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Introduction
Welcome to ECT Induction provided by Alban Teaching School Hub Appropriate Body.

All qualified teachers who are employed in a relevant school in England must, by law, have
completed an induction period satisfactorily, subject to specified exceptions.

Statutory induction is the bridge between initial teacher training and a career in teaching. It
combines a structured programme of development, support and professional dialogue,
underpinned by the Initial Teacher Training and Early Career Framework (ITTECF), with
monitoring and an assessment of performance against the Teachers’ Standards.

The programme should support the early career teacher (ECT) and provide them with the
necessary training to ensure that they can demonstrate that their performance against the
Teachers’ Standards is satisfactory by the end of the period. Induction should provide a
foundation for ECTs and equip them with the tools to be an effective and successful teacher.

The Teachers’ Standards will be used to assess an ECT’s performance at the end of their
induction period. The decision about whether an ECT’s performance against the relevant
standards is satisfactory upon completion of induction should take into account the ECT’s
work context and must be made on the basis of what can reasonably be expected of an ECT
by the end of their induction period within the framework of the standards.

Judgements should reflect the expectation that ECTs have effectively consolidated their
initial teacher training and demonstrated their ability to meet the Teachers’ Standards
consistently over a sustained period in their practice. The ITTECF is not and should not be
used as an assessment tool.

The Alban Teaching School Hub Appropriate Body team is a highly experienced group of
professionals dedicated to providing a personalised service supporting schools to ensure the
best possible start to the careers of our next generation of teachers.

Key Information

All schools are required to register with their local Teaching School Hub for Appropriate Body
services.

Appropriate Body: Alban Teaching School Hub (also referenced as Alban TSH)
Website: https://www.albantsh.co.uk/
ECT Manager Website: ECT Manager

Named Contact: Maria Santos Richmond

Named Contact Email: maria.santos-richmond@albantsh.co.uk
Named Contact Telephone: 01727 799560

Appropriate Body Manager: Victoria Angel

Appropriate Body Manager Email: enquiries@albantsh.co.uk
Appropriate Body Manager Telephone: 01727 799560 ext 4400



https://www.albantsh.co.uk/
https://albantsh.ectmanager.com/login.aspx
mailto:enquiries@albantsh.co.uk

'V AlbanTSH

B Teaching School Hub

Overview of key roles

Induction ¢ ) Induction
Tutor Co-ordinator

May be required

when there are
more than one
Induction Tutor

Head
Teacher

Early Career Teacher Headteacher
Engage with the Early Career Teacher Observe ECTs teaching (once a year)
Programme (ECTP)
Continue to meet the Teachers’ Standards Sign off assessments

Mentor Induction Tutor
Participate in ITTECF mentor training Participate in induction tutor training
Weekly mentor meetings with ECT Meet with ECT every half term
contextualising the ECTP training materials
Informal observation of ECT teaching Formal observation of ECT teaching
Complete progress reviews and
assessments

Induction Co-ordinator (optional)
Co-ordinate and quality assure the work of the induction tutors
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A suitable post for induction & the induction period

In order for the ECT to serve induction, the headteacher and Appropriate Body must first
agree that the post is suitable for this purpose. The headteacher of the institution in which
an ECT is serving an induction period, and the Appropriate Body, are jointly responsible for
ensuring that the supervision and training of the ECT meets their development needs. The
duties assigned to the ECT, and the conditions under which they work, should be such as to
facilitate a fair and effective assessment of the ECT’s conduct and efficiency as a teacher
against the Teachers’ Standards.

In particular, a suitable post is expected to:

e have a headteacher in post to make a recommendation about whether the ECT’s
performance against the Teachers’ Standards is satisfactory;

e have prior agreement with an Appropriate Body to act in this role to quality assure
the induction process;
provide the ECT with an ITTECF-based induction programme;
provide the ECT with the necessary employment tasks, experience and support to
enable them to demonstrate satisfactory performance against the Teachers’
Standards throughout and by the end of the induction period;
include the appointment of an induction tutor, who is expected to hold QTS;
include the appointment of a designated mentor who is expected to hold QTS;
provide the ECT with a reduced timetable to enable them to undertake activities in
their induction programme;
not make unreasonable demands upon the ECT;
not normally demand teaching outside the age range and/or subject(s) for which the
ECT has been employed to teach;

e not present the ECT, on a day-to-day basis, with discipline problems that are
unreasonably demanding for the setting;
involve the ECT regularly teaching the same class(es);
involve similar planning, teaching and assessment processes to those in which other
teachers working in similar substantive posts in the institution are engaged; and

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

In addition, the Governing Body must be satisfied that the institution has the capacity to
support the ECT and that the headteacher is fulfilling their responsibilities.

Ensuring a reduced timetable

The headteacher must ensure an ECT has a reduced timetable. In the first year (terms 1-3) of
induction, an ECT must not teach more than 90% of the timetable of the school’s existing
teachers on the main pay range and in the second year (terms 4-6) of induction must not
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teach more than 95%. This time off timetable should be used to specifically enable ECTs to
undertake activities in their Early Carer Teacher programme.

