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Introduction 
 
Assessment forms have three functions:  
 

1. They are a record of the assessment, by the school/Induction Tutor/Co-ordinator, of the NQT’s progress 
towards meeting the Standards. 

2. They are formal confirmation that the Induction procedures and processes have been conducted in 
accordance with Statutory Guidance. 

3. They are the basis upon which the Teacher Induction Panel judges whether or not the NQT has met the 
Standards. 

The content of these forms must help to fulfil these functions.  All forms are read by an IStip officer before being passed 
on to Panel for approval. If a form does not satisfy the requirements as outlined above it may be returned to the school 
for amendment or for clarification. This will generally happen within twenty working days after receipt. 
 
At the Onset of Induction 
 
Ensure you have made key staff aware of the need to provide evidence for the summative termly assessment of NQTs. 
These people are likely to be subject or key stage mentors, but could also be pastoral and co-curricular staff, TAs, 
(other) members of the SMT, support staff, and the Head. They will need to be aware of the Standards. 
 
Before the second formal Review meeting at the end of term/period 
 
Consider all evidence from all sources: while lesson observations and minutes of review meetings will form the core of 
this, other types of information can and should constitute part of the evidence base. For example: 

• feedback from a head of year; 
• feedback from staff involved in co-curricular activities; 
• comments from TAs, technicians; 
• reported comments from pupils and pupil surveys; 
• parents’ meetings feedback; 
• the NQT’s use of targets and self evaluation. 

  
Use the meeting to confirm progress against the standards to date, and targets for the following term. 
 
When drafting the assessment (advice: draft as a word document for copying and pasting into 
the form on line in due course) 
 
For Part I - Teaching 
 
For each Part I Standard (all 8 of which must be explicitly referenced in each assessment form): 

• the school should make a specific judgement about the NQT’s progress towards meeting the relevant 
Standard (please do NOT use the phrase ‘has met’); 

• clear evaluation/assessment of the nature/extent/quality of the NQT’s work/progress must be given; 
• this should be supported with specific evidence (see notes below) illustrating how/how far the NQT is doing 

this;  
• the NQT’s particular strengths should be highlighted (see notes below) 
• the Tutor should make some reference to key progress from the previous assessment period to this one 

 

For Part II – Personal & Professional Conduct 
 
An evaluative statement/paragraph, which includes a note of any targets and progress made, backed by evidence should 
be made for each of the 3 main headings: 

• The NQT upholds public trust in the profession and maintains high standards of ethics and behaviour, within 
and outside the school; 

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

 
Overall, in each assessment form: 

• areas for development (whether weaknesses or areas where greater experience is needed) and targets set 
(copied from the action/development plan [ADP]) should be included (see notes below) 

 
 
Notes 
Evidence:  

• should cite brief details of real evidence to endorse judgements rather than generalisations such as, ‘as seen in 
lesson observations’; 

• should, where appropriate, refer to particular lessons, dates, activities; 
• may include reference to observations/comments made by other colleagues, pupils or parents reflecting the 

quality of the NQT’s work. 

Strengths: 
• can be recognised by consistently good practice or by individual instances of particular note; 
• should make clear what the NQT does well and its significance for the pupils; 
• judgements must be made and evaluative adjectives/adverbs used. 

If current strengths have arisen from previous areas of development this should be made clear. 
 
Areas for development may relate to: 

• Standards that will take some time to meet fully in the NQT’s current role and context; 
• areas of inexperience or current weakness ; 
• developing further a quality already identified as a strength. 

 
Areas for development: 

• will have been agreed between the Tutor and NQT, and should be recorded on the ADP; 
• may relate to one or more Standard; 
• should have clear and relevant context, so may include a brief explanation of the reasons and/or expected 

outcomes. 

Targets 
• should be real objectives (not merely tasks or ‘to dos’); 
• should relate to an area for development; 
• may include a brief comment about how the target is expected to be achieved; 
• are likely to relate to individual Standards. 

In any section of the form reference should be made, where appropriate, to induction activities, and/or support (eg 
regular meetings with the Tutor, self evaluations, progress reviews) where these have particularly helped to identify or 
solve problems, to clarify objectives or to endorse success. 
 
Quick checklist after drafting the assessment 

• Does the report convey a sense of assessment? 
• Is it evaluative? 
• Is the evidence real and specific – will it convince the Panel? 
• Does the assessment endorse the overall statements about progress? 
• In the final form – have targets been set for CPD in the coming year? 

 
The NQT Comment – the current statutory guidance requires all NQTs to comment upon their progress 
during each assessment period; if no comment is made, the form will be returned. 

 
The comment box should be seen as part of the self evaluation process for NQTs. It is a chance for the NQT to reflect 
on achievement and progress, as well as areas where improvements still need to be made.  
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The comment should: 
• make a statement about the progress the NQT believes they are making; 
• give some evidence to endorse that belief; 
• give some examples of the impact the NQT’s progress has had on the children they are teaching; 
• explain how the support the NQT has received has helped them 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. 

 
It should be drafted as a word document after the NQT has seen the draft form and has had a chance to correct any 
factual inaccuracies.  

 
Hold the Assessment Meeting and complete its record sheet (before going to online NQT Manager) 
 

Completing the Assessment Form on NQT Manager 
 

1. Choose the appropriate overall recommendation on page 1 
2. Enter the number of working days served (this will have been calculated during the 

Assessment Meeting) 
The number of (working, including inset) days served in that induction period, and the number of days absent should be 
accurately tallied. Working days do not include Sundays and only include Saturdays if there are timetabled lessons. For 
part time NQTs, the number of days should be pro rata’d. 

3. Make a brief statement about the overall quality of progress against both 
parts of the Standards on the third ‘page’ of the online assessment (NB. 
please do NOT use the phrase ‘…has met the Standards…’) 

4. Complete all the boxes which follow the statement about progress (this 
information will have been agreed at the Assessment Meeting). 

These boxes on the form indicate the support and monitoring put in place by the school, and as such form a record of 
the process of induction as laid out in the DfE guidance: 

• the statutory maximum 90% of a timetable  
• discussions about the NQT’s developmental targets (the ADP and its review) 
• the regular meetings, the review meetings and the assessment meeting 
• lessons observed of and by the NQT 
• any other support and monitoring 
• the attendance of the NQT at an IStip regional meeting  

 
5. Copy and paste all the material from the prepared draft into the main body 

of the Assessment Form. 
6. NQT copy and paste their comment into the form.  

 
 
The Signatures 
 
The assessment form is deemed to be incomplete without the digital signatures of the Head, NQT and Induction 
Tutor/Co-ordinator.  
 
The IT/IC and Head will not be able to sign the form until the NQT has added their comments and signed. Email 
prompts will be sent to all parties. 
 
The form must be completed on-line within 10 working days of the assessment meeting taking place.  


