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Introduction

This document provides advice to newly qualified teachers (NQTs) on what they need to do to
successfully complete induction. The advice draws from guidance issued by the DfES, The
Induction Support Programme for Newly Qualified Teachers (DFES/0458/2003), and the Training
and Development Agency for Schools (TDA), Induction Standards. 

Every NQT is required to successfully complete a statutory period of induction in order to be employed
in a maintained school or non-maintained special school in England. This guide provides advice to
NQTs on the arrangements for induction. The guide is intended to be used as a working document and
help NQTs to gain the most that they can from induction.

The National Agreement ‘Raising Standards and Tackling Workload’ sets out the statutory
agreement between Government, employers, teacher and support staff unions to tackle workload
and raise standards in schools. The Agreement focuses on reducing bureaucracy in schools and on
enabling teachers, including NQTs, to concentrate on their primary role: teaching. The Agreement
means that:

• no teacher can be routinely required to undertake administrative and clerical tasks;

• all teachers and heads should enjoy a reasonable work/life balance;

• teachers with leadership and management responsibilities are entitled to a reasonable
allocation of time within school sessions to support the discharge of their responsibilities;

• each teacher has a 38-hour limit on the amount of cover for absence s/he can be required to
undertake in each academic year. However, where the burden of cover is less than 38 hours,
teachers at a school will benefit from the no detriment provision in the Agreement. The
objective is for teachers at a school to rarely cover at all;

• every teacher must have a guaranteed minimum of 10% time within the timetabled teaching
day for planning, preparation and assessment. This time cannot be used for any other activity,
including cover. Guaranteed PPA time should be provided as part of a teacher’s normal weekly
or fortnightly timetable. The 10% guaranteed PPA time is a minimum figure and is covered by
the no detriment provision of the Agreement;

• teachers cannot routinely be required to invigilate external examinations (e.g. National
Curriculum tests, GCSE and AS/A2 examinations);

• dedicated headship time must be introduced.

Schools must comply with the National Agreement. They should have reviewed the work that is
undertaken by staff and be taking steps to remodel the school workforce. If teachers are undertaking
tasks that do not comply with the Agreement, then a school should allocate those tasks to support staff,
identify other ways of doing the task (e.g. by making use of ICT), or stop doing the task altogether. 

As an NQT, it is important to ensure that you do not undertake work that conflicts with the
requirements of the National Agreement. Undertaking work that falls outside the Agreement will
mean that you are not focusing on meeting the Induction Standards. This could affect your chances
of successfully completing the Standards. 
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Section 1: Induction – What, Why, When and How

What is induction and why do I have to do it?

Induction is an individual programme of professional development which involves you being
assessed against national standards. Induction builds on the knowledge and skills that you gained
in Initial Teacher Training. It is intended to provide you with a structured system of support, and is
designed to ensure that you receive a high-quality, broad-based teaching experience during your
first year of teaching. Induction is a means of ensuring that all teachers teach to high standards.

Who has to complete induction? 

Teachers who obtained Qualified Teacher Status (QTS) after 7 May 1999 are required to complete
induction. This requirement applies to teachers who have obtained QTS following either a
traditional, or a non-traditional route (e.g. School-Centred Initial Teacher Training (SCITT)).

There are a few instances where you will not need to complete induction. These are if:

• you gained QTS before 7 May 1999;

• you are a qualified teacher from the European Economic Area (EEA);

• you are a qualified teacher from a country outside the EEA who has at least two years’
experience and have simultaneously been assessed by the TDA1 as meeting QTS and the
Induction Standards;

• you are an overseas qualified teacher employed as an unqualified teacher. In this instance,
you can be employed for up to four years only. After this period, if you wish to continue working
as a teacher, you will need to gain QTS and successfully complete the Induction Standards.

You must successfully complete your induction if you want to continue teaching in a maintained
school or a non-maintained special school.

Can I start induction if I have not passed the Skills Tests?

You must pass the Skills Tests before you can be awarded QTS. You can only start your induction if
you have passed the QTS standards. If you start to follow an induction programme but have not
passed the QTS standards, including the Skills Tests, the period will not count towards your induction.

How long does induction last?

The induction period for a full-time NQT usually lasts for one academic year. One academic year
translates to 378 sessions, where one session equals a morning or an afternoon session.
Depending on how the school’s terms are organised, this may mean that your induction lasts for 3,
4, 5 or 6 terms.

How long will induction last if I work part time?

If you work part time, then the induction period is calculated on a pro rata basis so that you complete
the same number of sessions (i.e. 378 sessions) as a full-time NQT. This means that if you work 50%
of a full-time contract it will usually take two years for you to complete your induction. It is the joint
responsibility of your induction tutor, headteacher and you to work out how long your induction period
will last.

1 Training and Development Agency for Schools (TDA)
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Do I have to start my induction straight away?

You do not have to start your induction straight away. There is no time limit on when you must start
your induction period. However, it is in your best interests to start your induction as soon as possible
after you have completed QTS. You may find it more difficult to obtain a job if you have a long delay
between completing QTS and starting induction. Also, there may be time limits on incentive payments
that you may be eligible to receive if you are an NQT in a shortage subject.

How long can I take to complete my induction?
Once you have started your induction, you should normally complete it within five years of the start of
the term in which you began your induction period. In exceptional circumstances, your induction may
last more than five years. If you don’t complete your induction within five years then you will need to
apply to the Appropriate Body (usually your local authority) for an extension. Decisions about whether
or not an extension will be granted are made on a case-by-case basis.

Can I complete my induction in different schools?

It is possible to complete the induction period in different schools. If you leave a school after one or
more terms, the headteacher should retain the documentation about the support, monitoring and
assessment that you have received to that point. The headteacher in your new school should then
obtain these records. This will ensure that you receive a consistent and coherent induction
programme. You should also keep copies of all the records of your induction in all the schools where
you have been employed.

Can I start my induction if I work as a supply teacher or if I am employed on a short-term
contract?

You can start your induction if you are employed in a post that lasts one term or more and the post
involves regular teaching of the same class or classes. If you are employed on a short-term contract
or in a supply post that lasts one term or more then the school must provide you with an induction
programme and agree that the period will count towards induction. If the school is unable to offer you
a suitable induction programme then they are not allowed to employ you beyond the ‘less than one
term’ limit.

The key purpose of induction is that you should receive a coherent support programme. This would
not be possible if you undertook short-term supply of less than a term, or if the supply post only
involved day-to-day cover of absences. Therefore, you cannot start your induction if you are employed
in a post that involves providing day-to-day cover or where the contract lasts for less than one term.

If you have been employed on a short-term term contract of less than one term and it becomes clear
that the post will last for at least another term or more, then you can start induction. You will need to
agree with the headteacher the point from which your induction will start. 

You cannot backdate the start of your induction. If you start a short-term contract of less than one term
and your contract is extended to one term or beyond, you will only be able to start your induction if the
contract will last for at least one term from the point when the extension is made.

Is there a limit on the time I can work as a supply teacher before starting induction?

There is a time limit on the number of terms of supply teaching that you can do before you start your
induction. You can undertake four terms of supply teaching from the calendar date you began your
first supply engagement. You should note that this is four terms (where three terms equals one school
year) from the calendar date when you began supply teaching and NOT four terms of accumulated
days of supply teaching.
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If there are exceptional circumstances which prevent you from securing a post where induction can
be undertaken, then the Appropriate Body (usually the local authority) can agree to extend your
entitlement to short-term supply being extended for a period of up to a maximum of 12 months. The
Appropriate Body will make this decision on a case-by-case basis. Whilst the Appropriate Body will
make a decision on a case-by-case basis, the DfES’s statutory guidance document The Induction
Support Programme for Newly Qualified Teachers (DfES/0458/2003) states:

Examples of circumstances that might be considered exceptional could be: 

• being unable to secure a post that can offer induction due to there being a shortage of such
posts in your region;

• personal circumstances, e.g. childcare or other care commitments, that mean you are unable
to move to another region in search of posts that can offer induction;

• serious illness preventing you from securing a post with a school that will last at least one
term.

Can I do my induction part time and do supply work for the remainder of the week?

You can do your induction part time and do supply work for the remainder of the week. Depending
on the nature of the supply position, this may or may not count towards your induction.

If the supply post lasts for one term or more and does involve regular teaching of the same class
or classes then it will count towards induction. In this instance, the school where you do supply will
need to liaise with the school where you work part time to ensure that you receive a consistent and
coherent induction programme.

If the supply position lasts for less than one term and/or does not involve regular teaching of the
same class or classes then it will not count towards your induction. 

Can I take a break during my induction?

Yes, you can take a break during your induction.

If you take a break you cannot teach in maintained schools or non-maintained special schools
because you are required to continue with your induction if you work in a school where induction is
available. 

