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Support Staff 
 
The national conditions of service provide for Local Government Service staff to serve a 
probationary period.  Details of the provisions and the arrangements that should be made 
are set out in Appendix A. Where Local Government Service staff have previously 
worked for Haringey Council in a different school or in a substantially different role they 
may be subject to the appointment support procedure - details appear in Appendix B. 
 
Teachers 
 
Statutory Induction arrangements were introduced with effect from September 1999.  All 
newly qualified teachers are required to complete a period of induction if they wish to work 
in a maintained school or non-maintained special school.  
This also applies to teachers following the Graduate Training Programme or the 
Registered Training Programme. For teachers following the Overseas Trained Teacher 
Programme (OTT) they may be assessed against the QTS and the Induction Standards 
at the same time, however this applies only for a minority of candidates and most 
teachers on the OTT Programme will need to complete their induction after being 
awarded QTS.  
 
The period of induction for a full-time NQT is normally one academic year. For a part-time 
NQT the period is calculated pro-rata. 
 
The Induction programme is the joint responsibility of the headteacher, the LEA, the 
induction tutor, the newly qualified teacher and the governing body.  The programme 
consists of an individualised programme of inter-related monitoring, support and 
assessment, opportunities for development, formal assessments, and a timetable of 90% 
of normal average teaching time. 
Details of the induction arrangements for Teachers in England and Wales appears at 
Appendix C 
 
Further guidance on the induction arrangements can be obtained from the Professional 
Development Centre. 



 
Appendix A 

 
PROBATIONARY SERVICE: SUPPORT STAFF 

 
1     Introduction 
 
1.1      It is the intention of the school that every employee is treated in a fair, consistent 

and objective manner. An employee’s entitlement to condition of service, such as 
annual leave and sick pay are not affected by the probationary period, likewise 
statutory rights are not affected. 

 
1.2      Capability and Disciplinary Procedures will not apply during an employee’s 

probationary period. 
 
2     Scope 
 
2.1 It is the school’s policy that all offers of employment made to employees new to the 

school will be subject to the employee satisfactorily completing a probationary 
period. 

 
2.2 Support Staff who are promoted to a post either internally or externally are 

covered by the Appointment Support Procedure. 
 
2.3 If an employee changes jobs within the first six months of their employment with 

the school, he/she will normally be expected to complete a further period of 
probationary service (i.e. six months) from the date of their appointment to the new 
post. 

 
3 Purpose 
 
3.1 The period of probationary service provides a formal opportunity for managers to 

review the progress of new employees and to assess their suitability for the post 
to which they have been appointed. It enables managers to address any 
problems at an early stage and assess any training and guidance which may be 
necessary for the employee to achieve a satisfactory level of work performance. 
It also provides a check on the effectiveness of the Recruitment and Selection 
Procedure as it has been applied to the particular post. 

 
3.2 Once the probationary period has been completed, successfully, the school 

should confirm this in writing to the employee, with a copy to the Schools 
Personnel Team.  

 
4  Period of Probationary Service 
 
4.1 For most employees the Probationary period will be six months, which is a 



reasonable period within which to determine whether an individual is suitable for 
the post, providing fair opportunity for them to settle into the job and taking 
account of any learning curve which may be necessary. 

 
5 Representation 
 
5.1 Employees should be informed of their right to be represented at probationary 

review interviews by a trade union representative or colleague at relevant stages 
of the procedure (see paragraph 6.1.4 and beyond).  

 
6 Procedure 
 
6.1 It is the responsibility of the line manager to assess the suitability of the employee 

for the post to which they have been appointed and to ensure that the 
Probationary Assignment forms are completed. Normally assessments will be 
made initially after eight weeks, and subsequently at sixteen and twenty-two 
weeks. However earlier or more frequent review interviews may be conducted if 
necessary. 

 
6.1.1 First Probationary Review Interview 
 

After eight weeks an objective assessment should be made of the employee’s 
suitability for the type of work he/she is employed to undertake, using the job 
description, the person specification and the employee’s attendance record as a 
guide. A review interview should take place to discuss work performance/conduct, 
achievements and areas for improvement or development, including giving the 
employee the opportunity to discuss any difficulties he/she may have identified, 
and establishing any guidance and support which may be needed for the 
remainder of the probationary period. 
 
A Probationary Review Record Form should be completed, using the headings as 
guidance. Any further training needs should be identified, whether they are 
continuing "on-the-job” training, or more formal courses. The employee should be 
given the opportunity to make written comments on the form regarding the 
assessment if he/she so wishes. Once complete the form should then be signed 
and dated by the employee and manager. The employee should retain one copy 
of the form; a further copy should be placed on the employee’s personal file at the 
school. 
 