This time should be clearly identifiable on the ECT’s timetable. The use of the time should be
agreed between the ECT and their induction tutor and the ECT should keep a record of how
they have used this time to support their induction. This is in addition to the timetable
reduction in respect of planning, preparation and assessment time (PPA) that all teachers
receive.

Off-Site Educational Visits

The leading of trips by ECTs is not specifically covered by the Statutory Guidance for
Induction for Early Career Teachers, although it does state ‘a suitable post must not involve
additional non-teaching responsibilities without the provision of appropriate preparation
and support’. Therefore, Alban TSH recommends that ECTs are not asked to take
responsibility for leading an off-site educational visit. If we are aware of an ECT leading an
off-site visit, it is our practice to ask the school to confirm that this has been included in the
risk assessment and approved by the headteacher. This information will then be kept on the
ECT’s file.

Determining the length of the induction period

The length of the induction period an ECT is required to serve, whether the teaching post in
which they are doing so is part-time or full-time, is the full-time equivalent of two school
years. This usually consists of six long school terms, divided into two periods each consisting
of three long school terms. The Appropriate Body makes the final decision about the
equivalence to two school years in cases where the ECT serves induction in more than one
setting or in non-standard settings. In some exceptional circumstances, the length of an
induction period may be reduced.

Minimum period of continuous employment that can count towards induction

The minimum period of employment that can be counted towards completion of the
induction period (for both full-time and part-time ECTs) is continuous employment
equivalent to one long term (based on an institution that operates three terms in a school
year). This applies to both permanent and long-term supply teaching posts. It also reflects
the need for each ECT to work in a stable environment and receive a supported and
pre-planned induction programme. In addition, it is important that the ECT is in post long
enough to be able to receive sufficient monitoring and feedback and prepare for a fair and
reasonable assessment of their performance. It would be very difficult to do this against all
of the Teachers’ Standards over a period of less than one term.

Any periods of induction served under the Welsh induction regulations in Wales can count
towards induction in England.
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Length of the induction period for an ECT who works part-time

ECTs serving induction on a part-time basis at any point will need to serve the full-time
equivalent (FTE) of two full school years (based on a school year of three terms). Therefore,
an ECT working part-time as a 0.5 FTE will need to serve induction for four school years.

It is for the school and Appropriate Body to decide in each individual case the length of the
induction period required which is fair and takes full account of the ECT’s working pattern.

In cases where part-time ECTs have completed a period covering but not equivalent to two
full school years and can demonstrate that they meet the Teachers’ Standards they may be
able to have their induction period reduced.

Requests for Reduced Induction

Even though some teachers have significant teaching experience when they enter the
maintained sector for the first time, they are still required to serve statutory induction. In
such cases, Appropriate Bodies have discretion to reduce the length of the induction period
to a minimum of one term (based on a school year of three terms) to recognise this
experience.

Reductions will only be considered where an ECT has extensive prior knowledge of
teaching whole-classes to the Teachers’ Standards. Examples of when this discretion might
be considered appropriate include a teacher who has taught in the independent sector or
who has gained QTS via the assessment-only route.* However, if an ECT wishes to serve the
full induction period, they must be permitted to do so.

In such cases, only the final assessment meeting and report will be required with the
headteacher’s/principal’s recommendation on whether the teacher’s performance against
the Teachers’ Standards is satisfactory or if an extension would be appropriate.

*The assessment-only route to QTS allows an individual with a degree to demonstrate that
they already meet all the relevant standards without the need for any further training by
presenting detailed evidence to an accredited and approved training provider and by
having their teaching assessed in a school.

Any ECT applying for a reduced induction should be prepared to produce relevant support
materials. Reduced inductions incur an additional fee to the school.
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Transferring during induction

When an ECT leaves a post after completing one term or more in an institution but before
the next formal assessment would take place, the induction tutor or headteacher/principal
is expected to complete an interim assessment. This is expected to take place before the
ECT leaves their post to ensure that the ECT’s progress, performance, the length of
induction completed and the number of days absent since the last assessment are
captured. This is especially important where concerns about progress may have arisen. The
information recorded on the interim assessment report will help to ensure that induction
can be continued effectively in any subsequent post. This is also required if the ECT leaves
during their final term of induction.

Appointment of an induction tutor

The headteacher should identify a person to act as the ECT’s induction tutor, to provide
regular monitoring and support, and coordination of assessment. The induction tutor is
expected to hold QTS and have the necessary skills and knowledge to work successfully in
this role and be able to assess the ECT’s progress against the Teachers’ Standards. This is a
very important element of the induction process and the induction tutor must be given
sufficient time to carry out the role effectively and to meet the needs of the ECT. The
induction tutor will need to be able to make rigorous and fair judgements about the ECT’s
progress in relation to the Teachers’ Standards. They will need to be able to recognise when
early action is needed in the case of an ECT who is experiencing difficulties. It may, in some
circumstances, be appropriate for the headteacher to be the induction tutor. The induction
tutor is a separate role to that of mentor.