You can undertake short-term supply teaching during a break as long as the supply post does not
meet the requirements for induction (i.e. the post lasts for less than one term, or involves day-to-
day cover) and the four-term rule for supply teaching has not expired.

If you take a break in your induction then you are normally expected to complete your induction
within five years of the date when you started induction. If you have not completed your induction
within the five-year period then you must apply to the Appropriate Body for an extension. The
Appropriate Body considers applications on a case-by-case basis.

What happens if I take maternity leave during my induction?

If you take a break in your induction which includes statutory maternity leave then you have the
choice of whether or not you want to extend your induction period. The choice of whether or not you
want to extend the induction period rests with you.
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If you do decide that you want to extend the induction period for the period of your maternity leave
then you need to apply to the Appropriate Body who must accept your request for an extension.

If you decide that you do not want to apply for an extension to your induction period then you will
be assessed on the same basis as any other NQT.

Your final assessment should not be made until you have returned to work and have had the
opportunity to decide whether or not you wish to apply for an extension. 

Where can I do my induction?
• Maintained schools must offer you a statutory induction programme if they employ you for a full

term or more.

• Maintained or non-maintained special schools.

• Maintained nursery schools of SureStart Children s Centres.

• Independent schools: if the school curriculum for primary pupils meets National Curriculum
requirements, the curriculum at Key Stage 3 and Key Stage 4 that you teach includes all core and
foundation subjects, and the school has an agreement with either a local authority or the
Independent Schools Council Teacher Induction Panel (ISCTIP) that they will act as the school’s
Appropriate Body.

• Independent nursery schools that meet specified criteria including that the curriculum for any
primary age pupils meets the National Curriculum requirements, the induction tutor holds QTS
and, in the case of independent nursery schools, that, before you start your induction, the school
has agreed for a local authority or the ISCTIP to act as the Appropriate Body.

• Sixth-form colleges: if, before the start of your induction period, the governing body of the
college and a local authority have agreed that the local authority will act as the Appropriate Body.
The induction tutor in the college must hold QTS. If you complete your induction in a sixth-form
college you will also need to spend the equivalent of at least 10 days teaching pupils of
compulsory school age in a post that is suitable for induction.

• Schools in special measures: can offer induction if OFSTED agrees that the school has the
ability to provide you with the necessary monitoring, support and assessment. The school and
the Appropriate Body are jointly responsible for ensuring that any necessary additional support
for you is in place. 

Are there places where I cannot do my induction?

You cannot do your induction in any of the following:

• pupil referral units;

• secure training centres;

• further education colleges, unless the college is a sixth-form college;

• independent schools that do not meet the specified curriculum requirements or do not have
an arrangement with an Appropriate Body;

• independent nursery schools and other early years settings that do not meet specified criteria;

• outdoor centres and other educational settings that are not designated as schools.
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Are all posts suitable for induction?

No. The post needs to enable you to meet, and demonstrate that you have met, all of the induction
standards. It is also important that the teaching responsibilities that you are given in your induction
period:

• match as closely as possible the age group and/or subject(s) for which you have been trained;
and 

• do not exceed the normal demands of teaching (for example, you should not be expected, on
a day-to-day basis, to cope with acute or particularly demanding discipline problems); and

• involve regular teaching of the same class(es).

As an NQT, you should not be offered a post if these conditions do not apply.

Some posts will only be suitable if you are provided with additional support. This might apply if you,
as an NQT, are the only teacher of the subject in the school, or where the school is in ‘special
measures’. If you are going to need additional support then the school and the Appropriate Body
should identify and secure this support before your start the post.

In some instances, circumstances may change once you have started your induction. For example,
your induction tutor might leave or there may be other changes in the school’s circumstances. In
such instances the headteacher has a responsibility to ensure that you do not suffer any
disadvantage as a result of the changed circumstances. The headteacher, along with the
Appropriate Body, is also responsible for ensuring that you continue to have the opportunity to meet,
and show that you are meeting, the induction standards, that there is continuity of assessment and
support, and that you receive any additional support that is needed.

Section 2: Who’s Who in Induction – Roles and Responsibilities

The NQT

As an NQT, you are responsible for ensuring that you are familiar with the induction standards and
that you understand what they require you to do. You need to play an active role in the induction
process. Check that the school is providing you with the necessary training and support to enable
you to meet the standards; identify and tell your induction tutor about areas where you would like
further support; ensure that you take part in the planned development activities; and highlight any
issues and concerns as soon as you identify them. 

Induction Tutor

Your induction tutor should be your line manager, a senior member of staff or a suitably experienced
teacher who has considerable contact with you. This could be the headteacher, but is unlikely to be.
Your induction tutor should be fully aware of the requirements of the induction period and should
have the skills, expertise and knowledge to work effectively in the role.

Your induction tutor has day-to-day responsibility for monitoring, supporting and assessing you
during your induction. Your induction tutor will co-ordinate and carry out observations; they should
ensure that your induction programme fulfils the requirements of the induction standards; they
should make sure that you know about and understand your roles and responsibilities; and they
should inform you about the nature and purpose of any assessments.
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Headteacher

The Headteacher, along with the Appropriate Body, is responsible for ensuring that you have an
appropriate induction programme. They are also responsible for the training and supervision that
you receive. This means that the headteacher is responsible for ensuring that your induction tutor
provides you with appropriate support. If your tutor fails to give you appropriate support then the
headteacher should take action to address the situation.

The headteacher is responsible for ensuring that you have a timetable of no more than 90% of the
normal average teaching time for teachers in the school and for ensuring that the time is set aside
for induction activities. You should note that this is a statutory requirement and the school receives
funding to enable you to use the 10% time for induction activities.

The headteacher is responsible for making a recommendation to the Appropriate Body as to
whether you have met the requirements for satisfactory completion of the induction standards.

The headteacher cannot delegate his/her responsibilities. However, it is highly likely that many of
the associated tasks will be carried out by the induction tutor or another suitably experienced
colleague who will have considerably more contact with you than the headteacher.

The Appropriate Body

The Appropriate Body is responsible, with the headteacher, for your training and supervision. Taking
account of the headteacher’s recommendation, the Appropriate Body will decide whether you have
met the Induction Standards.

If you have a concern about your induction and the school cannot, or will not, resolve the issue then
you should contact the Appropriate Body. You might do this, for example, if the school is failing to
provide you with an appropriate programme of induction.

In maintained schools the local authority will be the Appropriate Body. In the case of a non-
maintained special school, the local authority in the area will perform this function. In the case of an
independent school, the Appropriate Body will be either the local authority in the area or the
Independent Schools Council Teacher Induction Panel (ISCTIP).

What should I do if there is a personality clash between me and my induction tutor?

The relationship between you and your induction tutor is a professional one and you should be able
to get objective and appropriate support even if you do not like your tutor or you have differences
of opinion. However, if your relationship with your induction tutor is having an impact on your ability
to demonstrate that you are meeting the induction standards, then it is vital that steps are taken to
address the situation. You should discuss the issue with your NASUWT Representative. It may be
appropriate to raise your concerns with your induction tutor, or it may be more appropriate to take
up the concerns with the headteacher. Whatever you do, it is vital that you take action as soon as
any problems become apparent. Remember that your ability to successfully complete the induction
standards may depend on you taking action.

What should I do if my induction tutor fails to meet me to discuss my induction?

Your induction tutor has an obligation to meet with you on a regular basis, to provide support and
give you feedback on your performance and progress. If your induction tutor does not meet with you
then you should inform your NASUWT Representative. You should also speak to the headteacher
since they are responsible for ensuring that you are receiving appropriate training and support. If
this does not result in satisfactory changes being made then you should inform the Appropriate
Body about your concerns.
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Section 3: The Induction Programme

What does the induction programme involve?

Your induction programme is an individualised programme of monitoring, support and assessment.
The induction programme must enable you to show that you meet all of the Induction Standards.
However, the programme will also be tailored to meet your needs and the needs of the school. The
Career Entry and Development Profile (CEDP) should help you to identify the areas that you would
like to develop or where you would like more support.

As an NQT, you have specific time that is set aside for induction activities. This time should not be
used for teaching activities. Induction activities might include:

• working with others in the department or the school to plan lessons and programmes of work;

• observing more experienced teachers within the school or in other schools;

• visiting other schools and educational settings;

• taking part in formal training events and courses;

• meeting your induction tutor to review progress and consider your development needs.

You will be monitored and assessed throughout your induction. This will include having regular
review meetings with your induction tutor, being observed, and being formally assessed. The
monitoring and assessment process provides you with an opportunity to see how the school is
judging your performance and progress throughout the year. This means that you should be able to
identify if there are likely to be any problems with your induction and, if needed, take action to
address any concerns. 

What do the Induction Standards require?

The Induction Standards consolidate and build on the QTS Standards. The Induction Standards
recognise that, as an NQT, you will be taking on roles and responsibilities that it was not appropriate
for you to undertake as a trainee teacher. The Standards require you to demonstrate that you are
able to take on these roles and responsibilities. 

