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Welcome
As Chair of the Independent Schools Teacher Induction Panel I am pleased to commend  
this Welcome Pack to you. As you are a Newly Qualified Teacher embarking upon induction,  
I should also like to welcome you to the profession and in particular to the independent sector. 

We have all chosen the teaching profession because we have an enthusiasm for working with  
children and take delight in being a major influence in their young lives. Teachers help to shape  
their future. The encouragement of an enthusiastic and empathetic teacher may save the  
uncertain child from giving up and may challenge the confident to even greater achievements.

For those who are new to teaching, the induction year is arguably the busiest and most rewarding 
year of a teacher’s professional life. The difference between the intermittent demands of a light 
teaching load during initial teacher training placements and the full responsibility for a number of 
teaching groups throughout the entire year can be stark. Every lesson has to be prepared carefully 
and NQTs do not yet have years of experience upon which to draw.

For those with some experience in the classroom, the induction year provides an opportunity  
within a statutory structure to hone skills and knowledge and focus on professional development.

The school in which induction takes place, or its Head, will be in membership of one of  
the Heads’ associations: HMC, GSA, The Society of Heads, IAPS, ISA; or COBIS for schools  
overseas. The Panel comprises seven members, six of whom represent one of these associations. 
Details of Panel members are published in this handbook so that there is a named contact in case 
advice is needed about any matter related to induction.

I hope that this induction year is very successful. Good luck!
 
Joe Davies
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Introduction
The induction year – or longer, if you are a part time member of staff – will see you assessed against 
the Teachers’ Standards in your school context and your role. The NQT year is a mixture of support 
and monitoring from the school: there must be a rigorous evidence trail to show that you have 
followed the statutory process, and that you have made progress against – and then been able to 
meet – the Standards in your role and context.
 
Being an active participant in this process is important, so track your progress, seek out professional 
development opportunities and try and observe other members of staff regularly (and note down 
what you learn). This is what your additional NQT non-contact time is to be used for: it’s really easy 
to allow marking and preparation to take over all non-contact periods, but some need to be set aside 
for induction-related activities.

All documentation (pro formas, induction guidance, standards) can be found on the IStip website: 
www.istip.co.uk

http://www.istip.co.uk
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Roles and responsibilities
Your responsibilities
• Being an active participant in the process
• Taking responsibility for your induction
• Evidence gathering and recording – of your progress towards the Standards
• Action and Development Plan and Target Setting – linked to the Standards
• Seeking professional development opportunities
• Observing others, a minimum of six times in the induction year
• School life – playing a part in the wider life of the school

Your rights
• A teaching timetable of no more than 90% of that of a main scale teacher in your school
• Job description and a contract
• Induction tutor/mentor
• Individualised programme of support – use the Record of Induction to help you
• Lesson observations – minimum of 6, 2 per term, 1 per half term
• Review meetings and assessment meetings – 6 review meetings, 3 assessment meetings

The tutor/mentor
• Provides/co-ordinates guidance and effective personalised programme of support
• Observes you
• Reviews your progress
• Assesses you
• Will take prompt action if you are in difficulty

The head 
• Legally responsible for induction in the school; jointly responsible with the AB (IStip)  
 for monitoring, support and assessment of NQTs
• Ensures post is suitable for induction
• Ensures statutory processes are carried out
• Ensures you have a personalised programme of support
• Makes governing body aware of induction arrangements
 

IStip (Appropriate Body) 
• Quality assures processes – ensures the statutory guidance is being followed
• Offers advice/support/training
• Receives and validates the school’s judgement on an NQT
• Provides NCTL with details of starters/leavers/extensions/passes

ROLES AND RESPONSIBILITIES
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Regional centres
IStip runs training courses via its 30 regional training centres – all of them schools experienced  
in induction. 
 
The one comment we hear time and again from NQTs about the regional NQT training is that  
it provides an opportunity to network with other NQTs from across the sector. Some of you may 
be the only NQT in your school or in your department, and spending time in the company of other 
teachers working in the same key stage, subject, or type of school is extremely beneficial. You also 
have the opportunity to get a sense of the independent sector as a whole, discuss issues which 
concern you, and take a breather from the intensity of your day-to-day school life.

The courses are generic, and although you will find yourself with other NQTs with whom you  
have much in common, the sessions are not subject or curriculum specific, although some centres  
will run separate sessions for different key stages. IStip chooses to focus on issues which are relevant 
to all NQTs: classroom management, relations with parents and coping with the rigours of the first 
year of teaching.

Details of your centre will be sent to you each term by IStip, and the centre will contact you directly 
with further details about the day. These sessions are formal professional development, and you 
should RSVP, and dress as you would for a (formal) day at work.
 
Please note, if you are an NQT in an overseas school, while you are warmly welcome to attend these 
meetings, we realise it may be logistically impossible. Instead, IStip organises virtual visits via Skype 
and in person to support you in your role, to support the school, and to check you are receiving the 
correct level of support and monitoring.
 
A list of centres and dates for 2016-17 can be found on the following pages.

ROLES AND RESPONSIBILITIES
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Centre locations
NORTH EAST:
Durham School     
The Mount School, York    

NORTH WEST: 
Bolton School, Manchester    
Withington School, Manchester   
The King’s School, Macclesfield   

EAST MIDLANDS: 
Nottingham High School    

WEST MIDLANDS:
King Edward VI High School for Girls   

NORTHAMPTONSHIRE:
Oundle School     

OXFORDSHIRE:
Magdalen College School, Oxford   

BERKSHIRE:
Holme Grange School (prep only)   
Reading Blue Coat School    
Wellington College     

NORFOLK:
Norwich School     

HERTFORDSHIRE:
Haileybury       
The Haberdashers' Aske's School for boys  

LONDON, NE:
Forest School, Snaresbrook    

ROLES AND RESPONSIBILITIES



IStip Induction for NQTs 2016-17 9

ROLES AND RESPONSIBILITIES

Centre locations (continued)
LONDON, NW:
The Hall School, Hampstead (prep only)  

LONDON, SE:
Dulwich College     

LONDON, W:
The Godolphin & Latymer School, Hammersmith 

MIDDLESEX:
Hampton Prep & Pre-Prep School (prep only) 

SURREY:
Danes Hill School (prep only)   
St John's School, Leatherhead    
Surbiton High School     

EAST SUSSEX:
Brighton College     

HAMPSHIRE:
Hampshire Collegiate School    

GLOUCESTERSHIRE:
Dean Close School     

WILTSHIRE:
St Mary's School, Calne    

SOUTH WEST:
Kingswood School, Bath    
Millfield School, Somerset    
Blundells School, Devon    
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Teachers’ Standards
• The Teachers’ Standards consist of 3 parts: 

- An introduction
- Part I – Teaching
- Part II – Personal and Professional Conduct

• These Standards apply to all teachers from student teachers embarking upon a course of ITT  
 to experienced teachers. Therefore the role and context in which they are applied are key.  
 You will be assessed against these Standards in your school, and in the job you have been  
 employed to do 
• The Standards must be seen as on-going, therefore they cannot be signed off before the end  
 of the induction year; and only then in the context and role in which you are operating 
• The bullets under the eight Standards in Part I must NOT be seen as separate (or sub)  
 Standards. They are there to amplify the scope of the overall Standard, and are neither  
 compulsory nor exhaustive
• Part II replaces the GTCE code of practice and consists of a series of statements defining  
 the behaviour and attitudes which set the required standards for conduct.

Part I (Standards 1-8): Teaching
1. Set high expectations which inspire, motivate and challenge
 So, for example, an NQT who is passionate and enthused, with engaged and motivated children;  

a resource-full, and inspirational classroom; a well developed knowledge of the pupils; and an NQT  
who develops and refines their approach as the year goes on.

2. Promote good progress and good outcomes by pupils
 So, for example, pupils are able to communicate a sense of their progress; they are aware of where  

they are and where they need to be; the NQT promotes individual learning and individual action plans, 
and these are aspirational. 

3. Demonstrate good subject and curriculum knowledge
 So, for example, an NQT who shows passion and enthusiasm for their subject(s); has lesson objectives 

that are relevant to the curriculum or SOW; an NQT who adopts/adapts ideas and resources from 
colleagues; who reads around the subject.

4. Plan and teach well structured lessons
 So, for example a lesson where there is active participation, with peer-to-peer conversations on topic; 

where subject/topic knowledge is adapted to the year group/children; where there are appropriate 
pacing/timings; where there is variety.