Appointment of a mentor

The headteacher should identify a person to act as the ECT’s mentor, to provide regular
mentoring. The mentor is expected to hold QTS and have the necessary skills and knowledge
to work successfully in this role. Mentoring is a very important element of the induction
process and the mentor is expected to be given adequate time to carry out the role
effectively and to meet the needs of the ECT. This includes attending regular mentoring
sessions and mentor training where appropriate.

The mentor and the induction tutor are two discrete roles with differing responsibilities and
it is expected that these roles should be held by different individuals. In exceptional
circumstances it may be necessary for the headteacher to designate a single teacher to fulfil
both roles, which may be the headteacher themselves. Where this is the case, the
headteacher should ensure that the induction tutor understands that they are fulfilling two
discrete roles and that adequate safeguards are put in place to ensure that the mentoring

6
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support offered to the ECT is not conflated with assessment of the ECT against the Teachers’
Standards.

Monitoring, support and assessment

A suitable monitoring and support programme must be put in place for the ECT, structured
to meet their professional development needs (including the development needs of
part-time ECTS). This is expected to include:

® a programme of training that supports the ECT to understand and apply the
knowledge and skills set out in the ITTECF’s evidence (‘learn that’) statements and
practice (‘learn how to’) statements;

e regular one to one mentoring sessions from a designated mentor who is expected to
hold QTS and has the time and ability to carry out the role effectively;

e support and guidance from a designated induction tutor who is expected to hold QTS
and has the time and ability to carry out the role effectively;
observation of the ECT’s teaching with written feedback provided;
professional reviews of progress conducted by the induction tutor to set and review
development targets against the Teachers’ Standards; and

e ECT’s observation of experienced teachers either in the ECT’s own institution or in
another institution where effective practice has been identified.

ITTECF based training

The headteacher is expected to ensure that ECTs receive a programme of training that
enables the ECT to understand and apply the knowledge and skills set out in each of the
ITTECF evidence (‘learn that’) statements and practice (‘learn how to’) statements.
ITTECF-based training is expected to be embedded as a central aspect of induction; it is not
an additional training programme.

There are two approaches schools can choose from to enable the delivery of an ITTECF
based induction. It is up to the headteacher to choose the approach that best suits the
needs of their ECTs and mentors. The two approaches are:

* A funded provider led programme - Schools can choose to work with providers accredited
by the Department for Education who will design and deliver a programme of face-to-face
and online training to ECTs and their mentors. This programme is funded by the Department
for Education. We advise our schools to opt for this approach and work with us at the Alban
Teaching School Hub.

e Schools deliver their own training using DfE accredited materials and resources - Schools
can choose to develop their own programme of training and support based on the ITTECF.
The content of the framework must be covered in full. Schools can choose to use, in full or in
part, the freely available 23 school-led materials, which include ready-to-use materials and
resources for early career teachers and mentors, to deliver their own ECT and mentor
support. These materials have been accredited by DfE and quality assured by the Education
Endowment Foundation.
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Observation of the ECT’s teaching practice

An ECT’s teaching is expected to be observed at regular intervals throughout their induction
period to facilitate a fair and effective assessment of the ECT’s teaching practice, conduct
and efficiency against the Teachers’ Standards. Observations of the ECT may be undertaken
by the induction tutor or another suitable person who holds QTS from inside or outside the
institution.

The ECT and the observer should meet to review any teaching that has been observed.
Feedback should be prompt and constructive. Arrangements for review meetings should be
made in advance and a brief written record made on each occasion. It should indicate where
any development needs have been identified.

Observing other teachers

ECTs should use some of their ECT induction time to observe experienced teachers in their
own school or others, where effective practice has been recognised.

Professional progress reviews of the ECT

The induction tutor is expected to review the ECT’s progress against the Teachers’ Standards
throughout the induction period, with progress reviews taking place in each term where a
formal assessment is not scheduled.

Progress reviews are expected to be informed by existing evidence of the ECT’s teaching and
to be conducted with sufficient detail to ensure that there is nothing unexpected for the ECT
when it comes to their formal assessment.

Progress reviews are not formal assessments and there is no requirement for ECTs to create
evidence specifically to inform a progress review. ECTs are expected, nonetheless, to engage
with the process and provide copies of existing evidence as agreed with the induction tutor.

A written record of each progress review is expected to be retained and provided to the ECT
after each meeting, with the record clearly stating whether the ECT is on track to
successfully complete induction, briefly summarising evidence collected by the induction
tutor and stating the agreed development targets. It is also expected that objectives are
reviewed and revised in relation to the Teachers’ Standards and the needs and strengths of
the individual ECT.

Where the induction tutor believes the ECT is not making satisfactory progress, they should
contact the Appropriate Body and it is expected they outline the plan they have put in place
to assist the ECT in getting back on track.
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Formal assessments

ECTs are not subject to appraisal as set out in The Education(School Teachers’ Appraisal)
(England) Regulations 2012.