The Induction Standards cover:

1. Professional values and practice

This includes demonstrating that you have increasing professional competence with regard to
your expectations of all pupils; that you respect pupils’ social, cultural, linguistic, religious and
ethnic backgrounds and that you are committed to raising their educational achievement. It also
includes you demonstrating that you seek and use opportunities to work collaboratively with
colleagues to raise standards by sharing effective practice in the school.

2. Knowledge and understanding

This includes you showing that you are committed to your professional development by
identifying areas where you need to improve your professional knowledge, understanding and
practice in order to teach more effectively.

3. Teaching

This includes you demonstrating that you plan effectively to meet the needs of pupils in your
class(es) with special educational needs (SEN), and with the SENCO, contributing to the
preparation, implementation, and monitoring and review of Individual Education Plans (IEPs) or
the equivalent. It also includes demonstrating that you liaise effectively with parents or carers
on pupils’ progress and achievements, that you work effectively as part of a team and that you
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secure a standard of behaviour that enables pupils to learn, and that you act to pre-empt and
deal with inappropriate behaviour in the context of the school’s behaviour policy.

You need to ensure that you are given the information, training, and support to enable you to meet
the standards. The standards require you to demonstrate an increasing level of knowledge and
expertise in dealing with pupil behaviour, in understanding and meeting the needs of pupils with
SEN, and in understanding and tackling discrimination and promoting equal opportunities. You
should take steps to ensure that your induction programme addresses each of these areas
adequately and appropriately. 

What is the Career Entry and Development Profile (CEDP) and how will it help me?

The CEDP is a professional development tool that can be used to help you identify your professional
development needs. The CEDP focuses on three transition points: the end of Initial Teacher Training,
the start of induction, and towards the end of induction. The CEDP is intended to help you make links
between your Initial Teacher Training, induction and your future development as a teacher. It is NOT
an assessment tool, nor is it a record of progress, or reference. You should not regard the CEDP as
a form to fill in, but should use it to help you clarify your achievements and your goals.

The CEDP should help both you and the school to understand your strengths and experiences. You
should use the CEDP to identify and respond to questions, to support your reflections on your
development and progress and to guide the discussions that you have with your induction tutor
about your progress and your support needs.

How much time should I get for induction activities?

The School Teachers’ Pay and Conditions Document places a statutory duty on headteachers to
ensure that NQTs’ teaching time does not exceed 90% of the average teaching time in the school.
This means that the school is obliged to give you this time for the purpose of induction activities.
The school’s funding allocation takes account of this obligation.

Is induction time the same as PPA time?

Schools must provide all teachers with 10% guaranteed time for planning, preparation and
assessment (PPA). As an NQT, at least 10% of your timetabled teaching time must be allocated for
the purpose of PPA. This means that as an NQT you should receive 10% time for PPA calculated
as a proportion of the time you are timetabled to teach. PPA time is additional to the time NQTs must
receive for their induction.

Who decides how my time for induction activities is spent?

The DfES and the TDA state that the time should be used in whatever way is most appropriate to
the needs of the individual and their schools. This means that both the school and the individual
NQT have a role in identifying induction activities. However, in reality the school will have the final
say in determining which activities are undertaken and when. Some schools may decide to allocate
the time into one or two-day blocks across the year; others may follow a weekly half-day release
pattern or distribute time in single periods across each week. Some training needs may be better
met through specific activities such as visits to other settings that last a whole day or longer. A
school may, therefore, wish to identify a half-day session per week for such activities or ‘bank’ the
activities.

You should ensure that the 10% time for induction activities is not used for teaching duties. Also ensure
that you identify your training and support needs and that your induction tutor knows about these. 
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What should I do if I am not getting the 10% reduction in teaching time?

Your first step should be to inform your NASUWT Representative about the difficulties that you are
experiencing. It would be helpful to keep a record of your teaching load so that you can clearly
demonstrate what is being asked of you. You should then raise your concerns with your induction
tutor and/or your headteacher. You should point out that it is a statutory entitlement, and that not
getting the time may have an impact on your ability to meet the Induction Standards, and, therefore,
on your future career in teaching.

What should I receive when I begin my induction programme?

As soon as you begin your induction programme you should expect to receive advice on the
following:

• timetabling of lessons, support arrangements, the name and contact details for your induction
tutor, and a schedule for meetings and formal assessments;

• reporting arrangements, entitlements to pay during sickness absences, and contacts for other
absences;

• arrangements for salary payments, provision for pensions and other entitlements;

• health and safety, equal opportunity, drugs, bullying and behaviour management policies;

• other relevant policies including arrangements for cover, child protection, etc;

• the nature of the contract of employment, a list of duties and management arrangements.

Are there things that I should not be expected to do?

It is important that you are not given a job description that makes unreasonable demands of you
whilst you are an NQT. This applies if you are working full time or part time, if you are working in a
permanent post or on long-term supply. Whilst it may be hard to determine what is and is not
reasonable, normally an NQT should serve the induction period in a post which:

• does not demand teaching outside the age range and subject(s) for which the NQT has been
trained;

• does not present the NQT on a day-to-day basis with acute or especially demanding discipline
problems;

• involves regular teaching of the same class(es);

• involves similar planning, teaching and assessment processes to those in which teachers
working in substantive posts in the school are engaged; and

• does not involve additional non-teaching responsibilities without the provision of appropriate
preparation and support.

What should I do if the class that I am allocated is known to have serious discipline
problems?

As an NQT you should not be required to teach, on a day-to-day basis, classes with acute or
especially demanding discipline problems. If you are asked to teach such a class on a day-to-day
basis then you should raise your concerns with your induction tutor and your NASUWT
Representative. If necessary, the school should make arrangements for you to teach another class.
The Induction Standards require you to demonstrate that you secure a standard of behaviour that
enables pupils to learn, and that you pre-empt and deal with inappropriate behaviour in the context
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of the school’s behaviour policy. This means that the school should be supporting you, as well as
monitoring and assessing your performance against this part of the Standards. You should expect
the school to provide you with appropriate training, access to mentors, opportunities to observe
experienced colleagues manage difficult behaviour, and opportunities to discuss strategies and
approaches to behaviour management. Your induction programme should also cover equal
opportunities and behaviour management issues. You may need to pay particular attention to
behaviour that is related to a pupil’s disability and to issues relating to racial discrimination and
behaviour management.

Should I be asked to do cover in my induction year?
The National Agreement ‘Raising Standards and Tackling Workload’ requires schools to limit the
amount of cover for absent colleagues undertaken by teachers. From September 2004, an initial
limit was set of 38 hours’ cover a year. The longer term objective, however, is that this will be
continually reduced and that eventually teachers at a school will rarely provide cover for absent
colleagues.

As an NQT, you are required to teach only 90% of the average teaching timetable for teachers in
that school. The induction arrangements also require you to regularly teach the same class(es).
These conditions do not preclude you from being asked to do some cover work. However, any cover
that you do undertake must not undermine these requirements. This means that, as an NQT, you
should not be expected to provide the same levels of cover as other teachers in the school.

Can I take on management responsibilities whilst I am on induction?

There should be no expectation for you to accept management responsibilities and your
headteacher cannot insist that you do so. Successful completion of the induction year must be your
priority and this should not be jeopardised by work or responsibility overload. However, there is
nothing to stop you from accepting management responsibilities if you choose to do so. If you are
offered such positions, you should contact your NASUWT Representative to talk through the
implications.

What should I do if I am not happy with my induction programme?

If you have concerns about any aspect of your induction programme (e.g. you are not getting the
10% time for induction activities, you are not being observed, you cannot get meetings with your
induction tutor, you are being asked to teach classes of pupils with severe behavioural problems
and are not receiving any additional support, your induction tutor is not making objective
judgements about your performance, or your induction programme does not include monitoring,
assessment or support in areas that are specified in the Induction Standards) then you should take
immediate action to deal with the concern. If you do not act then you may find that a problem
escalates or that it becomes more difficult to address. Remember that failing to address a problem
could ultimately affect your chances of passing induction and so your future career as a teacher.

The precise action that you need to take will depend on the problem but, as a general guide, you
should raise any concerns that you have with your NASUWT Representative. Depending on the
outcome of these discussions you may then need to speak to your induction tutor or the
headteacher.

If you cannot speak to your induction tutor or the headteacher, or if you have spoken to them and
they have not taken appropriate action then you may need to consider using the school’s internal
procedures for raising professional concerns. You should seek the advice and support of your
NASUWT Representative before doing this.
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If the school’s internal procedures have been exhausted or if this option is inappropriate, then you
should raise your concerns with the Appropriate Body (usually your local authority or the ISCTIP).
Again, you should seek advice and support from your NASUWT Representative before doing this.

Make sure that you include any concerns that you have on the summative assessment form. This
will provide a formal record that could be used as evidence later on.