TEACHERS’ STANDARDS
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Teachers’ Standards 
(continued)
5. Adapt teaching to respond to the strengths and needs of all pupils 
 So, for example, a variety of learning styles can be seen; pupils use individualised resources; there is 

differentiated questioning; there are notes on individual pupils in planner/planning; there is appropriate 
use of the SENCO, form tutors, EAL dept, G&T, IEPs.

6. Make accurate and productive use of assessment
 So, for example, the pupils’ test (exam) scores show progression; there are formative and summative 

comments in marking and in feedback; the NQT uses school/department/exam board assessment policy/
criteria; and makes use of standardised data.

7. Manage behaviour effectively to ensure a good and safe learning environment
 So for example, the pupils are ‘on side’ and on task; the NQT understands and uses appropriate voice 

control/volume; the NQT’s body language is open; there is appropriate use of the school behaviour 
(sanctions/rewards) policy; the rules of the classroom are known/on the wall; the NQT is not afraid to ask 
for help/admit when things go wrong.

8. Fulfil wider professional responsibilities
 So, for example, the NQT attends/takes part in co-curricular clubs/activities; takes responsibility for their 

own professional development; is open to feedback/coaching; works collaboratively.

Part II: Personal and professional conduct
The NQT upholds public trust in the profession and maintains high standards of ethics and 
behaviour, within and outside the school by:
• treating pupils with dignity, building relationships rooted in mutual respect and at all times  
 observing proper boundaries appropriate to a teacher’s professional position
• having regard for the need to safeguard pupils’ well being, in accordance with  
 statutory provisions
• showing tolerance of and respect for the rights of others
• not undermining fundamental British values, including democracy, the rule of law, individual  
 liberty and mutual respect, and tolerance of those with different faiths and beliefs
• ensuring personal beliefs are not expressed in ways which exploit pupils’ vulnerability, or might  
 lead them to break the law.

So, for example, the NQT is respectful of pupils, and all colleagues and parents; they set appropriate 
boundaries; can act as a role model; and their pupils ‘reflect’ teacher behaviour. They are approachable, 
consistent and fair; they are aware of the need to avoid any and all discrimination.

TEACHERS’ STANDARDS
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TEACHERS’ STANDARDS

Teachers’ Standards 
(continued)
The NQT has proper and professional regard for the ethos, policies and practices of the school  
in which they teach, and maintains high standards in their own attendance and punctuality. 

So, for example, the classroom is well ordered, and safe; there is good liaison with colleagues over SEN, trips, 
policies etc; they carry out their duties and cover; they are professional in their correspondence in a variety 
of media; they have a clear awareness of the pitfalls of social media; they are punctual (to class; meetings; 
assemblies; with deadlines); they are an ambassador for the school and its ethos.

The NQT has an understanding of, and always acts within, the statutory frameworks which set out 
their professional duties and responsibilities.

So for example, the NQT respects and understands confidentiality, and when to break it/not promise it; they 
are CP aware, and have received training; they are Equality and Disability aware; they have due regard to 
H&S; they are aware of the statutory nature of pupil attendance and registration; they are aware of specific 
issues surrounding boarding.
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TEACHERS’ STANDARDS

 Evidence gathering
This chart shows how all the evidence of your induction is captured and is then funnelled through  
to the formal review meetings and is finally used to populate the assessment form.

Regularly, over the course of the term/period, consider  
evidence of progress against Standards (including part two)
• lesson observations/NQT self-evaluation
• use of additional non-contact time
• inset/development
• targets/objectives
• NQT's observations of others
• co-curricular activities
• pastoral commitments
• communication with parents
• pupil progress
Consider how these activities have provided evidence of progress  
and how they are recorded.

Assessment form - end of term
• copy and paste minutes from formal review 

meetings into the assessment form
• add progress statements
• add evaluative comments
• discuss form with NQT
• IT/Mentor completes Assessment Meeting 

minutes record

Formal review meeting -  
one in first half of term/period
Minutes taken by IT/mentor
• capture evidence in writing
• complete the record electronically
• NQT, IT and Mentor bring evidence
• seek third party input

Formal review meeting -  
one in second half of term/period
Minutes taken by IT/mentor
• capture evidence in writing
• complete the record electronically
• NQT, IT and Mentor bring evidence
• seek third party input



IStip Induction for NQTs 2016-17 15

TEACHERS’ STANDARDS

 Evidence gathering (continued)
Evidence is the record of your progress against the Standards, and of your active participation in the 
process of induction.

What is it?
• Evidence can be in hard copy or held online; evidence is anything seen or heard
• It captures the teaching, learning, assessing, recording, planning/preparation, and involvement  
 in the wider life of the school

What is it for? 
• To show your progress
• To track the induction year
• To show the school is following due process
• To give a rigorous audit trail, so IStip can accept school’s judgement

How much is enough?
• This is most definitely NOT a PGCE/ITT re-run; there is no need for huge files/folders,  
 such as one for each of the Standards and a couple for Part II
• The key documentation will be created as the induction period progresses  
 (and we'll go through this a little later)
• Rigour and security (signing/countersigning and dating all formal evidence) are key
• Think quality not quantity
• SELECT key evidence, SUMMARISE it, SIGNPOST where it may be found

Who holds it? 
Well, it depends. However, there does need to be a central repository, online or in hard copy.
We feel that it’s your induction year, so it should be you. Front and centre is the Record of Induction
(page 16-18) which is used to record meetings/lesson obs/induction activities that have taken place, 
and also acts as a checklist; and the evidence tracker which captures key and telling pieces of evidence, 
without the need for photocopying and filing every example.
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 Evidence gathering (continued)
Record of Induction 

TEACHERS’ STANDARDS

Planned and secured record of Induction 2016-17 

Induction Record 2016-17  1	

NQT ___________________________________ 

This 4-page form must be printed out and should be in the front of the NQT’s folder and should be kept
     up to date. 

All entries on this form must be handwritten 

Section A : Before Induction at this school begins
In the table below the initials of the NQT and the IT/Mentor (and the date where required) confirm that the elements referred to have been completed. 

Preparation for the Induction Year (must be done before the first Induction period/term 
starts) 

N
Q

T
 

in
iti

al
s

IT
/M

en
to

r 
in

iti
al

s

D
at

e 
co

m
pl

et
ed

School has confirmed NQT’s QTS status 

NQT has been registered with IStip before closing date 

NQT has agreed to Data Transfer Protocol 

Previous assessments have been uploaded onto NQT Manager1 

Additional non-contact time has been identified in the NQT’s timetable 

Appropriate use of additional non-contact time has been explained to the NQT 

NQT/Mentor meeting times have been agreed, timetabled and protected 

IStip & DfE materials2 have been downloaded and disseminated 

Check NQT is familiar with both parts of the professional teaching standards 

1 Only if NQT has completed previous period/s of Induction elsewhere 
2 NQT Guide, blank pro-formas for recording all processes, explanatory material, Teachers’ Standards, Statutory Guidance 

Planned and secured record of Induction 2016-17 
All entries on this page must be handwritten

Induction Record 2016-17  2	

Section B : Term/Period 1   Start date:     End date:  

In the table below the initials of the NQT and the IT/Mentor (and the date where required) confirm that the elements referred to have been completed. 

Compliance – what you have to do (must be planned at the start of term/period and 
signed off when completed) 

T
ic

k 
w

he
n 

sc
he

du
le

d 

N
Q

T
 

in
iti

al
s 

IT
/M

en
to

r 
in

iti
al

s 

D
at

e 
co

m
pl

et
ed

 

Setting initial developmental objectives and record on ADP 

Formal lesson observation of the NQT 

Self-evaluation and feedback 

Lesson observation of a colleague by the NQT 

Formal progress review and review of objectives/ADP (half period/term) 
Mid-point of Induction period/term 

Review of action/development plan (ADP) 

Formal lesson observation of the NQT 

Self-evaluation and feedback 

Lesson observation of a colleague by the NQT 

Formal progress review and review of objectives/ADP (end of period/term) 

Assessments and NQT comments drafted 

Assessment meeting held (form checked and discussed) 

Assessment form uploaded and signed 

Regular meetings organised and held 

Evidence tracker regularly reviewed 

ADP and targets regularly reviewed 

IStip regional NQT meeting attended 
Enhancement: e.g.	additional	lesson	observations	of	the	NQT,	additional	observations	of	other	teachers	by	the	NQT,	visits	to	other	schools,	meetings	with	SENCO,	Bursar,	etc.,	INSET;	additional	CPD;	taking	part	
in	working	groups,	etc.	
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 Evidence gathering (continued)
Record of Induction 

TEACHERS’ STANDARDS

Planned and secured record of Induction 2016-17 
All entries on this page must be handwritten

Induction Record 2016-17  3	

Section C : Term/Period 2   Start date:     End date:  

In the table below the initials of the NQT and the IT/Mentor (and the date where required) confirm that the elements referred to have been completed. 