ECTs should have formal assessments carried out by either the headteacher or the induction
tutor. Mentors should not carry out formal assessments unless they are also acting as the
induction tutor. ECTs should receive an assessment in the final term of the first year (term 3)
and in the final term of the second year of induction (term 6). Evidence used in assessments
should be clear and transparent. It should be available to the Appropriate Body on request.

To ensure evidence gathering is not burdensome for the ECT, formal assessment meetings
should be informed by evidence gathered during progress reviews and assessment periods
leading up to the formal assessment. This will consist of existing documents and working
documents. There is no need for the ECT to create anything new for the formal assessment,
they should draw from their work as a teacher and from their induction programme.
Judgements made during the induction period should relate directly to the Teachers’
Standards and should not be made against the ITTECF.

ECTs should be kept up to date on their progress. There should be nothing unexpected.

Formal assessment reports should be completed for both formal assessments. These reports
should clearly show assessment of the ECT’s performance against the Teachers’ Standards at
the time of the assessment.

The final assessment meeting is at the end of the induction period, and will form the basis of
the headteacher’s recommendation to the Appropriate Body as to whether, having
completed their induction period, the ECT’s performance against the Teachers’ Standards is
satisfactory, unsatisfactory, or whether or not an extension should be considered. This
recommendation should be recorded on the final assessment report.

Once assessment reports have been completed, the ECT should add their comments. They
should then be signed by the induction tutor, headteacher and the ECT. These will be
submitted electronically.

Interim assessments

When an ECT leaves a post after completing one term or more in an institution but before
the next formal assessment would take place, the induction tutor or headteacher is
expected to complete an interim assessment. This is expected to take place before the ECT
leaves their post in order to ensure that the ECT’s progress and performance since the last
assessment are captured. This is especially important where concerns about progress may
have arisen. The information recorded on the interim assessment form will help to ensure
that induction can be continued effectively in any subsequent post. This is also required if
the ECT leaves during their final term of induction.
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Early career teachers may only serve one induction period

An ECT has only one chance to complete statutory induction. An ECT who has completed
induction, and is judged to have failed to meet the Teachers’ Standards at the end of their
induction period, is not permitted to repeat induction. While such an ECT does not lose their
QTS, they cannot be employed lawfully as a teacher in a relevant school, including any post
where they would carry out specified work. Their name is included on the list of persons,
held by the Teaching Regulation Agency (TRA), who have failed to satisfactorily complete an
induction period.

Raising concerns

An ECT is normally expected to raise any concerns about their induction programme with
their induction tutor in the first instance. If the matter is not resolved, the ECT may notify
the named contact at the Appropriate Body who should, as soon as possible, investigate the
issues raised.

10
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Unsatisfactory progress
Putting in place additional monitoring and support

Where the induction tutor determines during the progress review that the ECT is not making
satisfactory progress against the Teachers’ Standards, they should state this clearly within
the progress review record and clearly outline the support plan they have put in place to
assist the ECT in getting back on track. The induction tutor is expected to notify the
Appropriate Body of this determination and share both the progress review record and
support plan for the Appropriate Body to review.

If it becomes apparent that an ECT is not making satisfactory progress in the first formal
assessment, the Appropriate Body should be informed, and the headteacher should ensure
that additional monitoring and support measures are put in place immediately. It is
important that the ECT is made aware of where they need to improve their practice and
given every opportunity to raise their performance. The headteacher and the Appropriate
Body should be satisfied that:

e areas in which improvement is needed have been correctly identified;

* appropriate objectives have been set to guide the ECT towards satisfactory performance
against the Teachers’ Standards; and

e an effective support programme is in place to help the ECT improve their performance.

Additional support can be accessed through the Appropriate Body for struggling ECTS.
Induction Tutors/Head Teachers can contact us directly to discuss various options, including
support from experienced and expert practitioners.

If the ECT’s progress is still unsatisfactory in subsequent progress reviews following the first
assessment point, induction tutors should continue to deliver progress reviews as set out
above, including reviewing and revising the ECT’s objectives and support plan, linking these
with the Teachers’ Standards and sharing with the ECT, headteacher and Appropriate Body. A
support plan document is available from the Appropriate Body.

Action if performance is still unsatisfactory at the next assessment point

Where there are still concerns about the ECT’s progress between formal assessment one and
two the induction tutor should explain to the ECT the consequences of failure to complete
the induction period satisfactorily and discuss fully with the ECT:

¢ the identified weaknesses;

* the agreed objectives previously set in relation to the requirements for the satisfactory
completion of induction, updating these as necessary;

e details of additional monitoring and support put in place;

11
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e the evidence used to inform the judgement; and
e details of the improvement plan for the next assessment period.

As with all progress reviews, the progress review record should capture the ECT’s
unsatisfactory performance against the Teachers’ Standards and be shared with the
Appropriate Body alongside the corresponding support plan.

The completion of the assessment report will reflect the current rate of progress and brief
details of the issues discussed.

Where serious concerns fall outside the monitoring of induction entitlements and support
remit of the Appropriate Body, schools must follow their own HR procedures or decision
making protocols in the event of decisions such as capability, misconduct or complaints.