If the employee’s conduct and work performance is satisfactory at this point, then 
he/she should be informed of this. 
 
If the employee’s work performance/conduct falls short of that required, he/she 
should be told of the improvement(s) required, and informed of the possible 
consequences of not achieving this i.e. he/she will not have his/her employment 
confirmed on a permanent basis unless his/her work performance/conduct 



improves to a satisfactory standard.  
 

6.1.2 Second Probationary Review Interview 
 
After sixteen weeks a second review interview should be held, assessing work 
performance/conduct using the same criteria as for the first probationary review. 
 
A second Probationary Review Record Form should be completed, again giving 
the employee the opportunity to make written comments on the form regarding the 
assessment if he/she so wishes. Once completed the form should be signed and 
dated by the employee and manager. The employee should retain one copy of the 
form; a further copy should be placed on the employee’s personal file at the 
school. 
 
If the work performance/conduct is satisfactory, the employee should be informed 
of this. 
 

  If performance/conduct still falls short of the standard required, the employee 
must be told that, if no improvement has taken place by the final review interview 
at twenty-two weeks, dismissal may be recommended. If, however, the 
employee’s work performance/conduct had previously been satisfactory, but has 
now deteriorated, the reason for this present unsatisfactory work performance 
should be identified, remedial action agreed and the employee informed that 
improvement to the previous satisfactory standard should be attained by the final 
probationary review interview.  

 
6.1.3 Final Probationary Review Interview 
 

At twenty-two weeks a final probationary review interview should be held, 
assessing work performance/conduct using the same criteria as for the first and 
second probationary review. If the work performance/conduct is satisfactory the 
employee should be informed of this and the satisfactory completion of the 
probationary period confirmed in writing. 
 
A copy of the letter should be placed on the employees personal file at the school 
and a copy forwarded to the Schools Personnel Team. 
 
If the employee’s work performance /conduct is not satisfactory, the employee 
must be advised that his/her appointment will not be confirmed in writing and that 
a recommendation will be made to dismiss the employee. 

 
6.1.4 Unsatisfactory Work Performance/Conduct by the Employee 
 

If the employee’s work performance/conduct gives cause for concern at any time 
during the probationary period, such shortfalls must be discussed with the 
employee as specified by the Procedure. It is also important to seek advice and, if 



appropriate, the involvement of a Personnel Officer from the Schools Personnel 
Team. 
 
Where the employee’s shortcomings are such that dismissal before the end of the 
probationary period is contemplated, the manager should arrange a meeting with 
the employee. The employee must be advised of his/her right to representation at 
that meeting. At the meeting, the manager should advise the employee of the 
decision to recommend dismissal and the reasons for such a recommendation. 
The employee should also be informed of the right to appeal to an appropriate 
Panel of the Governing Body should the recommendation be confirmed by the 
Headteacher.  
 
The manager should inform the Headteacher and recommend that the employee’s 
employment be terminated. He/she should clearly state the reasons why the 
dismissal of the employee is being recommended. The decision of the 
Headteacher will be confirmed in writing to the employee.  
 
Should an employee wish to appeal against the Headteacher’s decision they will 
need to do so within ten working days of his/her having received notification of the 
Headteacher’s decision.  Any hearing of the panel represents the employee’s final 
level of appeal. 

 
6.2 Composition of the Appeal Panel 
 

A panel of at least three governors appointed and authorised by the governing 
body to determine appeals shall hear the appeal. No governor hearing an appeal 
shall have been involved in the decision to which the appeal relates. Staff 
governors may be members of the Panel, unless they could be a candidate for the 
post held by the employee concerned, or if they have been involved in any way in 
the case, either as a witness or as the person making the allegation under 
consideration. 

 
6.3 Notice of the Appeal Hearing 

Within twenty working days of the receipt of a notice of appeal, arrangements will 
be made for the case to be heard. The employee and the Headteacher shall be 
given ten working days’ notice of the date of an appeal hearing or such shorter 
notice as may be mutually agreed. The employee shall be entitled to attend the 
appeal hearing and to be represented at the hearing by a trade union 
representative, or colleague. 

 
6.4 Possible Outcomes of an Appeal Hearing 
 

The Panel of Governors hearing the appeal may: 
 
a) Confirm or quash the determination that the employee should cease to work at 

the school; 



b) Extend the period of probation for a designated period (normally this will not be 
more than three months); or 

c) In exceptional cases re-start the probationary period 
 
6.5 Giving the decision 

 
The decision of the panel of governors shall be given to the employee orally and 
shall be confirmed in writing by the clerk to the governors to the employee and the 
Headteacher within five working days of the hearing. 