Compliance – what you have to do (must be planned at the start of term/period and 
signed off when completed) 

T
ic

k 
w

he
n 

sc
he

du
le

d 

N
Q

T
 

in
iti

al
s 

IT
/M

en
to

r 
in

iti
al

s 

D
at

e 
co

m
pl

et
ed

 

Setting initial developmental objectives and record on ADP 

Formal lesson observation of the NQT 

Self-evaluation and feedback 

Lesson observation of a colleague by the NQT 

Formal progress review and review of objectives/ADP (half period/term) 
Mid-point of Induction period/term 

Review of action/development plan (ADP) 

Formal lesson observation of the NQT 

Self-evaluation and feedback 

Lesson observation of a colleague by the NQT 

Formal progress review and review of objectives/ADP (end of period/term) 

Assessments and NQT comments drafted 

Assessment meeting held (form checked and discussed) 

Assessment form uploaded and signed 

Regular meetings organised and held 

Evidence tracker regularly reviewed 

ADP and targets regularly reviewed 

IStip regional NQT meeting attended 
Enhancement: e.g.	additional	lesson	observations	of	the	NQT,	additional	observations	of	other	teachers	by	the	NQT,	visits	to	other	schools,	meetings	with	SENCO,	Bursar,	etc.,	INSET;	additional	CPD;	taking	part	
in	working	groups,	etc.	

Planned and secured record of Induction 2016-17 
All entries on this page must be handwritten

Induction Record 2016-17 4	

Section D : Term/Period 3   Start date:     End date:  

In the table below the initials of the NQT and the IT/Mentor (and the date where required) confirm that the elements referred to have been completed. 

Compliance – what you have to do (must be planned at the start of term/period and 
signed off when completed) 

T
ic

k 
w

he
n 

sc
he

du
le

d 

N
Q

T
 

in
iti

al
s 

IT
/M

en
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r 
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s 

D
at

e 
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m
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et
ed

 

Setting initial developmental objectives and record on ADP 

Formal lesson observation of the NQT 

Self-evaluation and feedback 

Lesson observation of a colleague by the NQT 

Formal progress review and review of objectives/ADP (half period/term) 
Mid-point of Induction period/term 

Review of action/development plan (ADP) 

Formal lesson observation of the NQT 

Self-evaluation and feedback 

Lesson observation of a colleague by the NQT 

Formal progress review and review of objectives/ADP (end of period/term) 

Assessments and NQT comments drafted 

Assessment meeting held (form checked and discussed) 

Assessment form uploaded and signed 

Regular meetings organised and held 

Evidence tracker regularly reviewed 

ADP and targets regularly reviewed 

IStip regional NQT meeting attended 
Enhancement: e.g.	additional	lesson	observations	of	the	NQT,	additional	observations	of	other	teachers	by	the	NQT,	visits	to	other	schools,	meetings	with	SENCO,	Bursar,	etc.,	INSET;	additional	CPD;	taking	part	
in	working	groups,	etc.	
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 Evidence gathering (continued)
Record of Induction senior exemplar

TEACHERS’ STANDARDS
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 Evidence gathering (continued)
The evidence tracker is your chance to capture key pieces of evidence – for example, from  
a lesson you taught or watched, from an email or a comment, from a sports fixture or a play 
rehearsal, from a parents' meeting, from discussions with your mentor, from your reflections of your 
lessons – and track where they can be found and why they are important. The tracker is a summary: 
more than a list; less than an essay. It needs to be updated regularly and discussed from time to time 
with your mentor.

 Teachers’ standards – evidence tracker 

TEACHERS’ STANDARDS

                           TEACHERS’ STANDARDS     Evidence tracker   2016 - 17 
 Name: ________________________              Date Induction started ______________________ 

Document1 Page 1 please turn over 

This form could be kept in a shared area on line so that NQT, IT/Mentor and others can add evidence / references to it. 

Teachers’ Standard Brief description of evidence Where evidence found and 
date 

Evidence 
validated: 

Date / 
initials* 

1 
Set high expectations which 
inspire, motivate and challenge 
pupils 

   

2 Promote good progress and 
outcomes by pupils 

   

3 Demonstrate good subject and 
curriculum knowledge 

   

                           TEACHERS’ STANDARDS     Evidence tracker   2016 - 17 
 Name: ________________________              Date Induction started ______________________ 

Document1 Page 2 please turn over 

Teachers’ Standard Brief description of evidence Where evidence found and 
date 

Evidence 
validated: 

Date / 
initials* 

4 Plan and teach well structured 
lessons 

   

5 Adapt teaching to respond to the 
strengths and needs of all pupils 

   

6 Make accurate and productive use 
of assessment 
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 Evidence gathering (continued)
 Teachers’ standards – evidence tracker continued

TEACHERS’ STANDARDS

                           TEACHERS’ STANDARDS     Evidence tracker   2016 - 17 
 Name: ________________________              Date Induction started ______________________ 

Document1 Page 3 please turn over 

Teachers’ Standard Brief description of evidence Where evidence found and 
date 

Evidence 
validated: 

Date / 
initials* 

7 
Manage behaviour effectively to 
ensure a good and safe learning 
environment 

   

8 Fulfil wider professional 
responsibilities 

   

Pt 
2 

Upholds public trust in the 
profession and maintains high 
standards of ethics and behaviour, 
within and outside school 

   

                           TEACHERS’ STANDARDS     Evidence tracker   2016 - 17 
 Name: ________________________              Date Induction started ______________________ 

Document1 Page 4 please turn over 

Teachers’ Standard Brief description of evidence Where evidence found and 
date 

Evidence 
validated: 

Date / 
initials* 

Pt 
2 

Has proper and professional regard 
for the ethos, policies and practices 
of the school, and maintains high 
standards in their own attendance 
and punctuality 

   

Pt 
2 

Has an understanding of, and 
always acts within, the statutory 
frameworks which set out their 
professional duties and 
responsibilities 
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 Evidence gathering (continued)

TEACHERS’ STANDARDS

Teachers’ standards – evidence tracker senior exemplar

                           TEACHERS’ STANDARDS     Evidence tracker     Senior Exemplar 
 Name:   X   Date induction started: 1 Sept 

Document1 Page 1 please turn over 

This form could be kept in a shared area on line so that NQT, IT/Mentor and others can add evidence / references to it. 

Teachers’ Standard Brief description of evidence Where evidence found and 
date 

Evidence 
validated: 

Date / 
initials* 

1 
Set high expectations which 
inspire, motivate and challenge 
pupils 

Got names of everyone now and can put faces to all of them! 
 
Y7 really going well. Donna said “I love History”!  After all the fuss at the start of term – 
Wow! 
 
Group work with Y10 is going well; presentations to rest of class were brilliant; everyone 
involved. 
 
Involvement in BH – evening routine established; feel secure about shutting up the house 

IT mtg oral 24/9; journal entry 
 
Journal (3/10) 
 
 
HoD observation & comments (4/10) 
 
 
Discussion with BHM 

24/9 
SM 
 
 
 
 
 
 
5/10 

2 Promote good progress and 
outcomes by pupils 

Y11 mid term test results fantastic – show they are progressing and know/celebrate it 
 
Great Y11 pupil interviews ready for parents evening; 
Parents’ evening went well; emails from Mrs G and Mr S thanking me – use quotes in 
assessment? 
 
Focused work for EAL pupils has helped them (and me!) 

Mark book (15/10 entry) 
 
Mark book; PE preparation notes; 
parent comments to IT (10, 11 Nov) 
see emails 
Mark book (esp. 23/10 and 
5/11entries) & journal 

23/10 
SM 
14/11 
IT 

3 Demonstrate good subject and 
curriculum knowledge 

Getting to grips with IB spec now 
 
Have made time for reading round the IB spec topics – esp Vietnam/China 
 
 
Y8 handouts praised by pupils and HoD! 

