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The School Essential Checklist 2011/12
Here is a quick and easy check-list to make sure an NQT is eligible to start their induction period and that you are fully aware of your roles and responsibilities. Any questions in bold are statutory requirements i.e. if the answer is NO, then the NQT cannot start their induction, and any induction that they undertake will be invalid.  All other questions highlight what the essential elements are to a successful induction support programme. 
	Question


	yes
	no
	Notes

	If the NQT completed their Initial Teacher Training (ITT) after May 2001, have they passed all of the relevant skills tests?  
	
	
	For teachers qualifying:


	To be awarded QTS:
	To successfully complete induction:

	
	
	
	between 7 May 1999 and 30 April 2000 
	they did not have to pass any of the skills tests
	they do not have to pass any of the skills tests

	
	
	
	between 1 May 2000 and 30 April 2001
	they did not have to pass any of the skills tests
	they have to pass the numeracy skills test

	
	
	
	between 1 May 2001 and 30 April 2002
	they had to pass the numeracy and literacy skills tests
	they must already have passed the literacy and numeracy skills tests and therefore have been awarded QTS before they can begin induction

	
	
	
	after 1 May 2002 
	they have to pass the numeracy, literacy and information communication technology (ICT) tests
	they must already have passed all three skills tests and therefore been awarded QTS before they can begin induction

	Has the individual been awarded Qualified Teacher Status (QTS)?  


	
	
	An individual cannot start induction until they have QTS, i.e. until they have successfully met all the QTS standards, including passing the skills tests.  If they complete any part of their induction prior to being awarded QTS, it will not count and they will have to start their induction period again.  If you are not 100% sure that they have been awarded QTS, please check with the General Teaching Council for England (GTCE) to receive the relevant forms: employeraccess@gtce.org.uk

	Is the NQT registered with the GTCE? This also applies to NQTs who qualified in Wales and Scotland and overseas trained teachers who have obtained QTS (only) through the TDA scheme.  


	
	
	All teachers with QTS must be registered with the General Teaching Council for England (GTCE).  All qualified teachers with QTS receive approx. £33 towards to the costs of the GTCE registration in March. Registration payments are then deducted from salary or the teacher is contacted directly to make the payments. To check registration please contact the GTCE/DfE, Tel:  0870 001 0308    E-mail: mailto:registration@gtce.org.uk

	Do you have a head teacher at your school?  


	
	
	For general guidance, induction can only be undertaken in schools where:
· the school has a head teacher;
· the school can satisfactorily provide an induction support programme that will allow the NQT the opportunity to continue to meet the standards for the award of QTS, and meet all of the Induction Standards.

	Have arrangements been made for the NQT to have a reduced timetable?  
	
	
	An NQT can expect to receive a timetable of no more than 81% of the teaching timetable of other main scale teachers in the school without responsibility points. 10% is professional development time for activities that form part of their induction support programme and 10% of the remainder is for planning, preparation and assessment time (PPA).

In addition they should also receive details of: 
· entitlements to pay during sickness absences, contacts for other absences, e.g. maternity leave, arrangements for salary payments, provisions for pensions and any other entitlements.  In many cases these will be similar to existing arrangements for any new employees;
· school health and safety and equal opportunity policies;
· other relevant school policies including arrangements for cover, child protection etc; the nature of the contract of employment, a list of duties and management arrangements. 

	Has the Appropriate Body i.e. Ealing Council been notified that of all NQTs who have started induction in your school?  
	
	
	Along with the head teacher, Ealing Council is responsible for the training, support, guidance and supervision of NQTs during induction. Ealing send requests for information on NQTs in schools at the start of each term via the gatekeeping system. http://www.egfl.org.uk/ In order to verify that they are eligible to start induction you will need to have seen proof of their QTS (including skills tests) and a record of their GTCE/DfE number. If they do not have their GTCE/DfE Teacher Reference Number, please contact CAPITA on: Tel: 01325 745746 Fax: 01325 745789.  It is important that you complete and returns these forms to Ealing Council School Effectiveness Team ASAP.