 
6.6 If the Panel determine that the employment should be terminated this should be 

conveyed in writing to the employee with the required period of notice and 
notification forwarded to the Schools Personnel Team.  

 
6.7 Extension of Probationary period 
 

If, in exceptional circumstances, it is difficult to make a firm decision about the 
suitability of the employee for the post after twenty-two weeks, it may be 
appropriate to extend the probationary period. This decision should be taken in 
consultation with the Schools Personnel Team, and the extension should be no 
more than three months over the original six months. An extension in these 
circumstances should only be used when periods of absence e.g. annual leave, 
sick leave etc: 
 
a) Have made it impossible to carry out the review; or 
b) If an identified problem is likely to be resolved within the extra time allowed. 
 
If, after an extended probationary period, the employee’s work 
performance/conduct still falls short of that required, a recommendation for 
dismissal should be made, following the procedure (at paragraph 6.1.4 onwards). 
 

7. Guidance note for managers. Induction to the Workplace.  
 

Before arrival  
Ensure the following is available (where applicable): 
Desk, Chair, Bin, Writing paper, pens, pencils, diary, PC plus log0on ID, Internal 
Directory, Public Service Standards Booklet, School Health & Safety Statement 
and local organisational arrangements, protective clothing, tools. 
 
Upon arrival show the work location and where to keep personal belongings. 
 
In Days 1 and 2 arrange a tour of the Section/Division and introduction to 
Managers and other colleagues particularly those where close liaison is necessary. 
Whilst touring, include toilets, emergency exits, refreshment facilities, and parking 
facilities (if relevant). 
 



Explain/outline the job and related expectations/ground rules. 
 
Explain any specific time keeping arrangements including flexitime if relevant.  
 
Issue relevant keys, ID card, uniform, security access codes. 
Issue local arrangements for Health & safety and, where applicable, issue safety 
wear/equipment. 
Explain specific safety procedures, fire prevention and emergency evacuation 
procedures. 
 
Give details of first- aider(s) and telephone numbers. 
 
Explain: 

 Role of safety representatives 

 Use of VDU (if applicable) and eyesight testing procedures. 

 Immunisation/vaccination procedure (if applicable) 

 Infection Control Procedure (if applicable)  
 
Within the 1st week go through the Induction Pack contents, section by section, 
and check that the employer understands all the information.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix B 
 

APPOINTMENT SUPPORT PROCEDURE. SUPPORT STAFF  
 
 

1    Introduction 
 
1.1 It is the intention of the school that every employee is treated in a fair, 

non-discriminatory, consistent and objective manner. 
 
1.2 In cases where the Appointment Support Procedure is to apply, it should be stated 

in the employee's terms and conditions of employment. 
 
2    Scope 
 
2.1 It is the school’s policy that all existing employees who have completed their 

probationary period and then subsequently take up a new appointment within the 
school will be subject to the provisions of the Appointment Support Procedure 
(except teaching staff who are subject to an induction year covered by separate 
arrangements). 

 
2.2 Employees who change jobs within the first six months of their employment with 

the school will also not be covered by the Appointment Support Procedure.  In 
these circumstances, employees will normally be required to complete a further 
period of probationary service (i.e. six months) from the date of their appointment 
in the new post. 

 
2.3 Staff will only be subject to the appointment support procedure when changing 

jobs within the school if there is a substantial change in role. 
 
3 Purpose 
 
3.1 The purpose of the Procedure is to support an employee during the important first 

few months following their transfer to a new post.  By providing additional support 
during the transitional phase it is hoped to maximise the chances of the employee 
successfully adapting to their new role whatever the reason for the change. 

 
3.2 The period of appointment support provides a formal opportunity for the new 

manager to set the standards of work performance expected of the new 
employee, to review progress and to assess the suitability of that employee for 
the post they have accepted.  The Procedure enables managers to address any 
problems at an early stage and assess any training and guidance which may be 
required for the employee to achieve a satisfactory level of performance.  It also 
provides a check on the effectiveness of the recruitment and selection and 
induction processes. 

 



3.3 Once the period of Appointment Support has come to an end, the employee's 
performance will be monitored on an on-going basis and formally assessed 
under the School’s normal arrangements. 

 
4 Period of Appointment Support 
 
4.1 For most employees the Appointment Support period will be six months, which is 

a reasonable period within which to determine whether an individual is suitable 
for the post, providing a fair opportunity for them to settle into the job and taking 
account of any learning curve which may be necessary. 