HoD comment; noted in journal (10/11 
entry) 
Journal (half term entry); regular 
meeting minutes (2/11; 9/11) 
 
Dept meeting minutes (23/11); LO 
(25/11) 

 
 
 
 
 
29/11  SM 

4 Plan and teach well-structured 
lessons 

Getting the hang of lesson planning for IB; lessons structured better 
 
Using old work on Civil War as basis for Y8 course; going well; planning good. 
 
 
Good relations with L6 – cracking observed lesson; nearly lost it but final outcome gd. All 
enjoyed it and objectives met. 

Obsn (2/10) and HoD comments 
 
Lesson plans (Oct/Nov), bkgd notes 
and handouts - Yr 8 file 
 
Observation L6 (1/12) 

4/10  SM 
 
29/11 IT 
 
3/12 

                           TEACHERS’ STANDARDS     Evidence tracker     Senior Exemplar 
 Name:   X   Date induction started: 1 Sept 

Document1 Page 2 please turn over 

Teachers’ Standard Brief description of evidence Where evidence found and 
date 

Evidence 
validated: 

Date / 
initials* 

5 Adapt teaching to respond to the 
strengths and needs of all pupils 

Differentiating effectively for Y9 – Jo & Anna much more on task 
 
Lots of individual work done with Chen. He’s starting to understand more and write 
better now. 
 
I’m working hard to get work right for EAL pupils;  
Jon S thanked me for helping him to understand 

Journal; oral report to HoD (23/9) 
 
Mark book comments (Nov) 
 
 
EALCO mtg notes (5/10) and lesson 
plans (following meting) 

 
 
25/11 SM 
 
 
14/9  SM 

6 Make accurate and productive use 
of assessment 

Spent more time on Y11 marking, making focused comments. Pupils knew where they had 
done well/badly and said it helped (comment from Helen on 12/10 after class) 
 
Y7 and Y8 seem to respond well to homework challenges and success; Sam and George 
stayed after lesson to discuss their work without me asking! 
 
 
Contributed to Deptal GCSE moderation meeting; HoD thanked me for my input 

Y11 essays (10/10); markbook 
comments (10/10 entry) 
 
Journal (2/12 entry); comments made 
to IT (12/12) 
 
Mtg notes (10/12) 

15/10 SM 
 
 
 
 
 
12/12  IT 

7 
Manage behaviour effectively to 
ensure a good and safe learning 
environment 

Sorted out corridor probs before lessons start – a routine introduced and I enforce it.  
Makes better starts to lessons too! 
 
Sorted/sorting out Y10 attitudes; Jon – “I can’t get away with anything now!” – success! 
 
Relations with Y11 working really well; potentially stroppy boys respond well to me 
 
Not good times with Y10 recently but now improving – shows I can recover from 
disaster! 

Y10 comment to IT at mtg; journal 
notes (5/11) 
 
LO 10/11 
 
 
 
Reg meeting notes (early Nov) 

 
 
 
13/11  BG 

8 Fulfil wider professional 
responsibilities 

Tutor group really sparked in today’s meeting – gd discussion re revision and my advice 
was listened to and appreciated 
 
Co-tutor in Raleigh; house tutor in Drake 

6th tutor gp mtg notes 5/12 
 
 
Fact 

7/12  SM 
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 Evidence gathering (continued)

TEACHERS’ STANDARDS

Teachers’ standards – evidence tracker senior exemplar

                           TEACHERS’ STANDARDS     Evidence tracker     Senior Exemplar 
 Name:   X   Date induction started: 1 Sept 

Document1 Page 3 please turn over 

Teachers’ Standard Brief description of evidence Where evidence found and 
date 

Evidence 
validated: 

Date / 
initials* 

Pt 
2 

Upholds public trust in the 
profession and maintains high 
standards of ethics and behaviour, 
within and outside school 

I dress appropriately, especially for formal school occasions – DH comment 
 
Took part in careers choices evening for Y9 pupils; didn’t know that Josie D was so 
interested in History; she said it was because of my teaching – wow! 

 
 
email thanks from Hd of Careers - 
29/11 
 
 

 
 
1/12  SM 

Pt 
2 

Has proper and professional regard 
for the ethos, policies and practices 
of the school, and maintains high 
standards in their own attendance 
and punctuality 

Routine duties (boarding house and dining hall) have been carried out well 
 
Took part in the Remembrance Day Assembly; two of my class read from war diaries of 
WWI soldiers.  Head said it was very moving and that I had coached them well 
 

comments by DH 22/10 email 
 
 

23/10 
 
12/11  IT 

Pt 
2 

Has an understanding of, and 
always acts within, the statutory 
frameworks which set out their 
professional duties and 
responsibilities 

I have done all the school and house duties that have been asked of me. And I covered for 
Sally and the housemistress found out and specially thanked me 
 
Helped the department to understand the problems J (a colour blind pupil) has with 
dealing with PowerPoints and reading off the white board 

 
 
Dept mtg (2/10) 

 
 
3/10  SM 
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THE
PROCESS
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The process
The components of the induction year are these:
• 6 formal lesson observations of you, against the Standards with your self-evaluations  
 of the same lessons
• 6 lesson observations by you
• regular meetings with a named mentor
• 6 review meetings
• 3 assessment meetings (and assessment forms)
• professional development targets
• using your additional NQT non-contact time to further your development.

So, you will be observed teaching at least twice per term; these observations will be recorded  
by your tutor in a written report and you will evaluate the lesson as well.

You will meet regularly with your tutor or mentor, to track all your progress inside and outside  
the classroom against the Standards and these meetings will be minuted, probably by you.

Each half term, you will meet with your tutor to formally review your progress and you  
should prepare for this meeting, which needs to be minuted by your tutor in more detail  
than the regular meetings where you take the notes.
 
The idea is to identify, then to capture all key evidence as you go along, so that it can be used  
by your tutor in writing the end of term/period assessment form.
 
At the end of term, there will be a formal assessment meeting when your progress towards  
the Standards is summarised in a form completed (on-line) by your tutor. You have to add your 
comments and sign it as well, before the Head reads it, and also signs (the Head is legally responsible 
for induction in a school). At the end of your final period of induction the school will recommend to 
you and to us as the Appropriate Body whether you have passed or failed your NQT year.

THE PROCESS
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The Action and 
Development Plan 
The Action and Development Plan is designed to help you set targets which are relevant to your 
needs and to your role in the context of the school. These should be reviewed at least every  
half term. 

It is your responsibility (with the support and guidance of the school) to set specific, meaningful, 
developmental targets and to track your progress against them. The ADP is a work-in-progress:  
some targets may be completed quickly; some may be longer term (or just take longer), but the 
setting, meeting and re-setting of these targets will not only help you to drive your progress, the 
exercise itself will help you reflect on your pedagogy and practice. Please remember to sign (and  
have counter-signed) and date all reviews of the ADP. Also, when keeping paperwork electronically, 
please sign and date the IStip Record of Induction (as per page 16-18 of this booklet).

The ADP should incorporate:
• Between 3 and 5 ongoing SMART objectives (agreed by the NQT and the Induction Tutor)
• Action points (for the NQT and any other relevant person)
• Target dates (which are realistic)
• Review dates (for the coming term) 

 IStip Action and Development Plan 

THE PROCESS

1. which areas have been 
identified as needing 
development? Break down  
the standards into manageable 
sizes. You do not need a target/
objective for every standard.  
It is a working document,  
so will be added to and updated 
throughout induction

2. what do you need to do  
within this area of development? 
NB: attending a training course 
is not a target, instead it is  
a means to helping you achieve  
a target. (Section 4)

3. when was this target set?

4. what can you do/who can  
you talk with to help you  
meet this target?

5. what change do you hope  
to see in how you work/the 
pupils’ work/behaviour?

6. when did you review this 
target with your mentor?

7. on which date was it agreed 
that this target was met?

  Induction Action/Development Plan (ADP)     2016-17 
 

Use additional sheets for additional areas for development and the objectives within those areas. As objectives are met, indicate this fact and keep completed sheet(s) as evidence 
fdc97014-b8c1-47f3-8d08-e19f64f904f3file.docx    
 

 
NQT: (name) Induction Tutor / Mentor: (name) 

 
 Sheet No: 

Areas for 
Development – linked 
to Teachers’ Standards 

Objectives within this area 
for development 

Date 
added to 

ADP 

Support arrangements – 
activities, people to help you 

achieve progress 

Success criteria – what 
are you looking for? 