Section 4: Assessment and Completing Induction – Passing,
Failing, Getting an Extension

What should the induction assessment process involve?

You should have meetings with your induction tutor every 6-8 weeks to review your progress and if
necessary revise your induction objectives. There should be a written record made after every
review meeting. Reports should include progress towards objectives, steps taken to help you meet
objectives, and revision of any objectives following observations and discussions at the meeting.
You should receive a copy of each report.

You should be observed at least once every 6-8 weeks as part of formative assessment. The
objectives of the observation should be agreed in advance and every observation should be
followed by a discussion to analyse the lessons observed. A brief written record should be made
after every observation. This should cover the agreed development objectives, indicate where
further development is needed and where objectives should be revised in light of the observation.

Summative assessments should take place in formal meetings towards the end of each term. The
purpose of the assessment should be made clear before the meeting. Summative assessment meeting
reports should be informed by written reports from at least two observations and two progress review
meetings. Summative assessment judgements should be based upon evidence that has systematically
been gathered during the term. A standard assessment form needs to be completed for each
summative assessment. The form must be signed by the headteacher, the induction tutor and the NQT.

The summative assessment form includes a space for the NQT’s comments. You should add
comments that reflect your experiences. If you are encountering problems with your induction then
it is important that you record these problems on the form because the form may be used as
evidence if you want to challenge a decision about failing or extending your induction.

What should I do if progress is not going well?

If you feel that your progress is not satisfactory or if you have been advised of this by the school
then you should contact your NASUWT Representative as soon as possible. Intervention at an early
stage is likely to be much more effective than later when there is less time for the school to offer
you more support.

If an NQT is not making satisfactory progress, early action must be taken to help them make the
necessary improvements. This should happen as soon as possible and should be done in
consultation with you. It should not be delayed until after a formal assessment meeting.

Where you are deemed to be at risk of failing the induction period, the headteacher (or a third party
if the head is the induction tutor) should observe your teaching and also review all available
evidence.
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What happens at the end of the induction period?

At the completion of the induction period, the headteacher must inform the Appropriate Body within
ten working days of his/her recommendation.

The Appropriate Body must then make its decision within 20 working days of receiving the
recommendation. The Appropriate Body may decide that you have passed your induction, that you
have failed your induction, or that your period of induction should be extended. Within three days
of making its decision the Appropriate Body should write to you, the headteacher, your employer
and the General Teaching Council for England to inform them of the decision. 

Can the induction programme be extended?

Yes, your induction period may be extended. There are two categories of reasons for granting an
extension. The first relates to absences during the induction programme; the second relates to the
circumstances of the induction programme.

Absences during induction:

• you can apply for an extension if you are absent from work, for example through sickness but
not maternity leave, for 30 school days or more during the induction period. In this instance
the induction period would be extended by the aggregate total of all the absences;

• you can apply for an extension if you have been on maternity leave during your induction
period. You do not have to apply for an extension, but if you do the Appropriate Body must
agree to your request. 

Extension of induction because of exceptional circumstances:

• you can be granted an extension if the Appropriate Body decides that there have been
exceptional circumstances that have prevented you from satisfactorily completing your
induction period and that a suitable extension period is likely to enable you to meet all the
Induction Standards. 

Do I have to apply for an extension to my induction if I have been on maternity leave?

No, but if you want to apply for an extension then you can do so. If you do apply for an extension
then the extension must be granted. If you decide that you do not want an extension then you have
a right to be assessed on the same basis as any other NQT. 

The final assessment should not be made until you return to work and have had the opportunity to
consider whether you wish to extend the induction. 

What happens if I fail my induction?

If you fail your induction, you will not be allowed to work as a qualified teacher in a school in the
maintained sector. You will have to be dismissed, unless an appeal is pending.

If you appeal your employer may still dismiss you, although they may continue to employ you. If
they continue to employ you, pending the outcome of the appeal, they must employ you on more
restricted duties.

If you are told that you may fail your induction, and you have not already done so, contact your
NASUWT Representative as a matter of urgency. Do not leave making contact until decisions have
been made. If you do, it may be too late to redeem the situation.
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Section 5: Where to go for Help and Other Useful Information

Where to go for help

Within NASUWT, there are several sources of help and support when you need it.

• In the first instance, discuss any concerns with your NASUWT Representative or Local
Secretary who will have local knowledge of school practices.

• Your Regional Centre will be able to advise you on processes and expectations; contact
details of Centres are listed on page 19.

As a teacher, you will be joining a team of professionals, and you will be able to seek support and
advice from a range of colleagues. Other teachers in school will be a valuable source of advice and
support. 

Your induction tutor/mentor will be able to offer you professional advice and guidance.

There are external sources of help available too:

• local authority advisers;

• the DfES publishes guidance on induction (www.teachernet.gov.uk/professionaldevelopment/
opportunities/nqt/induction);

• the Training and Development Agency for Schools (TDA) also publishes guidance on induction
(www.tda.gov.uk).

You can contact the TDA direct for advice:

The Continuing Professional Development (CPD) Team
Training and Development Agency for Schools
Portland House, Stag Place
LONDON SW1E 5TT
Tel: 020 7023 8028
Fax: 020 7023 8501
E-mail: induction@tda.gov.uk

NASUWT produces a range of publications that you may find useful. A complete list is available on
the NASUWT website, www.teachersunion.org.uk. However, below are a number of publications
that you may find particularly useful:

All of the above can be ordered by e-mailing despatch@mail.nasuwt.org.uk or telephoning
NASUWT on 0121 453 6150.
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• Behaviour Management Pack

• Behaviour Management and the Implications
of the Disability Discrimination Act 

• The SEN Code of Practice and Support for
Pupils with SEN (currently in production)

• Disability Rights Commission Code of
Practice for Schools and Post-16

• Finding Your First Teaching Post

• Tackling Homophobic Bullying

• Race Relations (Amendment) Act 2000 and

the Code of Practice: Implications for

Schools and Colleges

• The National Agreement ‘Raising Standards

and Tackling Workload’: A Step-by-Step

Guide to Implementation



Eastern Regional Centre
(Bedfordshire, Cambridgeshire, Essex, Hertfordshire,
Luton, Norfolk, Peterborough, Southend, Suffolk,
Thurrock)
NASUWT, St James House, 
The Anderson Centre, Olding Road, 
Bury St Edmunds, Suffolk IP33 3TA
Tel: 01284 772300 Fax: 01284 772309
E-mail: rc-eastern@mail.nasuwt.org.uk

East Midlands Regional Centre
(Derby, Derbyshire, Leicester, Leicestershire,
Lincolnshire, Northamptonshire, Nottingham,
Nottinghamshire, Rutland)
NASUWT, Colliers Way, Phoenix Park,
Nottingham NG8 6AT
Tel: 0115 976 7180 Fax: 0115 976 7189
E-mail: rc-eastmids@mail.nasuwt.org.uk

Greater London Regional Centre
(Barking & Dagenham, Barnet, Bexley, Brent,
Bromley, Camden, City of London, Croydon, Ealing,
Enfield, Greenwich, Hackney, Hammersmith &
Fulham, Haringey, Harrow, Havering, Hillingdon,
Hounslow, Islington, Kensington & Chelsea,
Kingston, Lambeth, Lewisham, Merton, Newham,
Redbridge, Richmond, Southwark, Sutton, Tower
Hamlets, Waltham Forest, Wandsworth,
Westminster)
NASUWT, 65 St John Street,  Farringdon,
London EC1M 4AN
Tel: 020 7490 6130 Fax: 020 7490 6138
E-mail: rc-london@mail.nasuwt.org.uk 

North East Regional Centre
(Co. Durham, Darlington, Gateshead, Hartlepool,
Middlesbrough, Newcastle, North Tyneside,
Northumberland, Redcar & Cleveland, South
Tyneside, Stockton-on-Tees, Sunderland)
NASUWT, Witney Way,
Boldon Colliery, Tyne & Wear NE35 9PE
Tel: 0191 519 5300 Fax: 0191 519 5309
E-mail: rc-northeast@mail.nasuwt.org.uk

North West Regional Centre
(Blackburn with Darwen, Blackpool, Bolton, Bury,
Cheshire, Cumbria, Halton, Isle of Man, Knowsley,
Lancashire, Liverpool, Manchester, Oldham,
Rochdale, Salford, Sefton, St. Helens & Newton,
Stockport, Tameside, Trafford, Warrington, Wigan,
Wirral)

NASUWT, North Quarry Business Village,
Skull House Lane, Appley Bridge,
Lancashire WN6 9DL
Tel: 01257 256800 Fax: 01257 256809
E-mail: rc-northwest@mail.nasuwt.org.uk