Completing the induction period
An ECT completes their induction period when they have served:

e the full-time equivalent of two standard school years (usually six terms based on a
school year of three terms); or

e areduced period of a minimum of one term (as agreed with the Appropriate Body
and headteacher) based on previous teaching experience; or

e areduced period of induction for part time teachers covering but not equivalent to
two years (as agreed with the Appropriate Body and headteacher)

e an extension to that period, as a consequence of absences occurring during the
period; or

e an extension following a decision by the Appropriate Body or the Appeals Body.

The Appropriate Body makes the final decision as to whether an ECT’s performance against
the Teachers’ Standards is satisfactory, drawing on the recommendation of the headteacher.

Within 20 working days of receiving the headteacher’s recommendation, the Appropriate
Body must decide whether the ECT:

e has performed satisfactorily against the Teachers’ Standards and thereby
satisfactorily completed their induction period;

® requires an extension of the induction period; or

e has failed to satisfactorily complete the induction period.

In making this decision the Appropriate Body must take into account the headteacher’s
recommendation and all available evidence including any written representations from the
ECT. If the headteacher recommends that an ECT has failed to satisfactorily complete the
induction period, a panel meeting may be held by the Appropriate Body in order to reach
their decision.

The Appropriate Body must, within three working days of making the decision, make written
notification of the decision to: the ECT; the headteacher (in whose institution the ECT was
working at the end of their induction); and the employer. They must also notify the TRA

12
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within three working days in the case of decisions to fail or extend the ECT’s induction, and
via the termly return for other notifications.

If the Appropriate Body decides to extend the period of induction or that the ECT has failed
to complete their induction period satisfactorily, they must inform the ECT of their right to
appeal against this decision, with the name and address of the Appeals Body (the TRA), and
the deadline for appeals. The ECT must notify the TRA that they wish to appeal the decision
within 20 working days, after which the right of appeal expires except in exceptional
circumstances.

Failure to complete the induction period satisfactorily means that the ECT is no longer
eligible to be employed as a teacher in a maintained school, a maintained nursery school, a
non-maintained special school or a pupil referral unit. However, this does not prevent them
from teaching in other settings where statutory induction is not mandatory.

An ECT working in a relevant school who has failed induction must be dismissed within ten
working days of them giving notice that they do not intend to exercise their right to appeal,
or from when the time limit for making an appeal expires without an appeal being brought.
If the ECT’s appeal is heard, and they have been judged as having failed induction, the
employer should dismiss the ECT within ten working days of being told of the outcome of
the hearing.

The TRA must ensure that the name of the person who has failed induction is included on
the list of persons who have failed to satisfactorily complete an induction period and notify
them of their inclusion. This must only be done once the time limit for making an appeal
against the decision has expired or following dismissal of such an appeal.

ECT Manager

Alban TSH Appropriate Body uses the online system ECT Manager to manage the completion
and submission of all progress reviews, formal assessments and Interim Assessments. ECT
Manager will send a series of reminders to the relevant users in the lead up to deadlines for
assessment submission.

Issues encountered whilst using ECT Manager can be resolved by contacting Victoria Angel.
Questions relating to the content of reports or circumstances specific to an individual ECT
should be directed to Maria Santos Richmond.

Roles and responsibilities
ECT
The ECT should:

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

13
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meet with their induction tutor to discuss and agree priorities for their induction
programme and keep these under review;

agree with their induction tutor how best to use their reduced timetable allowance and
guarantee engagement with their ITTECF-based induction programme;

provide evidence of their progress against the Teachers’ Standards;

participate fully in the agreed monitoring and development programme;

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

consult their Appropriate Body named contact at an early stage if there are or may be
difficulties in resolving issues with their induction tutor/within the institution;

keep track of and participate effectively in the scheduled classroom observations,
progress reviews and formal assessment meetings;

agree with their induction tutor the start and end dates of the induction period/part
periods and the dates of any absences from work during any period/part period; and
retain copies of all assessment reports.

Headteachers

The headteacher is, along with the Appropriate Body, jointly responsible for the monitoring,
support and assessment of the ECT during induction, and is expected to:

check that the ECT has been awarded QTS;

clarify whether the teacher needs to serve an induction period or is exempt;

agree, in advance of the ECT starting the induction programme, which body will act as
the Appropriate Body;

notify the Appropriate Body when an ECT is taking up a post in which they will be
undertaking induction;

ensure that the requirements of a suitable post for induction are met;

ensure the induction tutor has the ability and sufficient time to carry out their role
effectively;

ensure that the mentor has the ability and sufficient time to carry out their role
effectively;

ensure an appropriate ITTECF-based induction programme is in place;

ensure the ECT’s progress is reviewed regularly, including through observations of and
feedback on their teaching;

ensure that assessments are carried out and reports completed and sent to the
Appropriate Body;

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

ensure that all monitoring and record keeping is done in the most streamlined ad least
burdensome way;

make the governing body aware of the arrangements that have been put in place to
support ECTs serving induction;

14
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e make a recommendation to the Appropriate Body on whether the ECT’s performance
against the Teachers’ Standards is satisfactory or requires an extension;
participate appropriately in the Appropriate Body’s quality assurance procedures; and
retain all relevant documentation/evidence/forms on file for six years.