Dates 
reviewed 

 

Date 
completed 

       

      

      

       

      

      

  









 



Action-Development Plan 2016-17.docx
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The Action and 
Development Plan (continued)
 Action and Development Plan junior exemplar

THE PROCESS

  Induction Action/Development Plan (ADP)     2016 - 17 
 

Use additional sheets for additional areas for development and the objectives within those areas. As objectives are met, indicate this fact and keep completed sheet(s) as evidence 
Document1    
 

 
NQT: (name) Induction Tutor / Mentor: (name) 

 
 Sheet No: 

Areas for 
Development – linked 
to Teachers’ Standards 

Objectives within this area 
for development 

Date 
added to 

ADP 

Support arrangements – 
activities, people to help you 

achieve progress 

Success criteria – what 
are you looking for? 

Dates 
reviewed 

 

Date 
completed 

 
Use of assessment  
(Std 6) 

To have a better 
understanding of AfL 

20/9  observe other teachers more 
experienced with AfL 

 discuss AfL with SM and TA 
 consider ways to record 

outcomes with TA so we agree 

 lesson plans show that AfL will 
be used more in lessons 

 agreed methods to use 
 agree outcomes are good 

22/10, 6/12 4/1 

Give pupils more 
feedback about their 
achievements  and get 
them to respond 

20/9  ask other teachers how they do 
this 

 try having short time at end of 
form time each day to feedback to 
3 pupils 

 pupils engage, listen and think 
 pupils respond – see outcome 

in improved work (e.g. errors 
not repeated so much) 

13/10, 5/11, 
10/12 

10/12 

Help pupils to learn how 
to self-assess 

20/9  KS2 and KS1 co-ordinators to 
meet and discuss 

 possible working groups next 
INSET day 

 secure assessment of pupils’ 
work 

 beginning to show pupils how 
to self-assess 

 pupils starting to self-assess 
and getting it right! 

22/10, 6/12  

 
 
Communications with 
parents and with 
colleagues (Std 8) 

Become more confident 
and effective at talking 
to parents about their 
children’s progress 

half term  meet with IT to discuss ‘Meet the 
teacher’ and the upcoming 
parents’ evening 

 parents reporting that my 
comms with them are helpful 

 M&T evening and Parents’ 
evening successful 

22/10, 6/12, 
11/1, 18/2 

1/3 

Recognise and respect 
contributions that can 
be made by other 
colleagues 

half term  meet with SENCO 
 meet with Art and PE co-

ordinators 
 develop role of TA within lessons 

 pick up ways in which I can 
incorporate good ideas into 
my own lessons 

 trying these ideas and good 
outcomes from that 

22/10, 6/12, 
18/2 

 

  

ADP jnr exemplar.docx
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Regular meetings 
These meetings for induction purposes (so not a departmental or key stage meeting) are the part  
of the process most valued by former NQTs. Each one is an opportunity in a busy week to sit down 
and reflect on your progress, and critically evaluate it; it can also be a time to discuss anything that is
causing you concern; and finally, it can be used as a check to see that you are following the processes 
of induction. The meeting pro forma on the following page covers all these areas (think of it as an 
aide memoire): make note of things to be recorded for future reference (reviews, assessments), but 
only in those sections which are relevant to this week's discussion. Don’t see the form as a chore or 
a challenge which you must dutifully complete in full. Each week, some sections will be more relevant 
than others.

The comments/evidence, should be added (probably by you) during the meeting to become the 
record of that meeting (and if you’ve had a useful discussion, the meeting itself becomes evidence  
of your induction progress). Again, please ensure all meeting records are signed and dated. Also,  
when keeping paperwork electronically, please sign and date the IStip Record of Induction (as per 
pages 16-18 of this booklet).

THE PROCESS
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THE PROCESS

Regular meetings (continued) 
 IStip regular meeting agenda/minutes

5. what progress have you 
made against the Standards  

in general? Any telling  
instances/pieces of evidence?

6. have any observations  
taken place since the last 

meeting? Of you or by you.  
What are your thoughts?

7. what would you like to take 
forward/concentrate upon?

8. record any issues/things you 
need to bear in mind

1. if points were raised at 
the previous meeting, what 
have you done to make 
improvements?

2. which induction-related 
activities have you been doing 
during your additional NQT 
non-contact time since the  
last meeting?

3. what are you going to do 
with your NQT non-contact 
time in the next week or so? 
For example – observe another 
teacher, attend a regional 
meeting

4. what has happened since 
the last meeting which can be 
used as evidence for your ADP? 

         Agenda/Minutes for regular meeting   2016-17 
    
     

fc09b7e2-df73-441f-9f94-f91f848d605c  please turn over 
  Page 1 

THERE IS NO REQUIREMENT TO COMMENT ON ALL AREAS AT EACH MEETING.  Wherever possible link 
comments made to the relevant Teachers’ Standard(s). 

 

NQT Name IT/Mentor Name Date 

Progress made with action points from last meeting 
 

Use made of additional non-contact time since last meeting 
 

Planned use of additional non-contact time 
(e.g. observing lessons, form shadowing, consulting with specialist colleagues (e.g. SENCO, ICT) visits to other schools) 
 

Evidence of progress made towards achieving objectives since last meeting 
 

 









fc09b7e2-df73-441f-9f94-f91f848d605c  please turn over 
  Page 2 

Evidence of progress against Standards since last meeting 
 

Lessons observed of and by NQT since last meeting and points for action 
 

Action/development plan reviewed          Yes  /  No 

Action points for next meeting 
 

Any other matters to record 
 

Date:                                         Signed:  NQT                                                  IT/Mentor  

 

 









Regular meeting agenda-minutes 2016-17.docx

Regular meeting agenda-minutes 2016-17.docx
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Lesson observations  
of you 
Being observed is part and parcel of induction, and for each formal observation, you are expected  
to evaluate your own practice (using the IStip self-evaluation form) and discuss it with your mentor
in a formal feedback session. All observations need a focus and a reason, and both of these should 
be linked to your induction, your development, and your professional needs and should be linked 
explicitly to the Standards. Out of the feedback comes not only reflection, but action points which 
are practical and helpful, and will further drive your progress against the Standards (which are always 
printed on the back of all LO pro formas).

Please ensure all formal lesson observation forms, and self-evaluations are signed and dated.  
When keeping paperwork electronically, please sign and date the IStip Record of Induction  
(as per pages 16-18 of this booklet).

THE PROCESS



IStip Induction for NQTs 2016-17 30

Lesson observations  
of you (continued)
 IStip form for tutors/mentors conducting lesson observations

THE PROCESS

1. focus should be specific and 
linked to the Standards

2. observer will comment upon 
what they have seen (relating 
to the area of focus), including 
areas of strength and areas of 
weakness

3. you will meet with the 
observer to discuss the 
observation (using your self-
evaluation also) – this section 
will include notes from that 
meeting

4. what do you need to work 
on to improve?

         Observation OF an NQT by a colleague 2016-17 

0ee14faf-e323-44d9-838f-539b498eb80c  the Teachers’ Standards are printed overleaf 

 
 
One of the Teachers’ Standards or a particular objective from the NQT’s action/development plan (ADP) should be the 
focus for the observation. 
NQT: Observer: Date of lesson: Lesson/subject: Year Group/ No of pupils 

 

AGREED FOCUS FOR THE OBSERVATION (taken from NQT’s ADP): 
 
 
Observations relating to the agreed focus, to be discussed with NQT at feedback, linked to all the Teachers’ 
Standards (listed overleaf) 
 

Feedback summary  
 

Actions to take forward 
 

NQT has completed a separate self-evaluation sheet     Yes  /  No 

Feedback completed:   Date                                Signed: NQT                                    Observer 









 
Teachers’ Standards 
 
A teacher must: 

1   Set high expectations which inspire, motivate and challenge pupils 

2   Promote good progress and outcomes by pupils 

3   Demonstrate good subject and curriculum knowledge 

4   Plan and teach well structured lessons 

5   Adapt teaching to respond to the strengths and needs of all pupils 

6   Make accurate and productive use of assessment 

7   Manage behaviour effectively to ensure a good and safe learning environment 

8   Fulfil wider professional responsibilities 

 

Part two: demonstrate consistently high standards of personal & professional 
conduct 

• relationships & professional boundaries; safeguarding; tolerance & respect; 
fundamental British values; personal beliefs & behaviour; 

• school policies; school ethos; high professional standards; 
• statutory & school frameworks; professional duties & responsibilities. 