	Do you and the NQT know who the LA induction co-ordinator is?
	
	
	The LA induction co-ordinator is Rita Patel M: 07908 619556
Email: ripatel@ealing.gov.uk This is the person within Ealing Council who can provide guidance, support and assistance on your induction programme and also to your NQT mentors/assessors in their role as providers of induction training, supervision and assessment (such as training for mentors). Rita is also the first point of contact for your NQT is not making sufficient progress towards meeting the requirements for induction

	Do you and the NQT know who the named contact is at the Appropriate Body?  
	
	
	If the induction co-ordinator is unable to resolve any issue the person to contact is Opal Brown, 2nd floor NE, Perceval House, 14-16 Uxbridge Road, Ealing, W5 2HL Tel: 020 8825 8797 or email: obrown@ealing.gov.uk 

	Have you familiarised yourself with both the QTS Standards and the Induction Standards?  


	
	
	This should be something that you discuss with your NQT. Details of the standards can be found in the Professional Development Portfolio (PDP) and on the TDA web site www.tda.gov.uk 



	Have you been prepared for your role as a mentor/assessor? 

 
	
	
	· You must have QTS in order to be an NQT mentor.

· You should be familiar with the Induction Standards http://www.tda.gov.uk/Home/teacher/nqt-induction/~/link.aspx?_id=49776480BE3E4E8A9EC738A73E6396DC&amp;_z=z&keywords=nqt
· As a mentor you should provide, or co‑ordinate, guidance and effective support for the NQTs professional development.  You will formally observe a full time NQT twice during each assessment period (for a full time NQT this will generally be once each half term)
· As an assessor you should have the necessary skills, expertise and knowledge to work effectively in this role.  In particular, you should be able to make rigorous and fair judgements about the NQTs progress in relation to the requirements for satisfactory completion of the induction period. You will play a key role in providing assessment and monitoring throughout the NQTs induction programme. You will formally observe an NQT once during each assessment period (for a full time NQT this will generally be towards the end of each term)

· The difference between these responsibilities should be clearly specified at the beginning of induction and arrangements should be put in place to ensure that monitoring and assessments are based on, and informed by, the NQTs teaching and professional development.

·  Professional reviews of progress, based on discussions between the NQT and the mentor, should take place at intervals throughout their induction support programme. The mid-term review will take place just prior to each half term break and the review meeting summary prior to assessment will take place in the latter half of each term

· You should keep a dated copy of all reports on observations, review meetings and objectives until the Ealing Council has decided whether the NQT has completed their induction support programme satisfactorily and any appeal has been determined.  A note should be kept of all other evidence used.  The NQT should receive copies of all such written records and the Ealing Council should have access to them.  The NQT should maintain their PDP as a record of their induction experiences and base for evidence collection
 

	Have you taken into account all that is required when compiling the NQTs programme of support? 
	
	
	81% timetable, schedule for formal assessment meetings, support arrangements, mentor, assessor, named LA contact, information regarding contract of employment.

	Have you discussed the NQTs Career Entry and Development Profile (CEDP)?  
	
	
	This will have been completed at the end of the NQTs teacher training programme and should highlight strengths and areas for development.  

	Do you have a programme of observations and feedback/progress reviews in place for your NQTs?  
	
	
	At the end of each term you must complete an appropriate DfE induction form on the NQTs progress and return it to Bernice Bedminster Ealing Council, Schools Effectiveness Team, 2nd Floor NE, Perceval House, 14/16 Uxbridge Road, Ealing, W5 2HL. Copies of these forms can be found on  the EGfL. 

Deadline dates for 2011/12 forms to be returned to Ealing Council are 9th Dec 2011, 30th Mar 2012, and 13th July 2012. Delay in sending these forms will result in your information not being sent to the GTCE on time.

	Have regular meetings with you and the NQT been set up in addition to scheduled formal termly assessment meetings?  