There may also be circumstances where the headteacher is expected to:

obtain interim assessments from the ECT’s previous post;
act early, alerting the Appropriate Body when necessary, in cases where an ECT may be
at risk of not completing induction satisfactorily;

e ensure third-party observation of an ECT who may be at risk of not performing
satisfactorily against the Teachers’ Standards;
notify the Appropriate Body as soon as absences total 30 days or more;
periodically inform the governing body about the institution’s induction arrangements;
advise and agree with the Appropriate Body where, in exceptional cases, it may be
appropriate to reduce the length of the induction period or deem that it has been
satisfactorily completed;

e consult with the Appropriate Body in cases where a part-time ECT has completed a
period covering, but not equivalent to, two school years and has met the necessary
requirements to reduce induction;

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

e notify the Appropriate Body when an ECT serving induction leaves the institution.

In addition to the above, headteachers of FE institutions, independent schools, academies
and free schools and nursery schools should also ensure the ECT’s post and responsibilities
comply with the specific requirements for statutory induction in these settings.

Induction tutors
The induction tutor (or the headteacher if carrying out this role) is expected to:

e provide, or coordinate, guidance for the ECT’s professional development (with the
Appropriate Body where necessary);
carry out regular progress reviews throughout the induction period;
undertake two formal assessment meetings during the total induction period
coordinating input from other colleagues as appropriate (normally one at the end of
term three and one at the end of term six, or pro rata for part-time staff);
carry out progress reviews in terms where a formal assessment does not occur;
inform the ECT, following progress review meetings of the determination of their
progress against the Teachers’ Standards and share progress review records with the ECT,
headteacher and Appropriate Body;

e inform the ECT during the assessment meeting of the judgements to be recorded in the
formal assessment record and invite the ECT to add their comments;

15
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ensure that the ECT’s teaching is observed and feedback provided;

ensure ECTs are aware of how, both within and outside the institution, they can raise any
concerns about their induction programme or their personal progress;

take prompt, appropriate action if an ECT appears to be having difficulties; and

ensure that all monitoring and record keeping is done in the most streamlined and least
burdensome way, and that requests for evidence from ECTs do not require new
documentation but draw on existing working documents.

Mentors
The mentor (or the induction tutor if carrying out this role) is expected to:

e regularly meet with the ECT for structured mentor sessions to provide effective targeted
feedback;

e work collaboratively with the ECT and other colleagues involved in the ECT’s induction
within the same school to help ensure the ECT receives a high-quality ITTECF-based
induction programme;

e provide, or broker, effective support, including phase or subject specific mentoring and
coaching; and

e take prompt, appropriate action if an ECT appears to be having difficulties.

Appropriate Bodies

The Appropriate Body has the main quality assurance role within the induction process.
Through quality assurance, the Appropriate Body should assure itself that:

Headteachers (and governing bodies where appropriate) are aware of, and are capable of
meeting their responsibilities for monitoring support and assessment. This includes checking
that an ECT receives an ITTECF-based induction programme, designated induction tutor and
mentor, and the reduced timetable; and the monitoring, support, assessment and guidance
procedures in place are fair and appropriate.

The role of an Appropriate Body can only be performed by the Body specified in regulations
and must not be delegated. The Appropriate Body may work with partners who can support
or facilitate the delivery of the roles and responsibilities. The Appropriate Body itself must
retain full responsibility for regulatory duties and powers including overseeing induction and
decisions on passing induction.

The Appropriate Body should, on a regular basis, consult with headteachers on the nature
and extent of the quality assurance procedures it operates, or wishes to introduce.
Institutions are required to work with the Appropriate Body to enable it to discharge its
responsibilities effectively.
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The Appropriate Body is expected to take steps to ensure that:

Headteachers have put in place an ITTECF-based induction programme for the ECT
and that their programme of support is clearly based on the ITTECF;

Headteachers (and governing bodies where appropriate) are meeting their
responsibilities in respect of providing a suitable post for induction;

the monitoring, support, assessment and guidance procedures in place are fair and
appropriate;

where an ECT may be experiencing difficulties, action is taken to address areas of
performance that require further development and support;

where an institution is not fulfilling its responsibilities, contact is made with the
institution to raise its concerns;

induction tutors have the ability and sufficient time to carry out their role effectively;
mentors have the ability and sufficient time to carry out their role effectively;
Headteachers are consulted on the nature and extent of the quality assurance
procedures it operates, or wishes to introduce;

any agreement entered into with either an FE institution or an independent school’s
governing body is upheld;

the headteacher has verified that the award of QTS has been made;

the school is providing a reduced timetable in addition to PPA time;

the ECT is provided with a named contact (or contacts) within the Appropriate Body
with whom to raise concerns;

FE institutions (including sixth-form colleges) are supported in finding schools for
ECTs to spend ten days teaching children of compulsory school age in a school;