 
5 Representation 
 
5. 1 It is not necessary for employees to be represented at Appointment Support 

review interviews.  If, however, the employee requests to be 
represented/accompanied by either his/her Trade Union representative or a work 
colleague, the request should not be unreasonably refused.  If necessary, the 
Appointment Support review interview should be adjourned for a reasonable 
period to enable the employee to arrange for his/her representative/colleague to 
attend.  This is particularly important in cases where the employee's performance 
is considered to be unsatisfactory. 

 
5.2 Appointment Support review interviews do not constitute formal hearings as 

defined in the ACAS Code of Practice on Disciplinary and Grievance Procedures 
and therefore an employee does not have a statutory right to be accompanied at 
any of these meetings held under the Procedure. 

 
5.3 Trade Union representation will be afforded to an employee, where requested, 

irrespective of whether or not the union to which the employee belongs is 
recognised by the school. 

 
6 Procedure 
 
6.1 It is the responsibility of the line manager to assess the suitability of the employee 

for the post to which they have been appointed and to ensure that the Appointment 
Support Assessment forms are completed.  Normally assessments will be made 
initially after eight weeks, and subsequently at sixteen and twenty-two weeks.  
However, earlier or more frequent review interviews may be conducted if there are 
any concerns about the employee's work performance/conduct.  It is particularly 
important that any shortcomings on the part of the employee are addressed at the 
earliest opportunity and are not left to the next scheduled review interview. 

 
6.1.1 First Review Interview 
 

After eight weeks an objective assessment should be made of the employee's 
suitability for the type of work he/she is employed to undertake, using the job 



description, the person specification and the employee's attendance record as a 
guide.  A review interview should take place to discuss work performance/conduct, 
achievements and areas for improvement or development, including giving the 
employee the opportunity to discuss any difficulties he/she may have identified, 
and establishing any guidance and support which may be needed for the 
remainder of the appointment support period. 

 
A Support and Development Review Record should be completed, using the 
headings as guidance. Any further training needs should be identified, whether 
they are continuing "on-the-job" training, or more formal courses.  The employee 
should be given the opportunity to make written comments on the form regarding 
the assessment if he/she so wishes.  Once completed the form should then be 
signed and dated by the employee and manager.  The employee should retain one 
copy of the form; a further copy should be placed on the employee’s personal file at 
the school. 

 
If the employee's work performance and conduct is satisfactory at this point, then 
he/she should be informed of this. 

 
If the employee's work performance or conduct fails short of that required, the 
manager should clearly explain how the employee is under performing and identify 
a course of action to remedy the situation, e.g. closer supervision, additional 
training etc.  Timescales for improvement should be clearly specified and the 
possible consequences of not achieving the required standard(s) should also be 
explained to the employee, i.e. demotion, re-deployment etc. 

 
6.1.2 Second Review Interview 
 

After sixteen weeks a second review interview should be held, assessing work 
performance/conduct using the same criteria as for the first review. 

 
A second Support and Development Review Form should be completed again 
giving the employee the opportunity to make written comments on the form 
regarding the assessment if he/she so wishes.  Once completed, the form should 
be signed and dated by the employee and manager.  The employee should retain 
one copy of the form; a further copy should be placed on the employee's personal 
file at the school. 

 
If the work performance/conduct is satisfactory, the employee should be informed 
of this.  If work performance/conduct still falls short of the standard required, the 
employee must be told of the likely consequences if no improvement has taken 
place by the final review interview at twenty-two weeks.  If, however, the 
employee's work performance/conduct had previously been satisfactory, but has 
now deteriorated, the reason(s) for this present unsatisfactory work 
performance/conduct should be identified, remedial action agreed and the 
employee informed that improvement to the previous satisfactory standard should 



be attained by the final review interview. 
 
6.1.3 Final Review Interview 
 

At twenty-two weeks a final Appointment Support review interview should be held, 
assessing work performance/conduct using the same criteria as for the first and 
second reviews. 

 
If, at the final review, the employee's work performance/conduct is satisfactory 
then he/she should be informed of this and a recommendation made on the 
Support and Development Review Record Form that the employee should 
continue in the current post. 

 
 A letter should be sent subsequently to the employee to confirm the decision and 
a copy placed on the employee’s personnel file at the school, and a copy 
forwarded to the Schools Personnel Team.  

 
If by the time of the final review, despite additional training, and/or close 
supervision and/or other remedial action, the employee's work 
performance/conduct has not improved sufficiently to meet the standards required, 
the manager should consult the Schools Personnel Team for advice and to 
discuss the options available. 