South East Regional Centre
(Bracknell Forest, Brighton & Hove,
Buckinghamshire, East Sussex, Guernsey,
Hampshire, Isle of Wight, Jersey, Kent, Medway
Towns, Milton Keynes, Oxfordshire, Portsmouth,
Reading, Slough, Southampton, Surrey, West
Berkshire, West Sussex, Windsor & Maidenhead,
Wokingham)
NASUWT, Milestone House, Portsmouth Road,
Send, Surrey GU23 7JZ
Tel: 01483 226130 Fax: 01483 226139
E-mail: rc-southeast@mail.nasuwt.org.uk

South West Regional Centre
(Bath & North East Somerset, Bournemouth, Bristol,
Cornwall, Devon, Dorset, Gloucestershire, Isles of
Scilly, North Somerset, Plymouth, Poole, Somerset,
South Gloucestershire, Swindon, Torbay, Wiltshire)
NASUWT, 2 Marlborough Court, Manaton Close,
Matford Business Park, Exeter EX2 8PF
Tel: 01392 822500 Fax: 01392 822509
E-mail: rc-southwest@mail.nasuwt.org.uk

West Midlands Regional Centre
(Birmingham, Coventry, Dudley, Herefordshire,
Sandwell, Shropshire, Solihull, Staffordshire, Stoke-
on-Trent, Telford & Wrekin, Walsall, Warwickshire,
Wolverhampton, Worcestershire)
NASUWT, 1 The Wharf, Bridge Street,
Birmingham B1 2JS
Tel: 0121 643 4434 Fax: 0121 633 4550
E-mail: rc-westmids@mail.nasuwt.org.uk

Yorkshire & Humberside Regional Centre
(Barnsley, Bradford, Calderdale, Doncaster, East
Riding of Yorkshire, Kingston-upon-Hull, Kirklees,
Leeds, North East Lincolnshire, North Lincolnshire,
North Yorkshire, Rotherham, Sheffield, Wakefield, York)
NASUWT, 241 Leeds Road, Rothwell,
Leeds LS26 0GR
Tel: 0113 201 4600 Fax: 0113 201 4609
E-mail: rc-yorks&humb@mail.nasuwt.org.uk
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Northern Ireland Centre
NASUWT, Ben Madigan House,
Edgewater Office Park,
Edgewater Road, Belfast 
BT3 9JQ
Tel: 028 9078 4480 
Fax: 028 9078 4489
E-mail: 
rc-nireland@mail.nasuwt.org.uk

Scotland Centre
NASUWT Scotland, 
6 Waterloo Place,
Edinburgh EH1 3EG
Tel: 0131 523 1110 
Fax: 0131 523 1119
E-mail:
rc-scotland@mail.nasuwt.org.uk

Wales Centre
NASUWT Wales, 
Greenwood Close,
Cardiff Gate Business Park,
Cardiff CF23 8RD
Tel: 029 2054 6080 
Fax: 029 2054 6089
E-mail: rc-wales-
cymru@mail.nasuwt.org.uk



Appendix A

Passing the Skills Test in literacy, numeracy, and information and communications technology (ICT)
is one of the Standards that all trainee teachers in England have to meet before they can be
recommended for the award of Qualified Teacher Status (QTS) by their provider of Initial Teacher
Training.1 The tests are computerised and can be taken at any of over 40 test centres that are located
throughout England. You are strongly recommended not to leave taking the tests to the last few
months of your training. Tests should be taken well in advance of final exam board meetings
that will determine the award of QTS. In recent years, the TDA have reported that 99% of trainee
teachers have passed all relevant Skills Tests by the required deadline.

Why do we have to do the tests?
NASUWT, along with all other teacher unions, have argued against the tests since they were first
introduced. However, they are, for the time being, here to stay and have to be passed before QTS

can be awarded. The TDA describe the tests as follows:2

Numeracy: The QTS Skills Test in numeracy is intended to ensure that everyone qualifying to teach
has a good grounding in the use of numeracy in the wider context of their professional role as a
teacher. The test has to be taken by all trainees seeking to gain QTS regardless of the subjects and
age ranges they are training to teach. The numeracy skills tested are relevant to all teachers and do
not assess the broader range of mathematical knowledge which is required by those training to
teach mathematics or numeracy.

Literacy: In the course of their professional work, all teachers have to communicate clearly and to
understand and evaluate information. Perhaps more than in other professions, the standard of
literacy demonstrated by teachers is under continual scrutiny. The teaching profession is regarded
as having particular responsibility and status in relation to literacy. Teachers are widely thought of
as custodians of correct or ‘educated’ spoken and written English. This applies to all teachers, not
just those with specific curricular responsibilities for literacy or English.

ICT: The QTS Skills Test in information and communications technology (ICT) is intended to ensure
that everyone qualifying to teach has a good grounding in the use of ICT in the wider context of their
professional role as a teacher. The ICT skills tested are relevant to all teachers and do not assess
the broader range of ICT knowledge that is required by those training to teach ICT. Neither do the
tests assess the range of knowledge required by the ICT Initial Teacher Training National Curriculum
which sets out what teachers need in order to use ICT effectively in teaching their subjects. ITT
providers assess these broader ranges of knowledge as part of their ITT programmes.

How many attempts at the tests can I have?
Candidates are allowed unlimited attempts at the tests. The only restriction is passing them before
you start your induction programme. If you are struggling to pass a test, there is help and support
available through the TDA.

There is provision for the Appropriate Body (usually the local authority) to, in exceptional
circumstances, suspend induction for those newly qualified teachers who have not passed the tests
but who have started the induction period. This would enable those NQTs who pass the tests at a
later date to complete their induction period and return to teaching in a maintained school. However,
you do still need to pass the skills tests!
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1 If you achieved QTS between 1 May 2000 and 30 April 2001: You have until the end of your induction period to pass the numeracy test.
If you achieved QTS between 1 May 2001 and 30 April 2002: You will have to pass the numeracy and literacy tests before you can
achieve QTS, register with the General Teaching Council (GTC), and begin your induction period.
If you achieved QTS after 1 May 2002: You will have to pass the numeracy, literacy and ICT tests before you can obtain QTS, register
with the General Teaching Council (GTC), and begin your induction period.

2 Text taken from the TDA website, www.tda.gov.uk.



Do I need to pass the Skills Tests if I am going to teach abroad?
Since 1 May 2001 you have been required to pass all three Skills Tests in order to be awarded QTS.
If you do not pass the three tests, you will not gain QTS and therefore will not be able to teach
elsewhere in the European Union (EU).

If you wish to teach outside the EU, you will need to check the requirements to teach for the country
you wish to work in.

Where can I take my test?
There are test centres all over the country, situated in universities and colleges in towns and cities.
For a full list of test centres, please see the TDA website, www.tda.gov.uk.

Can I book my test at any time?
You will need to book an appointment for the test and appointments may be limited. If you are
booking more than one test on the same day, be sure to leave enough space between appointments.

How do I book a QTS Skills Test?
Before booking your test you must register for the QTS Skills Test by obtaining a registration
number from your training provider. If you are on an employment-based route you should have been
issued with a number directly. You will then have to register through the registration pages which
can be accessed through the TDA website (www.tda.gov.uk). Once this is completed, you will
receive a username and password by e-mail to the address provided during registration within two
working days. You must then use this information to book a test. If you have any problems doing
this, contact the TDA Skills Test technical help desk at skillstest@promissor.com.

What happens if, despite many attempts, I still fail the Skills Tests?
The TDA argue that only 1% of trainees really cannot pass the tests despite frequent attempts and
full support. If you are experiencing real difficulty, there is some help available:

• Check that you are getting the time and support you are entitled to (see below). 
• Use the support materials available through the TDA website to practise.
• Contact the TDA directly through the relevant subject test support team e-mail address via the

TDA website.
• Contact the TDA Skills Test team by e-mail, telephone, fax or post.

Special Arrangements for QTS Skills Tests

If candidates have previously required special arrangements in a test or public examination they will
be able to request the same special arrangements for the QTS Skills Tests.

When candidates register, they need to state whether or not they require special arrangements
within the tests.

Trainees should also inform their special educational needs co-ordinator (SENCO) at their provider
of their particular special need at the beginning of the academic year to ensure that they receive the
correct provision.

There are different versions of each test which cater for different needs. In order to obtain the
most appropriate version of the test, candidates requiring special arrangements will need to
ensure that they select the correct version when making their test booking, as listed on the
table on next page.

If candidates require any further special arrangements other than selecting a non-standard version of
the test, they will need to contact the Skills Test Team at the TDA in writing, giving reasons why the
requested arrangement is appropriate, and enclosing a copy of their educational psychologist’s
report/medical assessment. Candidates may find it useful to contact the TDA’s Skills Tests Team at
sa@tda.gov.uk before sending in their request, in order to discuss their individual circumstances.
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Special Guidance Tests 
requirement to select

Trainees NUM2
with hearing 
impairments LIT2

ICT1

Trainees with NUM3
visual 
impairments LIT3

ICT2

Contact SENCO
at the training

provider.
Please contact

the TDA.