ECTs’ records and assessment reports are maintained;

all monitoring and record keeping is done in the most streamlined and least
burdensome way and that requests for evidence from ECTs do not require new
documentation but draw on existing working documents;

agreement is reached with the ECT and the headteacher is consulted where a
reduced induction period may be appropriate or is deemed to be satisfactorily
completed;

agreement is reached with the ECT and the headteacher is consulted in cases where
a part-time ECT has completed a period covering, but not equivalent to, two school
years and has met the necessary requirements to reduce induction;

a final decision is made on whether the ECT’s performance against the Teachers’
Standards is satisfactory or an extension is required and the relevant parties are
notified; and

provide the DfE via ‘record inductions as an appropriate body' service with details of
ECTs who have started; completed (satisfactorily or not); require an extension to; or
left school partway through an induction period; together with details of the type of
induction an ECT is accessing.

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

17



4 ‘ AlbanTSH

B Teaching School Hub

e respond to requests from schools and colleges for guidance, support and assistance
with ECTs’ induction programmes;
provide information to the headteacher on the types of induction available; and
respond to requests for assistance and advice with training for induction tutors and
mentors.

The Governing Body

should ensure compliance with the requirement to have regard to this guidance;
should be satisfied that the institution has the capacity to support the ECT;
should ensure the headteacher is fulfilling their responsibility to meet the
requirements of a suitable post for induction;

e must investigate concerns raised by an individual ECT as part of the institution’s
agreed grievance procedures;

e can seek guidance from the Appropriate Body on the quality of the institution’s
induction arrangements and the roles and responsibilities of staff involved in the
process; and

® can request general reports on the progress of an ECT.

Teaching Regulation Agency
The TRA will carry out specific duties on behalf of the Secretary of State, including:
Statutory

e hearing appeals; and
e ensuring that the names of ECTs who have failed induction are included on the list of
persons who have failed to satisfactorily complete an induction period.

Non-statutory

e recording the progress of ECTs through their induction process and providing details
of teachers who have passed or failed induction to employers through the Employer
Access Online service.
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The Induction Programme Documentation

This section of the induction handbook describes the elements of the induction programme
as well as including documents* that must be completed as a record of the induction
programme.

*Please note that it is a requirement of registration with Alban TSH that these documents
are completed as a record of ECT Induction.

This requirement is an important element of the statutory quality assurance responsibility of
the Appropriate Body.

Meeting Notes form

The Meeting Notes form (MN) is used to record the meetings that take place between the
ECT and the induction tutor. The ECT and induction tutor must meet formally a minimum of
once each half-term — these meetings are the core part of the induction programme. We
recommend that the dates of these meetings for the whole year are agreed at the beginning
of the induction period and recorded on the Meeting Schedule form.

Meeting Schedule

The meetings must take place in an appropriate environment with sufficient time allocated
to allow for professional dialogue. Guidance for the focus of each meeting is given at the top
of each MN form.

The ECT’s induction tutor is responsible for completing the MN form in the meeting. Any
actions, linked to the ECT’s areas of focus, should be clearly recorded including the initials of
the person responsible for carrying out the action, and the date by which the action will be
completed or reviewed. Both the induction tutor and the ECT must retain a copy of the MN
form for their records.

Teachers Standards Evidence form

The Teachers’ Standards Evidence form (TSEF) is a working document that is completed by
the ECT throughout their induction period as a record of how they are meeting the Teachers’
Standards. The TSEF should be updated regularly by the ECT as evidence of their progress
throughout the induction period. It will form a key piece of evidence, which the induction
tutor will refer to when completing the progress reviews and assessment forms.

The ECT should make brief statements or bullet points underneath each Standard with a
reference to where the evidence may be found. e.g. (Lesson Observation Form 10/12/23).
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Lesson Observation form

We recommend use of the Alban TSH AB Lesson Observation form for formal ECT induction
lesson observations. The ECT must be formally observed teaching a minimum of once per
term, so at least 6 times during their induction period. We recommend an additional
observation during the other half terms, especially in the case of ECTs not on track.

Year 1
Term ECT should be observed by:
Autumn term 1 Any colleague with QTS
Autumn term 2 Induction Tutor or Headteacher (formal)
Spring term 1 Any colleague with QTS
Spring term 2 Induction Tutor or Headteacher (formal)
Summer term 1 Any colleague with QTS
Summer term 2 Induction Tutor or Headteacher (formal)
Year 2
Term ECT should be observed by:
Autumn term 1 Any colleague with QTS
Autumn term 2 Induction Tutor or Headteacher (formal)
Spring term 1 Any colleague with QTS
Spring term 2 Induction Tutor or Headteacher (formal)
Summer term 1 Any colleague with QTS
Summer term 2 Induction Tutor or Headteacher (formal)

Lesson observations with the Induction Tutor or Headteacher, should be full lesson
observations. If the induction tutor is new to the role, an early joint observation with the
headteacher or member of the senior leadership team is recommended.