 
 The options available to the manager include: 
 

 Extension of the Appointment Support period; or 
 

 Instigation of Stage 3 of the School’s Capability Procedure or 
 

 Examining the feasibility of re-deployment. 
 

 
 

 6.1.4 Extension of Appointment Support Period 
 

If, in exceptional circumstances, it is difficult to make a firm decision about the 
suitability of the employee for the post after twenty-two weeks, it may be 
appropriate to extend the appointment support period.  This decision should be 
taken in consultation with the Schools Personnel Team, and the extension 
should be no more than three months in addition to the original six months. 

 
An extension in these circumstances should only be used when periods of 
absence, e.g. annual leave, sick leave etc:. 

 
 have made it impossible to carry out the review; or 

 



 if an identified problem is likely to be resolved within the extra time 
allowed. 

 
If, after an extended appointment support period, the employee's work 
performance/conduct still falls short of that required, advice should be sought from the 
Schools Personnel Team with a view to instigating Stage 3 of the Capability Procedure. 
 



 
        
 
PRIVATE & CONFIDENTIAL 
*Probation/*Support & Development Review Record 
(*delete as appropriate) 
 

Name   

Position Title   

School   

Service/Faculty   

Section/Team   

Line Manager's Name   

Date Commenced   

Assessment Completion Date   

 
 
 
PROBATION SUPPORT & DEVELOPMENT  
 
          

Meeting No. Date Timescale Distribution 

1  No later than 8 
weeks after start 
date.  

 Employee 
Manager  

    

2  No later than 16 
weeks after start 
date  

 Employee 
Manager  

3  Within 22 weeks 
after start date.  

 Employee 
Manager  

 
 
 
This timescale should be followed for probation and support & development 
covering a 6-month period. 
 



 
a. Review Record 
 

Work Area Satisfactory Development 
& 
improvement 
required   

Remarks (if development or 
improvement is required, 
provide details on steps 
needed to achieve this and 
the timescale). 

Knowledge and 
understanding of 
duties of the post   

      

Quality/Accuracy 
of work    

        

Communication 
Skills     

      

Organisational 
Skills     

      

Ability to meet 
targets/deadlines    

      

Ability to work as 
part of a team    

      

Management/ 
Supervisory skills 
(if applicable)     

      

Other aspects 
(please specify)    

   

 
 
 
b. Attendance Record 
 
Satisfactory   Unsatisfactory    

Type of issue No. of days No. of periods/times 

Sickness    

Lateness    

Other absence (exc. 
Leave) 

  

 
 

COMMENTS 

 

 

 

 
 



c. Training/support/development provided 
 

 

 

 

 

 
 
d. Areas requiring further comments/recommendations by Line Manager. 
 

 

 

 

 

 
 
e. Employee's Comments 
 

 

 

 

 

 
 
 
 
 
Signed by Line Manager …………………………Dated …………… 
 
Signed by employee ………………………………Dated ………….. 
 
Copy for manager, employee and employee's personal file. 
 
 



APPENDIX C 
 

TEACHER INDUCTION 
 

Every teacher awarded qualified teacher status (QTS) is required to complete an 
induction programme usually lasting one academic year, on taking up their first teaching 
post in a maintained school in England or Wales. 
The statutory requirements and entitlements for this induction period in England are set 
out in DfES Guidance Document 0458/2003. 
 
Teachers who are required to serve an induction period  
All newly qualified teachers (NQT’s), including peripatetic and supply teachers, serving in 
maintained schools in England and Wales, need to complete induction. Exceptions are:- 

 Teachers who obtained qualified teacher status on or before 7 May 1999 (England 
only) or 1 April 2003 (Wales only). 

 Supply teachers employed for less than one term. However, this only applies for a 
year and a term after the NQT’s first appointment as a supply teacher- he or she 
must then begin induction unless in exceptional circumstances. 

 Supply teachers employed for more than a term to cover for absent teachers only: 
the post must involve regular teaching of the same classes to be eligible for 
induction: 

 Teachers who have satisfactorily completed induction in the other countries of the 
UK, Gibraltar or the Service Children’s Education School Induction Programme in 
Germany or Cyprus; 

 Those without QTS who are employed under special provision, such as those 
undertaking the graduate, registered and Teach First Programmes, although they 
must undertake induction once awarded QTS; 

 Those employed as instructors and, for up to four years, overseas-qualified 
teachers; 

 Teachers from the European Economic Area (EEA); and 

 Overseas-trained teachers from outside the EEA with at least two years’ 
experience who have obtained QTS and who have been assessed simultaneously 
as having met both the QTS and the Induction Standards. 