 
 Lesson Observation OF NQT 2016-17
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Lesson observations  
of you (continued)
 Self evaluation senior exemplar 

THE PROCESS

  NQT’s Lesson Self Evaluation Senior Exemplar 
 
                           NQT Name:      X                                Date of observation:    29/11        Year group:     Y8 

Self-evaluation form snr exemplar.docx  the Teachers’ Standards are printed overleaf 
 

 
Reflect critically on the lesson.  Highlight any particular points you want to discuss /seek comments on during feedback with your 
Mentor. 

1. What was the agreed focus of this observation? 
Subject knowledge (Std 3) and Planning/teaching well-structured lessons (Std 4 and ADP sheet 3) 

2. Pupils’ learning - progress/no progress? Evidence of this? 
 
By the end of the lesson the children had a practical understanding of two different perspectives – the Rump Parliament and 
Charles 1.  I think acting it out helped them understand quicker than if I’d just explained it to them.  Also, it made the 
language (which they have found tricky) come alive, and be more meaningful. Becky’s question to ‘Charles’ was v perceptive. 
Even though Jonathan seemed to take no part in things, I think he understood – but I didn’t find out! 

3. Comment on effectiveness and outcome of different activities  
 
The mock trial was effective – it took a lot of organising but was worth it.  It had them discussing the outcome as though it 
was real.  Perhaps I could have summarised answers to the questions at the end for them. 
 
The group work went really well.  I think I should have split up David and James – didn’t think about it till too late. 

4. Teaching strategies - reflect critically; what did you do well/not so well? (voice, position, knowledge) 
Because of the nature of the ‘trial’ activity children were too noisy/excited at times.  I used my ‘loud voice’ too much (could 
feel I was exasperated and embarrassed cos the lesson was being observed!) 
 
Knowledge was fine – don’t think I was caught out! 
 
I didn’t give each of the groups (in the second period) the same attention – got held up by a couple of them. Mustn’t let 
myself become distracted 

5. Behaviour management 
 
I felt that the start of the lesson was ragged – they knew there was the ‘trial’ and they were excited, but … 
 
Apart from David and James who were being low level disruptive I think everything else was well under control. 
 
6. Professionalism (Pt 2) 
 
David and James – am I handling them right? Tolerance? Me of them; them of each other?  There are some lessons to be 
learned here. 
Also worried that my focus on D & J meant that I unconsciously ignored Jonathan; he’s very needy sometimes! 
 
Did I miss an opportunity to dip into ‘fundamental British values’?  This might have been a good opportunity 

7. Action points: link these to how the lesson went in relation to the focus of the observation and indicate possible 
objectives for future lessons; if relevant transfer to this term’s action/development plan (ADP) 

 
I reckon the structure worked as well as I had hoped – but I couldn’t do this every lesson! Planning was fine – had covered 
everything (I think!) 
 
Subject knowledge also ok. Glad I was able to ‘dumb down’ my specialism. Harder than I thought it would be. 
 
Behaviour mgt – I’ve had some probs with lesson starts and perhaps I need to think more and plan these better rather than 
assume they’ll be smart and snappy. 

Date:        30/11                    Signed NQT:          X                                            Signed Observer:         MW 

 
 
 

 

Self-evaluation form snr exemplar.docx Page 2 of 2  
 

 
 

Teachers´ Standards 
 
A teacher must: 

1   Set high expectations which inspire, motivate and challenge pupils 

2   Promote good progress and outcomes by pupils 

3   Demonstrate good subject and curriculum knowledge 

4   Plan and teach well structured lessons 

5   Adapt teaching to respond to the strengths and needs of all pupils 

6   Make accurate and productive use of assessment 

7   Manage behaviour effectively to ensure  a good and safe learning environment 

8   Fulfil wider professional responsibilities 
 

Part two: demonstrate consistently high standards of personal & 
professional conduct 

• relationships & professional boundaries; safeguarding; tolerance & respect; 
fundamental British values; personal beliefs & behaviour; 

• school policies; school ethos; high professional standards; 
• statutory & school frameworks; professional duties & responsibilities. 

 
 

Lesson Observation OF NQT snr exemplar.docx
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Lesson observations  
of you (continued)
 Self evaluation junior exemplar

THE PROCESS

  NQT’s Lesson Self Evaluation Junior Exemplar 
 
         NQT Name:     Y                                  Date of observation:    17/11  Year group:    Y4 

Self-evaluation form jnr exemplar.docx  the Teachers’ Standards are printed overleaf 
 

 
Reflect critically on the lesson.  Highlight any particular points you want to discuss /seek comments on during feedback with your Mentor. 

1. What was the agreed focus of this observation? 
Communicating effectively (Std 8) and adapting teaching to meet needs of all pupils i.e. inclusion (Std 5) 
Relationships with pupils (Pt 2) 

2. Pupils’ learning - progress/no progress? Evidence of this? 
 
They were able to put a dancing routine to the music I played them by the end of the lesson. 
Their enjoyment told me they were making progress, I think. 

3. Comment on effectiveness and outcome of different activities  
 
The outcomes were fantastic and I wish they could have seen themselves.  I think we were a bit rushed towards the end and 
maybe some of them were beginning to lose touch? 
 
The group work was good because it gave children of different abilities the chance to have their say (Std 5) 

4. Teaching strategies - reflect critically; what did you do well/not so well? (voice, position, knowledge) 
 
I think my explanations (esp at the start of the lesson) were good and clear.  Everyone seemed to understand what they were 
to do. (Std 8) 
 
My subject knowledge and understanding was secure. 

5. Behaviour management 
 
I had high expectations of the children’s behaviour and was not disappointed (Std 7) 
 
But … musical instruments were planned for any children who were off games so they could take part; however no-one was 
off games so I gave them to a few children.  The noise level was a bit much at times.  Not sure how well this worked! 

6. Professionalism (Pt 2) 
I found it hard not to laugh at one or two of the ‘less talented’ performers. I stepped in to stop others making fun of them; 
think I got it right.  J was subdued after I had spoken to him – was I too firm? 
 
How do you stop a natural performer from showing off and making others feel inadequate?  Not sure 
 

7. Action points: link these to how the lesson went in relation to the focus of the observation and indicate possible 
objectives for future lessons; if relevant transfer to this term’s action/development plan (ADP) 

 
Don’t improvise without thinking through the consequences! (e.g. I shouldn’t have given out the instruments) 
 
 

Date:      18/11                    Signed NQT:            Y                                     Signed Observer:         DSR 

 
 

 

Self-evaluation form jnr exemplar.docx Page 2 of 2  
 

 
 
 

Teachers´ Standards 
 
 
A teacher must: 

1   Set high expectations which inspire, motivate and challenge pupils 

2   Promote good progress and outcomes by pupils 

3   Demonstrate good subject and curriculum knowledge 

4   Plan and teach well structured lessons 

5   Adapt teaching to respond to the strengths and needs of all pupils 

6   Make accurate and productive use of assessment 

7   Manage behaviour effectively to ensure  a good and safe learning environment 

8   Fulfil wider professional responsibilities 
 

Part two: demonstrate consistently high standards of personal & 
professional conduct 

• relationships & professional boundaries; safeguarding; tolerance & respect; 
fundamental British values; personal beliefs & behaviour; 

• school policies; school ethos; high professional standards; 
• statutory & school frameworks; professional duties & responsibilities. 

 
 

Lesson Observation OF NQT jnr exemplar.docx
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Observing others
One of the key uses of your NQT non-contact time will be observing other teachers. Again, all 
observations need a focus and a reason, and both of these should be linked to your induction, your 
development, and your professional needs. Observations may (should, even) be carried out in other 
schools, and certainly in other key stages and subjects. The Statutory guidance states no minimum  
or maximum number but IStip asks that you complete 6 as a minimum over the whole induction year.

Please remember to sign and date the form. When keeping paperwork electronically, please sign and 
date the IStip Record of Induction (as per pages 16-18 of this booklet).

 IStip form for observing others

THE PROCESS

NQT’s observation of another colleague’s lesson 2016-17 

bb2ce003-31eb-4d52-8dac-e7fd715d89bc  the Teachers’ Standards are printed overleaf 

 
NQT name: Date of observation: Lesson/Subject/Teacher: Year Group: 

 

Focus of observation or ‘Why are you observing this teacher/lesson?’ (link to Standards and/or to your objectives on ADP): 
 

Observation prompts:  How did the teacher… 
1. motivate pupils? 
2. promote progress? 
3. demonstrate good subject/curriculum knowledge? 
4. structure the lesson? 
5. adapt teaching to the strengths/needs of all pupils? 
6. use assessment? 
7. manage behaviour? 
Pt 2. act professionally? 