In every case the headteacher, or member of the senior leadership team, must observe the
ECT teaching before the completion of their first assessment form.

The Alban TSH Lesson Observation Form should be completed by the person observing the
lesson and used to provide feedback to the ECT afterwards. The LOF has space to record the
agreed focus, comments, strengths and areas for development identified in the lesson
observed. On the second page of the LOF all of the Teachers’ Standards are listed. The ECT
and induction tutor should both keep a copy of the completed LOF.
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Progress Review Forms

Alban TSH uses the ECT Manager website to manage the completion and submission of all
Progress Review forms (PRF). The PRF is the statutory document which is used to record
progress at the end of autumn term 2, and spring term 2 in years 1 and 2.

The PRF will be completed by the induction tutor towards the end of 1 autumn term 2, and
spring term 2 in years 1 and 2. Therefore, in the case of a full-time ECT a PRF must be
completed, digitally signed and submitted to the Appropriate Body no later than ten working
days before the end of the autumn and spring terms in each induction year. The content of
the PRF will be discussed by the ECT and induction tutor during their regular meeting and
targets for the next term agreed.

It is the responsibility of the induction tutor, ECT and headteacher, to complete the PRF.
When completing the PRF the induction tutor, or headteacher, must base their comments on
evidence from:

Meeting Notes forms

Teachers’ Standards Evidence Form

Lesson Observation forms

Any other evidence provided e.g. lesson plans, assessment records, records of
communication

The induction tutor, or headteacher, must comment on:

Strengths*

Areas Requiring Further Development*
Evidence Used to Inform the Judgements
Targets for the Coming Term*

*Referenced to the Teachers’ Standards

The induction tutor must indicate on the form whether a) the ECT is on track to meet the
Teachers’ Standards, or b) there are concerns about the ECT meeting the Teachers’
Standards. This will help to ensure compliance with the ‘nothing unexpected’ rule in the
statutory guidance.

Following the completion of the form by the induction tutor, the ECT will receive an email
alert asking them to log in to ECT Manager. The ECT should read the report written by their
induction tutor and then add their comments. This is the ECT’s opportunity to record their
thoughts about their induction experience and we would like to read about their successes,
any challenges they are facing, as well as the identification of any areas in which they might
benefit from further development opportunities. The ECT will be asked if they are receiving
their statutory entitlements. The ECT then adds their digital signature to the form.

The induction tutor will then receive email alerts asking them to add their digital signatures
to the assessment form.
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In the case that the ‘not on track’ box is ticked, the Appropriate Body will be alerted
immediately and will then make contact with the induction tutor to discuss the provision of
an appropriate support plan for the ECT.

Assessment Forms

Alban TSH uses the ECT Manager website to manage the completion and submission of all
Assessment and Progress Review Forms.

The Assessment Form (AF) is the statutory document, which is used to record progress at
the end of Year 1 and, at the end of Year 2, to make the final recommendation about
whether the ECT’s performance against the Teachers’ Standards is satisfactory. Therefore, in
the case of a full-time ECT, an induction assessment form must be completed, digitally
signed and submitted to the Appropriate Body no later than 15 working days before the end
of the summer term in each year.

It is the responsibility of the induction tutor, ECT and headteacher, to complete the AF.
When completing the AF the induction tutor, or headteacher, must base their comments on
evidence from:

Meeting Notes forms

Teachers’ Standards Evidence Form

Lesson Observation forms

Progress Review forms

Any other evidence provided e.g. lesson plans, assessment records, records of
communication

The induction tutor, or headteacher, must comment on:

Strengths*

Areas Requiring Further Development*
Evidence Used to Inform the Judgements
Targets for the Coming Term*

*Referenced to the Teachers’ Standards

Following the completion of the form by the induction tutor the ECT will receive an email
alert asking them to log in to ECT Manager. The ECT should read the report written by their
induction tutor and then add their comments. This is the ECT’s opportunity to record their
thoughts about their induction experience and we would like to read about their successes,
any challenges they are facing, as well as the identification of any areas in which they might
benefit from further development opportunities. The ECT then adds their digital signature to
the form.

The induction tutor and headteacher will then receive email alerts asking them to add their
digital signatures to the assessment form.
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As soon as the ECT, induction tutor and Headteacher have all added their digital signatures
to the assessment form, the Appropriate Body will receive an alert to confirm that the AF is
ready to review. One of the Alban TSH Senior Advisors for AB will then review the AF and,
presuming everything is in order, will sign-off the form as reviewed. The ECT, induction tutor
and headteacher will receive an email that will confirm the AF has been reviewed. The
Appropriate Body will then notify the DfE via ‘record inductions as an appropriate body' of
the ECT’s progress. If the form has not been completed satisfactorily, for example the
assessment is too generic with no personalised references to the teacher, the form will be
rejected and the school will be asked to make amendments and re-submit the form, within 5
working days.

The assessment form is held online — but the ECT, induction tutor and headteacher are able
to download PDF copies of the assessment forms at any time. We advise all ECTs to
download copies of their reports and assessments for their own files.

Updated June 2025
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