 
Schools which can provide induction 
 Schools which can provide induction are: 

 Maintained schools; 

 Non-maintained special schools; 

 Sixth form colleges where, before induction begins, it has been agreed that the 
LEA will act as the Appropriate Body; 

 City technology colleges and city academies (England only); 

 Independent schools where, before induction begins, it has been agreed that the 
LEA or Independent Schools Council Teacher Induction Panel will act as the 
Appropriate Body and where, for primary, the curriculum meets National 
Curriculum requirements or, for secondary, the curriculum includes all the core and 
foundation subjects; and 



 Early years settings where there is a Headteacher, the induction tutor has QTS, 
and the induction programme will provide the NQT with opportunities to meet all of 
the QTS and Induction Standards. 

 
In the case of sixth form colleges no more than 10% of the NQT’s teaching should be of 
students aged 19 or over. The inductee should also spend the equivalent of at least ten 
school days teaching children of compulsory school age, although the DfES recommend 
that “every effort” should be made to provide 20-25 school days’ experience in a school 
setting. An NQT serving induction in a sixth- form college must also have an induction 
tutor who holds QTS. 
 
Institutions that cannot provide induction are: 

 Pupil referral units; 

 Independent schools that do not met the above requirements; and 

 Schools in special measures, unless HMI states in writing that the school is 
suitable. However, if a school which is found to require special measures already 
has NQT’s in post, their induction can be completed at the school.   

 
 
If a school cannot offer the NQT the necessary breadth of experience needed to meet the 
requirement it must ensure that the NQT is provided with appropriate additional support. 
For example, maintained nursery schools and early years’ centres designated as nursery 
schools may need to provide NQT’s with some additional classroom experience at Key 
Stage 1. Similarly, NQT’s working in special schools may need additional experience in a 
mainstream school.  
 
The Appropriate Body  
  
The Appropriate Body is the body which decides whether an NQT has met the Induction 
Standards. For all maintained schools, sixth form colleges and non-maintained special 
schools, the LEA is the Appropriate Body. 
The Appropriate Body has overall responsibility for the quality assurance of induction 
arrangements. It is required to ensure that Headteachers and governing bodies are 
aware of and are capable of meeting their responsibilities for monitoring, support and 
guidance and for undertaking “rigorous and fair” assessment of the NQT. The Appropriate 
Body can also, at the request of schools, provide guidance, support and assistance to 
schools. If an Appropriate Body does not believe a school is fulfilling its responsibilities, it 
must act immediately, well before the end of the induction period.  
 
The Appropriate Body must identify a named contact for NQT’s with whom they can raise 
concerns about induction which have not been resolved with the school. This person 
should not be directly involved in supporting, monitoring or assessing the NQT.  
 
Appropriate Bodies are required to inform the NQT, Headteacher and General Teaching 
Council (GTC) of the outcome of induction. They must provide the GTC with lists of 
successful inductees, those who fail induction, and those who have their induction period 



extended. For NQT’s who fail, they must inform them of their right to appeal, contact 
details for the Appeal Body and the deadline for appeals. 
 
The skills test in England  
 
In England teacher trainees who qualified since 1 May 2001 are required to pass literacy, 
numeracy and ICT skills tests in order to gain QTS. This means that induction can only 
begin when a teacher has passed all of the skills tests and been awarded QTS. In Wales 
there is no requirement to take the skills tests in order to gain QTS and begin induction. 
The guidance states however that induction tutors should pay particular attention to 
whether NQT’s are having any difficulties with literacy, numeracy or ICT. An NQT who 
trained in Wales but takes up a teaching post in England does not need to take the skills 
tests, provided that they were awarded QTS in Wales.  
 
The induction period 
 
Only teachers with QTS are eligible to begin induction. An NQT must be employed for at 
least one term for this period to be counted towards induction. This may be on a full or part 
time basis. The induction period for a part-time NQT is calculated pro rata, so that the 
same number of school sessions is covered as for a full time NQT. 
There is no time limit for starting induction and an NQT may take a break between the 
periods that make up induction but it is expected that induction will be completed within 
five years of starting it. If an NQT has still not finished induction after 5 years, he or she 
may apply to the Appropriate Body for an extension. 
 
The induction period is normally one academic year- this may be three, four or five terms 
depending on the system operated by the school. If an NQT moves between schools 
operating different systems during their induction year, the induction period is one 
calendar year. The induction period can only be extended before completion if the NQT 
has been absent due to illness for 30 school days or more or because she has taken 
statutory maternity leave. 
 