 
 

Action: e.g. what have I seen that I am going to try; what changes am I going to make in planning. timing, etc; have I thought 
of things I do that I must try not to do etc? 
 

Key points for discussion with  IT/Mentor after lesson: 
 

Date discussed:                                        Signed NQT:                                     IT/Mentor: 

bb2ce003-31eb-4d52-8dac-e7fd715d89bc

Teachers’ Standards 
 
A teacher must: 

1   Set high expectations which inspire, motivate and challenge pupils 

2   Promote good progress and outcomes by pupils 

3   Demonstrate good subject and curriculum knowledge 

4   Plan and teach well structured lessons 

5   Adapt teaching to respond to the strengths and needs of all pupils 

6   Make accurate and productive use of assessment 

7   Manage behaviour effectively to ensure a good and safe learning environment 

8   Fulfil wider professional responsibilities
 

Part two: demonstrate consistently high standards of personal & professional 
conduct 

• relationships & professional boundaries; safeguarding; tolerance & respect; 
fundamental British values; personal beliefs & behaviour; 

• school policies; school ethos; high professional standards; 
• statutory & school frameworks; professional duties & responsibilities. 

NQT observation OF a colleague 2016-17.docx
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Formal progress  
review meetings
(Where your tutor or mentor will be taking the minutes).

Every half term (or the equivalent if you are part time) you will be reviewed formally, and holistically 
against the Standards. Evidence gathered during this period (from lessons, from meetings, from your 
ADP and tracker, from other sources and people) will be considered and you’ll discuss with your 
mentor or tutor what progress has been made. You are expected to prepare for this meeting,  
and the form below helps you do this. Please note, if you already have a detailed record of evidence 
accrued and progress made and an up to date and developmental ADP, don’t repeat yourself on  
this form.

The minutes for this review must be signed and dated. When keeping paperwork electronically, 
please sign and date the IStip Record of Induction (as per pages 16-18 of this booklet).

 NQT preparation for progress review 2016-17

THE PROCESS

 NQT Preparation for Formal Progress Review  2016-17 
 
 

ce408f06-1e5b-428d-bee7-db04e41ceac2  please turn over 
 Page 1 

Term/Period ___________ Date _________________  NQT ___________________ 

Use in preparation for Formal Progress Review meetings or as  on-going record of significant events as they occur   
Teachers’  Standards Sources of evidence 

1   Set high expectations which inspire, 
motivate and challenge pupils 

2   Promote good progress and outcomes 
by pupils 

3   Demonstrate good subject and 
curriculum knowledge 

4   Plan and teach well structured lessons 
5   Adapt teaching to respond to the 

strengths and needs of all pupils 
6   Make accurate and productive use of 

assessment 
7   Manage behaviour effectively to ensure  

a good and safe learning environment 
8   Fulfil wider professional responsibilities  
Part Two: Personal & professional 

conduct 

Lesson observations, self-evaluation and feedback; parents’ meetings; meetings with 
colleagues and their emails of thanks; use of additional non-contact time; familiarity with 
policies and practices, curricula and frameworks. Working with G&T, EAL students; work 
with SENCO; familiarity with assessment; use of ICT; assessment results; mark book; 
subject/KS INSET; interactions with parents/carers;  safeguarding awareness; lesson 
planning; schemes of work; homework & coursework; differentiation; reports to parents 
and pupils; self-evaluation; your classroom environment; extracurricular involvement; 
impact and presence around school. Thank you notes after staff meeting; TA weekly log 
page with thanks; your own diary of induction activities/personal learning etc 
 
 
 
 
 
 
In your notes be as clear as you can about where and what 
the evidence is 

Consider each of Standards 1-8 and each area of part two in turn.   
1. What progress have you made and evidenced against the Teachers’ Standards to date? 
2. What progress have you made and evidenced against your chosen objectives (as recorded on your 

action/development plan (ADP))? 
Identify telling examples of impact. 
 
(NB If you have a full and detailed evidence log, bring it to the review meeting in lieu of completing this part of the form) 

 

ce408f06-1e5b-428d-bee7-db04e41ceac2   
 Page 2 

Part two: demonstrate consistently high standards of personal & professional conduct 
• relationships & professional boundaries; safeguarding; tolerance & respect; fundamental British values; personal 

beliefs & behaviour; 
• school policies; school ethos; high professional standards; 
• statutory & school frameworks; professional duties & responsibilities. 

 
What evidence have you identified? 
 

 

Guidance, opportunities or support needed (relate to specific standard(s)/objective(s)) 

NQT preparation for Progress Review 2016-17.docx

NQT preparation for Progress Review 2016-17.docx
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Assessment
At the end of each term or period of induction, and after the second progress review of that  
term or period, there will be an assessment of your progress by the school, and a formal record  
of that assessment will be submitted to IStip. You will be assessed against the Standards, based  
on the (specific) evidence of the term/period, which has already been discussed at the review 
meetings (so there should be no surprises). The form should be discussed with you in advance,  
and seen by you, (even if it is in draft form) at a brief assessment meeting.

The form will be completed online and you are expected to add your comments to it. Please read 
the comments made by the school carefully to check they are accurate. A school won’t change their 
assessment/judgement of you, but they will correct factual inaccuracies.

Your comment should:
• make a statement about the progress you believe you are making;
• give some evidence to endorse that belief;
• give some examples of the impact your progress has had on the children you are teaching;
• explain how the support you have received has helped you make progress;
• indicate what further support would be welcome in the next period;
• in the final assessment form, reflect on the whole induction period, and look forward to the  
 next 2-3 years of teaching.

IStip will return any forms with insufficient comment. 

THE PROCESS



IStip Induction for NQTs 2016-17 36

THE NQT 
MANAGER 
SYSTEM
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The NQT manager
The NQT Manager allows everyone involved in the process to manage the storage and sharing  
of induction information in one place, online. 

Once your registration has been authorised, you will be emailed login details. To access the site, 
please visit: istip.nqtmanager.com (no www). 

When you login to NQT Manager you will be asked to agree to a data transfer protocol which allows 
us to share your details with the NCTL and the regional centres whose meetings you will attend. 
Once this has been done, you will be taken to your overview page.
 

Overview page 
This page contains information supplied by the school—please check this is correct. Any amendments 
can be made using the tabs on the left.
 

Termly assessments 
Here you will find a list of all past or future assessments, and the status of them (for example, due/
overdue/needs review). When an assessment is awaiting your comments, you will be able to click on  
a ‘Complete’ link next to the assessment. 

You are able to print a PDF version of any assessments. You must keep a copy of all completed 
assessments.
 
At the top of the overview page (under ʻlogin detailsʼ), you can change your password.

THE NQT MANAGER SYSTEM

http://istip.nqtmanager.com
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Assessments
All NQT assessments are completed online. Assessments completed in a previous school must  
be uploaded via the ‘documents’ tab on the left hand side of the screen. When an assessment 
is due, your tutor will be emailed and asked to complete the form online. 

Once they have done so, you will be sent an email requesting you login, add comments, and sign  
the form (please note, the signature is digital; to add this, you simply need to tick a box). 
 
Before commenting, please click on ‘print’ to view the form. Then click on ‘comments’ to be  
taken to this page:

Please refer to the section ‘assessment' (page 35) for advice on completing your section  
of the form. 

THE NQT MANAGER SYSTEM
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Assessments (continued)
Once you have completed your comments, emails will be sent to the Head and your tutor asking 
them to sign the form. 

An assessment can have the following status:
• Due – the form is available for completion
• Overdue – this has not yet been completed by your tutor, or has been completed by them  
 but you have not added your comment
• Needs digital signature – the form has not been signed by 1, 2 or all 3 signatories 
• Needs review – the form is with IStip and will be read imminently (NB as we read all forms  
 thoroughly, and receive more than 800 per end of term, this can take up to 3 weeks)
• Reviewed – the form has been accepted by IStip
• Rejected – the form has been returned for amendment by IStip, and will need to be re-signed  
 by all. (An email explaining the reasons why it was returned will also be sent).
 