Trainees with NUM3
physical disabilities

LIT3

ICT2

Please contact
the TDA.

Trainees NUM3
assessed as LIT3
dyslexic ICT2

Contact SENCO
at the training

provider.

Trainees for NUM4
whom English is 
not their first LIT3
language ICT2

Text taken from the TDA website, www.tda.gov.uk.
Contact the TDA Skills Test Team
E-mail: centrehelpdesk@tda.gov.uk
Telephone: 020 7925 3700  Fax: 020 7834 5315 
Post: Skills Test Team, TDA, Portland House, Stag Place, London SW1E 5TT

The TDA has established a system of ‘spot checks’ to ensure the system is not being abused. The
TDA expects trainees to be able to produce evidence of their need for special arrangements. If such
evidence cannot be produced, the TDA reserves the right to disregard any pass obtained with the
benefit of special arrangements. A panel will be convened to consider such cases.
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Trainees will be able to view the mental arithmetic questions
on screen. It may be appropriate for some trainees with
hearing impairments to use the audio questions together
with the questions on screen. A multiple-choice spelling test
will be provided on screen. Some examples of these
questions will be included in the support materials.

Depending on the level of visual impairment, candidates will
be offered:

• 25% additional time (for scanning, looking away from
the screen, etc) in which to complete each test;

• an enlarged paper version of the test (for literacy and
numeracy only); or

• an alternative assessment of the necessary skills
carried out by the training provider.

Trainees may receive up to 25% of additional time on all
tests.

Any electronic or mechanical equipment normally used to
assist in the use of a computer may also be used during the
test. However, trainees will need to contact the TDA before
booking their test in order to ensure compatibility with the
testing system and to ensure that the administrator at the
test centre receives sufficient notice.

Dyslexic candidates may opt for 25% additional time in which
to complete the test.

In exceptional circumstances where it is demonstrated by
the provider and supported by an educational psychologist’s
report that the candidate has a severe form of dyslexia,
further special arrangements should be made by the
provider.

Non-native speakers of English needing support may opt for
25% additional time in which to complete the test and will be
able to view the mental arithmetic questions on screen,
whilst listening to the audio questions through the
headphones.



Appendix B

New standards for Induction, known in the Professional Standards for Teachers as ‘core standards’,
came into effect in England from September 2007.  All newly qualified teachers (NQTs) will be
required to meet all of these standards in full to complete the induction period successfully. The
standards build on the skills, knowledge and understanding gained during Initial Teacher Training
and seek to reflect the additional confidence and independence required of a qualified teacher
working for sustained periods in a school or other appropriate educational setting.

All NQTs are entitled to effective and timely support to help them to meet the induction standards
and it is the statutory responsibility of the Appropriate Body and schools to ensure that such support
is available. As a means by which support and guidance for NQTs can be structured, the induction
standards are accompanied by guidance designed to help NQTs reflect on their progress and to
assist in the process of identifying future professional development needs.  The guidance is not
intended to be used as a checklist or as criteria for assessment against the standards. 

During the induction period, it is important to recognise that while a record of progress should be
kept in the Career Entry and Development Profile (CEDP), there is no requirement for further
evidence of the attainment or progress of NQTs to be recorded in any other form.

The Standards can be found in this appendix or downloaded at:
www.tda.gov.uk/teachers/professionalstandards/downloads.aspx

22

the new induction standards



23

the new induction standards



24

the new induction standards



25

the new induction standards



26

the new induction standards



27

the new induction standards



28

the new induction standards



29

the new induction standards



30

the new induction standards



31

the new induction standards



32

the new induction standards



33

the new induction standards



34

the new induction standards



35

the new induction standards



36

the new induction standards



Appendix C

Introduction

1. This appendix sets out the arrangements for appeals against decisions to extend or fail the
induction support programme. The General Teaching Council for England (GTCE) is the
Appeal Body and any decisions of the Appeal Body will be final.

Making an appeal

2. If an NQT fails induction, or has their induction extended by the Appropriate Body, that
Appropriate Body must tell the NQT of the right to appeal, who to appeal to, and the time limit
for appeal.

3. The NQT (the appellant) must send a notice of appeal to the GTCE within 20 working days
beginning with the date the appellant received notice of the Appropriate Body’s decision. The
GTCE will have discretion to extend this time limit, where not to extend the time limit would
result in substantial injustice to the NQT. If the NQT completed the final term of their induction
in Wales, they must appeal to the GTCW and should refer to Guidance Circular 18/03
‘Induction for newly qualified teachers in Wales’ for the appeal procedure.

4. The NQT can appeal to the GTCE by sending a notice of appeal which can be a letter. NQTs
can present their appeal in whatever way they see fit. The notice of appeal should include all
of the following information:

• The name and address of the appellant.

• The appellant’s DfES number and date of birth.

• The name and address of the school at which they were employed at the end of their
induction support programme.

• The name and address of their employer, if employed in a teaching capacity, at the date
of the appeal.

• The grounds of appeal.

• The name, address and profession of anyone representing the NQT in this matter, and an
indication of whether the GTCE should send appeal documents to the representative
rather than to the NQT.

• Whether the teacher requests an oral hearing or not.

• If the appeal is going to miss the deadline, the NQT may give any justifications for the
delay and the GTCE must consider them.

The NQT must sign the appeal for it to be valid.

5. The NQT should send the following additional material with the appeal:

• A copy of the document from the Appropriate Body notifying the NQT of its decision.

• A copy of any document from the Appropriate Body outlining its reasons for coming to this
decision.

• A copy of every other document on which the NQT relies for the appeal.
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6. The appeal should be addressed to the:

General Teaching Council for England
Professional Standards Team Leader
(Induction Appeals)
General Teaching Council for England
Victoria Square House
Victoria Square
Birmingham, B2 4AJ

Tel: 0121 345 0087
Fax: 0121 345 0100
Switchboard: 0870 001 0308

7. Appellants can amend or withdraw their grounds of appeal or any part of their appeal material,
and they can also submit new material in support of the appeal. They can do these things
without permission up to the date they receive notice of the appeal hearing date (or notice of
the outcome of the appeal if it is decided without a hearing). After the hearing date has been
arranged the appellant needs the permission of the GTCE to amend or withdraw their appeal,
or submit further material.

8. Once an appeal is withdrawn it cannot normally be reinstated. An appeal which has been
withdrawn in error may be reinstated in exceptional circumstances.

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

• send an acknowledgement to the appellant;

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

• send a copy to the headteacher who made the end of induction recommendation and any
current teaching employer, if not the local authority.

The proper officer will also copy any later amendments or additions or notices of withdrawal
to the Appropriate Body.

10. The GTCE will be able to request additional material from the appellant if it thinks the appeal
could be more fairly decided. If the appellant decides to provide such material in response to
a request then they should do so within 10 working days of the date of the request. The
Appropriate Body will be informed that a notice has been sent, and sent copies of any material
supplied by the appellant.

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

• The name and address of the Appropriate Body.

• Whether it seeks to uphold the disputed decision.

• Where it seeks to uphold the decision.

• Its answer to each of the NQT’s grounds for appeal.

• Whether it requests an oral hearing.

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

38

appeals procedure



12. The Appropriate Body should also send any document on which it wishes to rely to oppose
the appeal, and, if the NQT has not supplied it, a copy of the written statement giving its
reasons for the decision.

13. The Appropriate Body can submit further documents and amend or withdraw its reply. The
rules are as described in point 7 above.

14. The proper officer must send a copy of the reply from the Appropriate Body to the appellant
within three working days.

15. The GTCE can make a decision without a hearing if the Appropriate Body has not replied in
time: if it does so it may only allow the appeal. Where the GTCE considers an oral hearing is
not necessary and neither party has requested one, they can also decide the appeal without
a hearing. In other circumstances there must be a hearing. They must notify the parties of any
such decision within 20 working days from the day after the expiry of the time limit for the
Appropriate Body’s reply.

Decision by oral hearing

16. The GTCE must fix a date for a hearing within 20 working days from the expiry of the time
limit for the Appropriate Body’s reply by sending the appellant and the Appropriate Body notice
of the time and place of the hearing. The notice of hearing must be accompanied by guidance
about the procedure at the hearing, a warning about the consequence of not attending, and
information about the right to submit written representations if they do not attend. The hearing
will be at least 15 working days from the date of the notice.

17. Both the NQT and the Appropriate Body have to reply at least 10 working days before the
hearing, to say if they will attend or be represented, which, if any, witnesses they wish to call,
and if they are not proposing to attend or be represented at the hearing to provide any further
written representations they wish to make. Any written representations submitted will be
copied to the other party.

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

Costs of appeals

19. The appellant and the respondent will have to bear their own costs. There will be no
requirement to bear the costs of the other party in the event of a decision against one party.

