ISt the following criteria musthave been met:
working in a Further Education X ) have b oved b
Institution or as an instructorin a e heor she musthave been employed by
school an FEl/school before 1 989;

e he orshe musthave gained a specified
qualification before 1974 or 1989
(dependent upon the type of
qualification);

e he orshe musthave been employedin
an FEI/ school at the time of
recommendation; and,

e the recommendation must have taken
place priorto September 2004.

For further details please contact the

Teaching Agency on 0370 496 8324.

Para 21 Completed a course of initial teacher | A teacherwhocompleted a course of initial
training in Wales before September teacher training in Wales before September
2003. 2003.

Para 22 A qualified overseas trained teacher Teachers who have successfully completed
from Australia, New Zealand, a programme of professional training for
Canada or USA. teachers in Australia, Canada, the United

States or New Zealand

Para 23 A person who has beenawarded

QTLS status by the Institute for
Learning (IfL); and holds
membership with the IfL.

Teachers who have been awarded Qualified
Teacher Learning and Skills (QTLS) status and
who are members of the Institute for Learning
(IfL).




Annex C

Useful contacts and links

Departmentfor Education

e [nformation aboutinduction
http://www.education.gov.uk/schools/leadership/deployingstafflb0066959/induction -newly-qualified-teachers

e Assessmentforms
http://www.education.gov.uk/schools/leadership/deployingstafflb0066959/induction -newly-qualified-teachers/ngt-forms

e General enquiries

Public EnquiryUnit

Departmentfor Education

PO Box 12

Runcorn

Cheshire

WA7 2GJ

Tel:0870000 2288

E-mail enquiries: info@education.gsi.gov.uk

Teaching Agency
¢ Informationon QT S, induction appeals procedure and general induction enquiries

Address PiccadillyGate
Store Street
Manchester
M12WD
Tel: 03704968324
E-mail Induction.QUERIES@education.gsi.gov.uk

Independent Schools Teacher Induction Panel (ISTIP)

23 Austin Friars
London

United Kingdom
EC2N2QP
Tel:0203586 3136

Website: www.istip.co.uk


http://www.education.gov.uk/schools/leadership/deployingstaff/b0066959/induction-newly-qualified-teachers
http://www.education.gov.uk/schools/leadership/deployingstaff/b0066959/induction-newly-qualified-teachers/nqt-forms
http://www.education.gov.uk/schools/leadership/deployingstaff/b0066959/induction-newly-qualified-teachers/nqt-forms
mailto:info@education.gsi.gov.uk
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