IStip emails a personal response for every assessment we read; this email is confirmation we have 
accepted the form.

THE NQT MANAGER SYSTEM



IStip Induction for NQTs 2016-17 40

At the end of induction
 What happens at the end of induction?

THE NQT MANAGER SYSTEM

Once reviewed and accepted, NQT status will change  
to 'passed'. If the form is returned for additional comment, 
NQT and induction tutor will be emailed. Form must be  

re-signed by all parties.

Within six weeks, certificates will be downloadable from  
the NCTL. Please ensure they have an up to date address for 
you; IStip cannot send them this information on your behalf. 

You can access your record by visiting: https://teacherservices.
education.gov.uk/SelfService/Login

Status will remain as 'needs review' until read and  
accepted by IStip - this can take up to three weeks.

IStip send the National College for Teaching and Leadership 
a list of all NQTs who have successfully completed induction. 

Emails to NQTs/letters to Heads from IStip will confirm 
validation of induction.

Final assessment completed and sent to IStip via NQT manager.

IStip Panel meet to validate recent induction passes.
This happens in September, November, February and May;  
any assessments completed after a Panel meeting will not  

be validated until the next one.

https://teacherservices.education.gov.uk/SelfService/Login
https://teacherservices.education.gov.uk/SelfService/Login
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FAQs
How do I find/retrieve my log-in details?
On the home page on the NQT Manager - https://istip.nqtmanager.com, underneath the orange box 
which says ‘log in’ is a button allowing your to request your password details. Please note: as these 
are automatically generated, they may go into a spam/junk folder. Please check carefully, then add the 
NQT Manager address to your list of trusted senders.

Why is it saying my QTS has not been verified/I have failed a QTS check?
This is usually one of two things:
1. You have not yet been awarded QTS/the National College for Teaching and Leadership have not 

yet updated your record. You will then need to speak to them directly and possibly also contact 
your ITT provider.

2. Your details, as entered onto the NQT Manager are either incorrect or do not match the details 
given to the NCTL by your ITT provider. Please check your name (especially if you have recently 
married); TRN; DOB; date of QTS. If you believe all these to be correct, you will need to contact 
the NCTL directly on 0207 593 5392.

I am only working part time: do I still complete a year of induction?
No. Induction is pro rata’d, so if you are 0.5fte, induction will take 2 years, with assessment periods 
lasting 2 terms each.

I have been absent for 10 days of school so far because of illness - will this affect  
my induction?
No. According to the guidance you can be absent by up to 29 days over the whole induction period 
before an extension to induction must be given.

I’m an experienced NQT, and this is my 3rd year in the school: I’ve already met the 
Standards, so why do I need to complete all the processes of the induction year?
Please see answer below.

I’m an experienced NQT this is my 7th year of teaching: do I need to complete a whole 
year of induction?
The Standards are deliberately broad, and open to wide interpretation. They are meant to be 
adapted to each teacher’s role and the context in which he or she is operating. Therefore they will 
‘look’ different for each of these: a PGCE student on a first placement; an NQT just qualified; a post 
SD trained teacher in their second or third year in a school; a head of department; a deputy head. 
Your school will expect you to meet these Standards according to your experience, your job, and 
their school.

https://istip.nqtmanager.com
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FAQs (continued)
The induction year is about professional development: it plays a small, albeit vital, part in a teacher’s 
development and career. It’s about critical refection, the ability to self-evaluate and the desire to 
improve on practice and knowledge. It’s flexible and adaptable enough to suit a range of NQTs.
For significantly experienced teachers (with 5 or more years of sustained teaching experience), it is 
now possible to reduce the overall length of induction to one or two terms. Such a reduction must 
be agreed formally before induction starts, with IStip.

I have targets, but why do I need to write them down?
Induction is a statutory process and in order to be able to validate your induction year, the Teacher 
Induction Panel has to be certain that you have made progress against the Standards. Since each NQT 
has different developmental needs, the progress made will look different for each NQT. In order to 
know that appropriate progress has been made, the NQT’s targets need to be known. For that, Panel 
needs formal (i.e. recorded, and secure) evidence of your targets to give the context for the evidence 
of your progress.

The paperwork feels repetitive and it’s time consuming: why can’t there be less?
The paperwork is designed to be adapted by you to suit best what works for you, and the school. 
While there has to be a minimum amount of formal evidence (of process and progress, as we 
discussed earlier), if you feel that you are writing information on the evidence tracker, then
transferring it to the regular meeting minutes, and then writing it out again at review time, please stop. 
This is about quality, not quantity and repetition/duplication is seldom if ever necessary.

My tutor has been really busy this term/absent and I’ve not been meeting with  
him/her or having any observations. Is this a problem?
If you feel the processes of induction are not happening as they should, it’s sensible to raise your 
concerns about it with the school, or with us. Induction is a statutory process and therefore certain 
aspects of it HAVE to take place. We know that crises can occur in schools; that people get ill; that 
processes can sometimes slip: better to let us know so we can help put it right.

My tutor/mentor has indicated I might fail my induction: what should I do? 
First of all, if the school has told you that you are making unsatisfactory progress they should also 
have informed IStip. They may well have asked you to complete with them a specific action plan for 
an NQT who is struggling. All NQTs in this situation will receive a visit from IStip to offer support 
and to check processes. Check this is the case. Read Section 4 of the guidance which deals with this 
situation. You can also contact us directly to discuss your concerns. Should you prefer, the content of 
this conversation can remain confidential.

I am going on maternity leave: what happens to my induction?
It is suspended while you are away. When you return you can decide (in conjunction with the school) 
if you wish to take your maternity leave as time served, i.e. let it count towards induction, in which 
case the school completes a final assessment form for you and induction is complete. Should you wish 
to continue with induction, i.e. to pick up where you left off, IStip will reactivate your record. 
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FAQs (continued)
Please note if the school feels you had not made sufficient progress before you went on leave,  
it may insist you continue with induction upon your return even if you wish to take it as time served.

I am leaving my school but I haven’t yet completed induction: what should I do?
If you are going to another school that uses IStip as its Appropriate Body, you will need to be 
registered by your new school, and then we will merge your old school record, so that your new 
school will be able to access your previous assessments/record. You should take hard copies of  
your assessment forms with you.

If you are going to a school which uses a different Appropriate Body, you will need to take copies 
of your signed/completed assessments and the new school will need to register you with their 
Appropriate Body.

If you are leaving mid-way through an induction period, an interim assessment should be completed.  
If the online system has not automatically generated an interim form, your tutor will need to contact 
us to do this.

In all cases, your current school should complete the leaver section of the assessment form, and state 
the details of your new school, where known.

Has my assessment form been accepted?
You can check the status of your assessment by logging into the NQT Manager: a form can show  
as not yet due, due, overdue, awaiting digital signatures (the form should be signed by you, the IT,  
and the Head), with appropriate body (the form is with us, having been completed by you), reviewed 
(by us – you will receive an email about this) rejected (we need you or your tutor to amend the form 
and we’ve emailed to say what it is which needs to be amended).
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IStip Panel 

Chair: Joe Davies
Headmasters’ and Headmistresses’ Conference 
(HMC)
Master
Haileybury, Hertford
SG13 7NU
t 01992 706200
e g.barber@haileybury.com
 
Claire Robinson
Independent Association of Preparatory Schools 
(IAPS)
Head 
Holme Grange School
Heathlands Road, Wokingham
Berks RG40 3AL
t 0118 9781566
e head@holmegrange.org
 
Jennifer Bray
COBIS
31 The Esplanade
Rochester ME1 1QW
t 07906 224573
e jenniferbray@hotmail.com

Nicola Botterill
Girls' School Association (GSA)
Head
Bruton School for Girls
Sunny Hill, Bruton
Somerset BA10 0NT
t 01749 814400
e nbotterill@brutonschool.co.uk
 
Claire Osborn
Independent Schools Association (ISA)
Head 
Normanhurst School
68-74 Station Road, North Chingford
London E4 7BA
t 0208 529 4307
e cosborn@normanhurstschool.co.uk
 
Francie Healy
The Society of Heads
Head 
Bethany School
Goudhurst, Cranbrook
Kent TN17 1LB
t 01508 211273
e hmsec@bethanyschool.org.uk

IStip contacts
 Judith Fenn Tamazin Steele
 Executive Director NQT Induction Manager
 020 3586 3137 020 3586 3138
 Judith.fenn@istip.co.uk Tamazin.steele@istip.co.uk
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