The appeals committee

20. Induction Appeals Hearing Committees of the GTCE will be responsible for considering
appeals. The GTCE will ensure that Committee members receive appropriate training to
undertake this role.

21. The GTCE will keep its procedures under review to determine the most effective way to consider
appeals.
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Appendix D

Scotland, Wales, Northern Ireland, Guernsey, Jersey, Isle of Man, Gibraltar and Service Children’s
Education (SCE) schools in Cyprus and Germany.

• Scotland has a probation period, and any teacher who has successfully completed this and
gained full recognition with the GTC for Scotland will count as having satisfactorily completed
induction in England.

• Northern Ireland has an induction stage in their teacher education, so teachers who have
completed that stage are exempt from induction in schools in England.

• Wales has had induction arrangements in place since September 2003 and any teacher who
has successfully completed this and gained full recognition with the GTC in Wales will count
as having satisfactorily completed induction in England.

Note: Teachers who trained in Scotland, Northern Ireland and Wales are exempt from
taking the Skills Tests.

• Guernsey, Jersey, Isle of Man, Gibraltar and SCE schools in Cyprus and Germany have
induction arrangements which are identical to the English arrangements. Any UK-trained
teacher who successfully completes a one-year induction support programme, which
commenced on or after 1 September 1999, at a school in one of those territories, and under
the supervision of the territory’s government, is exempt from the requirements to serve
induction in English schools. These are the only territories abroad where an NQT can do
induction. NQTs teaching in British schools in territories apart from these cannot do
the induction support programme so that it will be recognised in England.

Note: In all these cases, a teacher must have completed the relevant requirements in Scotland,
Wales, Northern Ireland, Guernsey, Jersey, Isle of Man, Gibraltar and Service Children’s Education
(SCE) schools in Cyprus and Germany before they can be exempted from induction in England.

The European Economic Area (EEA)
Teachers who are nationals of the EEA who fall within article 3 of the Council Directive 89/48 EEC
on a general system for the recognition of higher education diplomas awarded on completion of
professional education and training of at least three years’ duration are exempt from induction.

For the award of QTS, teachers who are EEA nationals should apply to:

General Teaching Council for England
Teachers’ Qualifications Section
Victoria Square House
Victoria Square
Birmingham B2 4AJ
Tel: 0870 001 0308   Fax: 0121 345 0100
E-mail: tqanswer@gtce.org.uk

and ask for application form EC1.

Outside the EEA
Teaching qualifications gained outside the EEA do not automatically lead to the award of
QTS. Non-EEA trained teachers may need to undertake some form of training before they can be
granted QTS. However, they can present themselves for assessment against the QTS Standards
without necessarily completing further training. Those with at least two years’ full-time teaching
experience may at the same time present themselves for assessment against the Induction
Standards and, if successful, will be exempt from the requirement to complete induction. NB: Both
assessments must take place at the same time.

If you are an overseas trained teacher and would like to present yourself for assessment against
the QTS Standards or require further information regarding overseas trained teachers, you will need
to contact the TDA Overseas Trained Teacher Advice Line: 01245 454 321 or alternatively you can
e-mail OTT@tdainfo.co.uk.
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Produced by Forms Consultancy on 25/9/03 ~ 471

NQT Induction assessment for the: 

  End of first assessment period. 
  End of second assessment period. 
• This form should be completed by the head teacher and sent to the Appropriate Body within ten 

working days of the relevant assessment meeting. 
• Where tick boxes appear, please insert ‘X’ into the relevant box(es). 

NQT’s personal details 

Full name Former name(s) 
             

Date of birth DfES reference number of NQT National insurance number of NQT 
          /               

Name of school DfES school number 
           /      

(If second period assessment): 
Is this the school that reported at the end of the first period?   Yes  No 

Name of Appropriate Body receiving the report 
      

Date of appointment        

NQT’s Specialism 
Key stage (please specify)        

Age range (please specify)        

Subject (please specify)       

Does the NQT work: 
  part-time? (If part-time, please specify proportion of a week worked)       

  full-time? 

Number of days of absence during assessment period       

Number of days served during assessment period (including days of absence)       

Recommendation: 
  The above named teacher’s progress indicates that he/she will be able to meet the 
 requirements for the satisfactory completion of the induction period. 

  The above named teacher’s current progress suggests that he/she may not be able to meet the
 requirements for the satisfactory completion of the induction period. 
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Please indicate the kinds of support and monitoring arrangements that have been in place this 
assessment period. 

  The NQT has received a 10% reduced timetable. 

  Discussions have taken place between the NQT and the induction tutor regarding the NQT’s 
Career Entry and Development Profile (CEDP). 

  An individualised and structured plan of support has been agreed with the NQT. 

  Discussions between the NQT and the induction tutor to review progress and set targets. 

  The NQT is familiar with both the QTS Standards and the Induction Standards. 

  Observations of the NQT’s teaching and provision of feedback. 

  Observations of experienced teachers by the NQT. 

  An assessment meeting between the NQT and the induction tutor. 

  Other (please specify below) 

       

Under the following headings (Professional values and practice/Knowledge and understanding/ 
Teaching), please give brief details of: 

• strengths; 
• areas requiring further development, even where the NQT is deemed to be making satisfactory 

progress (for example the Standards, or aspects of the Standards, which the NQT has yet to 
meet); 

• evidence used to inform the judgement; 
• targets for the coming term; and 
• the support which is planned. 

Reference should be made to the specific standards concerned. 
Please continue on a separate sheet if required. 

Professional values and practice 
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Knowledge and understanding 
      

Teaching 
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Comments by the NQT: 
It is strongly recommended that NQTs record any comments or observations on their induction to 
date. 
Please look reflectively at your teaching practice for this part of your induction period and consider 
whether: 

• you feel that this report reflects the discussions that you have had with your induction tutor 
and/or head teacher during this assessment period. 

• you feel that you are meeting the requirements for the satisfactory completion of your induction 
period. 

• there are any areas where you feel you require further development/support/guidance? If so, 
what are these areas. 

I have discussed this report with the induction tutor and/or head teacher and: 

  have no comments to make.  wish to make the following comments. 

      

 School stamp/validation 
 

 
  

  

 

Signed: Head teacher (if different from Induction tutor) Date 
          

 Full name (CAPITALS) 
        

Signed: NQT Date 
          

 Full name (CAPITALS) 
        

Signed: Induction tutor Date 
          

 Full name (CAPITALS) 
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Produced by Forms Consultancy on 15/9/03 ~ 390 

 
NQT Induction assessment: End of the third assessment period 
 • This form should be completed by the head teacher and sent to the Appropriate Body within ten 

working days of the final assessment meeting. 
• Where tick boxes appear, please insert ‘X’ into the relevant box(es). 
 

NQT’s personal details 

Full name Former name(s) 
             

Date of birth DfES reference number of NQT National insurance number of NQT 
          /               

Name of school DfES school number 
           /      
 Is this the school that reported at the end of the first period?  

 
Yes  

 
No 

 Is this the school that reported at the end of the second period?  
 

Yes  
 

No 

Name of Appropriate Body receiving the report 
      
 Date of appointment        

NQT’s Specialism 
Key stage (please specify)        
 Age range (please specify)        
 Subject (please specify)       

Does the NQT work: 
 
 

part-time? (If part-time, please specify proportion of a week worked)       
  
 

full-time? 

Number of days of absence 
     If days of absence are 30 or more, the induction period has been extended by this amount. 
 Number of days served during induction period, including days of absence        

(the induction period must be 189 school days in length). 

Recommendation: 
  
 

The above named teacher has met the requirements for the satisfactory completion of the 
 induction period. 
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Comments by the head teacher: 
Head teachers are invited to highlight the NQT’s strengths in relation to the Induction Standards and 
aspects of the Standards where the NQT (although meeting all of the Induction Standards) might 
prioritise their professional development in their future teaching. 
      

Comments by the NQT: 
It is recommended that NQT’s record any comments or observations on their induction period. 

I have discussed this report with the induction tutor and/or head teacher and: 
 
 

have no comments to make.  
 

wish to make the following comments. 
       

 School stamp/validation 
 

 
 

 

 

Signed: Head teacher (if different from Induction tutor) Date 
          

 Full name (CAPITALS) 
        

Signed: NQT Date 

          
 Full name (CAPITALS) 
        

Signed: Induction tutor Date 

          
 Full name (CAPITALS)  
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Produced by Forms Consultancy on 15/9/03 ~ 391 

 

NQT Induction assessment: Failure to complete the induction 
period satisfactorily 
 

• This form should be completed by the head teacher and sent to the Appropriate Body within ten 
working days of the final assessment meeting. 

• Where tick boxes appear, please insert ‘X’ into the relevant box(es). 
 

NQT’s personal details 

Full name Former name(s) 
             

Date of birth DfES reference number of NQT National insurance number of NQT 
          /               

Name of school DfES school number 
           /      
 Is this the school that reported at the end of the first period?  