	
	
	The NQTs teaching should be observed during their first four weeks in post, and thereafter at least once in any six to eight week period, e.g. once each half term. Where the NQT works part‑time, the intervals between observations should be adjusted accordingly, but the first observation should take place in the first half term. The initial observation should be a general one focusing on all aspects of teaching and learning.  The choice of focus for subsequent observations should be informed by (i) the requirements for the satisfactory completion of induction and (ii) the NQTs objectives for career development.  If the NQT is failing this needs to be clearly indicated to them at the earliest possible opportunity. They will also need clearly structured support on the area for development.

	Is the NQT fulfilling their roles and responsibilities as an NQT?  


	
	
	· The NQT should participate fully in the programme of monitoring, support and assessment that is agreed with them;

· they should be familiar with the Induction Standards, and should monitor their own progress in relation to them;

· they should take increasing responsibility for their professional development as their induction support programme progresses;
· they should, in the first instance, make use of the school’s internal procedures for raising professional concerns, including those involving the school’s governing body.  If they have concerns that go beyond the school’s systems or procedures, or if they feel that the concerns have not been properly addressed, they should contact the named individual in the LA.  

	Is the NQT abiding by the General Teaching Council for England (GTCE) Code of Professional Values and Practice for Teachers?
	
	
	This Code sets out the beliefs, values and attitudes that make up teacher professionalism. Please note that this can be seen at the GTCE website at: www.gtce.org.uk 

	When should an NQT be told if they are not meeting any of the standards?
	
	
	The Appropriate Body should assure itself that the assessment of the NQT is secure and that relevant objectives and a support programme are in place to help the NQT overcome identified weaknesses. The vast majority of NQTs will complete the induction period satisfactorily.  Nevertheless, some NQTs will, at some stage of their induction support programme, feel that they are not making satisfactory progress, and some will be judged by others to be in this situation.  If this occurs early action should be taken in order to support and advise the NQT to make any necessary improvements. Please contact Rita Patel for further advice.

	What action should be taken in the event of unsatisfactory progress?


	
	
	· All NQTs should benefit from observations, professional reviews and formal assessment meetings. However, the head teacher should ensure that procedures are in place in the school to give early warning of any difficulties experienced by the NQT in making progress towards the Induction Standards.
· If it becomes apparent that the NQT is not making satisfactory progress, this should result in an immediate stepping up of support systems.  These may, for example, include setting more specific or shorter-term objectives, closer monitoring and recording of progress.  Concerns should be communicated quickly to all those with responsibilities in the induction process, including the NQT and the Appropriate Body.  It is especially important that the NQT is aware of the area(s), in which they need to improve their practice, and is advised and supported in doing so.  There will be a need for additional meetings at agreed intervals to monitor progress.  Action should not be delayed until a formal assessment meeting has taken place.
· As soon as there is any concern about the NQTs progress, both the head teacher and the Appropriate Body should assure themselves that:
i)
the assessment of the NQT is well‑founded and accurate;

ii)
areas in which improvement is needed have been correctly identified;

iii)
appropriate objectives have been set to guide the NQT towards meeting the Standards; and

iv)
a relevant Action Plan is in place to help the NQT to meet these objectives.

· Where the assessor is not the head teacher, the head should observe the teaching of any NQT considered not to be making satisfactory progress, and review the available evidence.  Where the assessor is the head teacher, they should use the  third party mentor reviews and observations of the NQT to support their judgements. 

· At the next formal assessment point, if there are still concerns about the NQTs progress, the head teacher should complete the appropriate DCSFassessment form 

   and send it to the Appropriate Body, indicating that at their current rate of progress  

   the NQT is at risk of not completing their induction satisfactorily.  

· In addition to comments on progress, the report should, in these circumstances, include brief details of: identified weaknesses; agreed objectives set in relation to the requirements for the satisfactory completion of induction; planned support; the evidence used to inform the judgement. 
· The head teacher should explain to the NQT the consequences of failure to complete the induction period satisfactorily.  A copy of the assessment form, setting out the Standards against which progress is unsatisfactory, development objectives and planned support, should be attached to this notification, and a copy of the notification should be forwarded to the Appropriate Body.  An unsatisfactory assessment report will trigger a support visit from the LA .
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