An NQT working as a supply teacher can only take contracts of a term or more if the 
Headteacher agrees in advance that the period will count towards induction. If it becomes 
clear part way through a short-term supply engagement that the post will last another term 
or more, the NQT and Headteacher can agree that the remainder of the employment can 
count towards induction- they cannot however count retrospectively the time they have 
already spent at the school. With these provisos, NQT’s employed on a supply basis must 
be treated in the same way as permanent employees for the purposes of induction.  
 
A supply teacher who qualified after 7 May 1999 ( England only) or after 1 April 
2003 ( Wales only) and has done short-term supply work for more than a year and a 
term may only be legally employed if he or she is undergoing or has already 
served an induction period. 
 
In exceptional circumstances, however, the LEA may be able to extend the NQT’s 



entitlement to undertake short-term supply work for up to an additional 12 months- for 
example where: 

 there is a shortage of inductable posts in the region; 

 there are personal circumstances which prevent the NQT from moving to an area 
to look for a suitable post; or 

 serious illness prevents the NQT from taking a post of at least one term. 
 
Such decisions are made on a case-by-case basis by LEAs. 
 
Newly qualified teachers’ entitlements  
In England, DfES Guidance 0458/2003 (and in Wales WAG Circular 18/03) set out what 
NQT’s should expect to receive, as a minimum, during their induction year. 
 
Job Description 
 
No NQT, regardless of how he or she is employed, should be given a job description 
which makes unreasonable demands. As defined by DfES and WAG, an NQT should 
normally serve induction in a post which: 

 does not require teaching outside the age range and subjects for which he or she 
has trained.  

 does not present the NQT with especially demanding discipline problems on a 
day-to-day basis. If an NQT is given a difficult class, he or she should also be given 
extra support; 

 involves regular teaching of the same classes; 

 involves planning, teaching an assessment similar to that undertaken by other 
teachers in the school; and 

 does not involve additional non-teaching responsibilities without appropriate 
support. 

 
Advice 
 
NQT’s should be provided with advice on a wide range of matters, such as: 

 The nature of their contract of employment, a list of duties and management 
arrangements for the school; 

 The timetable and support arrangements; 

 Names and contact details of induction tutors; 

 A schedule for formal assessments and meetings; 

 Sickness and other absence arrangements; 

 Salary and pension arrangements; and 

 All relevant school policies such as health and safety, equal opportunities, cover 
and behaviour policies.  

 
Monitoring and Support 
 
NQT’s should be provided with a programme of monitoring and support which is tailored 
to their individual needs and which will help them meet the requirements for satisfactory 



completion of the induction period. The programme should include: 

 Support from a designated tutor; 

 Observation of their teaching and feedback on it.  The NQT should be observed at 
least once every six to eight weeks, including in his or her first month of 
employment. Observations should follow procedures and have a focus, which are 
agreed in advance. A brief written record should always be made which indicates 
where action should be taken; 

 Professional reviews of progress, which should take place between the induction 
tutor and NQT every six to eight weeks. These meetings should be used to review 
and revise the NQT’s objectives in the light of their current progress. A written 
record should be kept of the NQT’s progress towards objectives, any new 
objectives and the support the school has or will provide to enable the NQT to meet 
his or her objectives. 

 Opportunities to observe experienced teachers, in either the NQT’s school or 
another school where good practice has been identified, and 

 Other targeted professional development activities which will help the NQT to meet 
the Induction Standards. These may be those identified in the Career Entry and 
Development Profile (in England) and the Career Entry Profile (in Wales) as well 
as those arising from professional reviews throughout the year. 

 
Timetable 
 
All NQT’s should have a timetable no more than 90% of normal average teaching time to 
allow their induction to take place, including those working on a supply or part-time basis.  
The time released by the reduced teaching load may be used in whatever way is 
appropriate for individual NQT’s and their schools. This time must be protected and not 
used simply as extra non-contact time.  
 
Release Time 
 
Release time should be “distributed appropriately” throughout the year, preferably on a 
regular weekly basis in order that the inductee can plan both his/ her teaching and 
induction time in advance. If release time is cancelled for unavoidable reasons, such as 
staff illness, it should be made up at some other time.  
 
Registering Concerns 
 
If an NQT is not satisfied with the content and/or delivery of the school’s induction 
programme he/ she has the right and also the responsibility to register their concerns. He 
or she should first use the school’s own internal procedures, but if the NQT’s concerns go 
beyond the school’s systems or if they feel their concerns have not been addressed, the 
NQT is entitled to contact a named individual at the Appropriate Body. 
 