 
Yes   No 

 Is this the school that reported at the end of the second period?  
 

Yes  
 

No 

Name of Appropriate Body receiving the report 
      
 Date of appointment        

NQT’s Specialism 
Key stage (please specify)        
 Age range (please specify)        
 Subject (please specify)       

Does the NQT work: 
 
 

part-time? (If part-time, please specify proportion of a week worked)       
  
 

full-time? 

Number of days of absence 
     If days of absence are 30 or more, the induction period has been extended by this amount. 
 Number of days served during induction period, including days of absence        

(the induction period must be 189 school days in length). 

Recommendation: 
  
 

The above named teacher has not met the standards for the satisfactory completion of the 
 induction period. 
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Under the following headings (Professional values and practice/Knowledge and understanding/ 
Teaching), please give brief details of: 

• those requirements for the satisfactory completion of the induction period which have been met; 
• areas of weakness in relation to those requirements for the satisfactory completion of the 

induction period, which have not been met; 
• the evidence used to inform the judgement. 

Please continue on a separate sheet if required. 

Professional values and practice 
      

Knowledge and understanding 
      

Teaching 
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Comments by the NQT: 
It is recommended that NQTs record any comments or observations on their induction. 

I have discussed this report with the induction tutor and/or head teacher and: 
 
 

have no comments to make.  
 

wish to make the following comments. 
       

 School stamp/validation 
 

 
 

 

 

Signed: Head teacher (if different from Induction tutor) Date 
          

 Full name (CAPITALS) 
        

Signed: NQT Date 
          

 Full name (CAPITALS) 
        

Signed: Induction tutor Date 
          

 Full name (CAPITALS) 
        
 



Appendix F

Newly qualified teachers should be aware of the following points:

● The school should be able to provide all the aspects of the induction programme, either within
its own premises or together with an appropriate institution. NQTs should receive this
information in writing along with the contract of employment prior to commencing duties.

● The 10% reduction in the teaching timetable is allowed and protected and is separate to PPA
time.

● The arrangements for appropriate monitoring and support should be transparent and offered
throughout the induction period. 

● Appropriate staff contacts should be facilitated by the school, including other NQTs in the
school.

● A post of additional responsibility is not a requirement during any induction period. NASUWT
advises against accepting such posts unless the NQT is very clear about what it entails and
how it will impact on their induction programme.

● The NQT should have a good understanding of the Induction Standards, and how they relate
to the standards achieved with the award of QTS.

● NQTs should make contact with their NASUWT Representative and know where their
Regional Centre is and how to access other NASUWT contacts.

● The NQT should have a clear understanding of the procedures for raising concerns regarding
the content and/or delivery of the induction programme.

● The NQT should make written comments, either agreeing or disagreeing, on the assessment
content, with appropriate supporting materials, following each assessment meeting.

● A written record should be kept, and agreed, of all meetings attended.

● There should be a clear understanding of the appeals process.

For further information contact the NASUWT Regional Centre for your area. Details of the NASUWT
Regional Centres are available on p19.

E-mail: nasuwt@mail.nasuwt.org.uk.

Visit our website: www.teachersunion.org.uk.
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nasuwt quick guide to the induction process

Appendix G
Initial training Induction Term 1 – meeting the QTS Standards

The student teacher
should complete the
Career Entry and
Development Profile
with signature of ITT
tutor.

The NQT should review
the provisions of the
advice manual and
should ensure that they
are familiar with the
requirements of the
Induction Standards.

The Career Entry and
Development Profile
should be discussed
with the induction tutor/
headteacher in the
school.

Objectives for induction
should be set based
upon the strengths and
weaknesses identified in
the Career Entry and
Development Profile.
The objectives should
be agreed with the NQT.
The objectives should
make clear what
resources will be made
available to support the
NQT. The NQT should
receive a written copy of
the objectives for
induction identified by
the school.

The induction
programme should
provide for:
● 90% teaching

timetable;
● named induction

tutor;
● individualised

induction programme;
● schedule of meetings

with induction tutor;
● classroom observation

programme;
● six to eight-weekly

review meetings;
● termly assessment

meetings;
● written progress

reports;
● additional support in

cases of difficulty;
● a named contact at

the LA/ISCTIP.

Initial observation of
the NQT should take
place within their first
four weeks in post.
Observations should
then take place every
6-8 weeks.
Observations should
be followed by a review
meeting with the
induction tutor. A
written report of the
meeting should be
given to the NQT as
soon as possible after
the meeting. The
induction objectives
and support should be
reviewed and revised
as necessary. The
NQT should keep a
copy of the interim
review report.

A meeting to discuss
progress should be
held immediately
before the end of the
first term.

The NQT induction
assessment pro forma
should be completed
by the headteacher,
induction tutor and
NQT.

The form should be
used to identify the
NQT’s strengths and
weaknesses. It should
also provide an
indication of the
support planned for the
NQT and targets for
the coming term. 

The NQT should use
the form to express
any concerns about the
operation of the
induction programme,
their support needs or
any other matter.

The NQT should
discuss any concerns
about the operation of
the induction
programme with the
NASUWT
Representative or the
NASUWT Regional
Centre as soon as
possible.

The NQT should keep
a copy of the induction
assessment form for
future reference.

The student teacher
should discuss any
concerns about their
Initial Teacher
Training with the
NASUWT ITT
Casework Officer,
NUS or the NASUWT
Regional Centre as
soon as possible.
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Induction Term 2 – progress Induction Term 3 –
on Induction Standards meeting the Induction Standards Induction appeal

Observation of the NQT’s
practice should take place within
six weeks and be followed by a
review meeting with the
induction tutor. A written report
of the meeting should be given
to the NQT as soon as possible
after the meeting. The induction
objectives and support should
be reviewed and revised as
necessary. The NQT should
keep a copy of the interim
review report.

Observation of the NQT’s practice
should take place within six weeks
and be followed by a review
meeting with the induction tutor. A
written report of the meeting
should be given to the NQT as
soon as possible after the
meeting. The induction objectives
and support should be reviewed
and revised as necessary. The
NQT should keep a copy of the
interim review report.

If the NQT fails induction, the
Appropriate Body must tell the
NQT of the right to appeal, who
to appeal to, and the time limit
for appeal.

The NQT should contact their
NASUWT Regional Centre
immediately where they have
been notified of failure and seek
appropriate advice.

The NQT’s notice of appeal
should be lodged with the
General Teaching Council for
England within 20 days of
receipt of notice of failure.

The NQT should receive an
acknowledgement from the
Appeal Body within three
working days of receipt of the
notice of appeal. 

The Appeal Body must fix a date
by sending the appellant and the
Appropriate Body notice of the
time and place of the hearing.
The hearing will be at least 15
working days from the date of
the notice.

Both the NQT and the
Appropriate Body have to reply
at least 10 working days before
the hearing, to say if they will
attend or be represented, which,
if any, witnesses they wish to
call, and if they are not
proposing to attend or be
represented at the hearing to
provide any further written
representations they wish to
make. Any written
representations submitted will
be copied to the other party.

The notice of appeal must
include details about the NQT,
the school and the reasons for
the appeal (see Appendix C).
The NQT must sign the appeal
for it to be valid.

As appropriate, the headteacher,
induction tutor and NQT should
complete the pro forma to
recommend the failure of the NQT
to complete the induction
satisfactorily. The school should
specify the reasons why it is
recommended that the NQT has
failed to meet the induction
standards in three areas: (1)
planning, teaching and class
management; (2) monitoring
assessment, recording, reporting
and accountability; (3) other
professional issues. The school
should provide evidence to
support any judgements made.

The NQT should use the form to
express any comments about the
induction programme and their
treatment. The NQT should
contact their NASUWT Regional
Centre for advice and support.

The NQT should be given and
should keep a copy of the final
assessment form for future
reference.

The NQT should discuss any
concerns about the operation of
the induction programme with the
NASUWT Representative or the
NASUWT Regional Centre as
soon as possible.

A further meeting to discuss
progress should be held
immediately before the end of
the second term.

A further meeting to discuss
progress should be held
immediately before the end of the
third term.

As appropriate, the NQT induction
summary statement pro forma
should be completed by the
headteacher, induction tutor and
NQT at the end of the third term to
recommend that the NQT has met
the induction standards.

The NQT induction assessment
pro forma should be completed
by the headteacher, induction
tutor and NQT at the end of the
second term.

The form should be used to
identify the NQT’s strengths and
weaknesses. It should also
provide an indication of the
support planned for the NQT
and targets for the coming term. 

The NQT should use the form to
express any concerns about the
operation of the induction
programme, their support needs
or any other matter.

The NQT should be given and
should keep a copy of the
induction assessment form for
future reference.

The NQT should discuss any
concerns about the operation of
the induction programme with
the NASUWT Representative or
the NASUWT Regional Centre
as soon as possible.
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