Contracts  
 
An NQT should normally be employed on a permanent contract except where there is 



objective justification for a fixed term or temporary contract. The induction arrangements 
override the Burgundy Book (Conditions of Service for School Teachers in England & 
Wales) and allow for the dismissal of teachers who do not satisfactorily complete 
induction.   
 
Assessment 
 
NQT’s must be assessed against and meet the Induction Standards (England) or End of 
Induction Standard (Wales) in order to complete satisfactorily their induction. These 
require an NQT to demonstrate that he or she has continued to meet the standards for the 
award of QTS consistently and independently. They also focus on aspects of professional 
practice which can be developed only whilst working as a qualified teacher, over a 
sustained period of time.  
 
As well as the on-going assessment by the induction tutor which will take place as a result 
of observations, three formal summative assessment meetings should take place 
between the NQT and either the Headteacher or induction tutor during the induction 
period. Usually, these assessment meetings should be held at the end of each term. In 
schools with different termly patterns the meetings should be held at equal intervals. 
 
Usually: 

 the first meeting will focus on how far the NQT is consistently meeting the QTS 
Standards and is beginning to meet the End of Induction Standard or Induction 
Standards; 

 the second meeting will focus on the NQT’s progress in meeting the End of 
Induction Standards or Induction Standards; and 

 the final meeting will be used to determine whether the NQT has met all the 
requirements for induction. It should take place as late as possible in the third term. 

 
The NQT should participate fully in assessment procedures and receive copies of all 
written records relating to their assessment. 
 
Evidence required to inform the formal assessment meetings must include written reports 
from at least two observations and two progress review meetings that have taken place 
during that term. Other evidence could include the NQT’s: 

 Pupil assessment records; 

 Lesson plans and evaluations; 

 Self-assessment and professional development documentation; and 

 Information about liaison with others, e.g. parents and other teachers. 
 
It is more likely that a wider range of evidence will be used for weaker NQT’s. 
 
At the end of the induction period the Headteacher is required to complete a formal 
recommendation of whether or not the NQT has met the Induction Standard. 
 
 



The right to Union representation  
 
It is expected that most employers will agree to such representation if it has been 
requested. 
 
The role of the Appropriate Body 
 
Appropriate Bodies may use their own assessment forms or those provided by the DfES 
or WAG. In either case, these must be completed after the first two summative 
assessment meetings and should clearly indicate whether an NQT is making satisfactory 
progress at that time. The assessment forms should be signed by the Headteacher, 
induction tutor and NQT and then sent to the Appropriate Body within ten working days of 
meetings. There is a space for NQT’s to make comments on these forms if they wish. 
 
At the end of the induction period, theHeadteacher must recommend to the Appropriate 
Body whether or not the NQT has met all the requirements of the induction period. The 
Appropriate Body must then decide within twenty working days whether the NQT has 
achieved the required standards and must take into account the Headteacher’s 
recommendation. 
 
Unsatisfactory Progress 
 
The vast majority of NQT’s complete induction satisfactorily. In England the DfES has 
estimated that less than one per cent of NQT’s fail induction. If, however, an NQT is not 
making satisfactory progress, it is essential that early action is taken to support and 
advise the NQT to make the necessary improvements. 
 
The Headteacher must ensure that procedures are in place to give early warning of any 
difficulties the NQT is having and that this information is communicated quickly to the 
NQT and all those with responsibility for the NQT’s induction. Action should not be 
delayed until a formal assessment meeting.  
 
The termly assessment forms sent to the Appropriate Body should clearly indicate 
whether the NQT is at risk of failing. The report should give details of identified 
weaknesses, agreed objectives, support given and planned and the evidence used to 
inform the judgement, all of which the Headteacher and Appropriate Body must assure 
themselves are fair and accurate. 
 
At the same time, the Headteacher should write to the NQT about the assessment and 
the consequences of failing to make the necessary improvements. This letter should also 
inform the NQT of when the Appropriate Body’s NQT Panel will meet and that the NQT is 
entitled to make written representation to the Panel within ten working days of the 
Headteacher’s recommendation. A copy of the summative assessment report should be 
attached to this letter. It is also advisable to send a copy to the letter to the Appropriate 
Body. 
 



If the Headteacher is not the induction tutor, he or she should observe the NQT teaching 
and review the evidence available. If the Headteacher is also the induction tutor, he or 
she will need to involve a third party to show that their assessment is fair. 
 
NQT’s judged as unsatisfactory are always advised to seek representation at all meetings 
to discuss their future. In addition to any local agreement, the Employment Relations Act 
1999 provides a statutory right for employees to be represented in grievance or 
disciplinary hearings. In this case, the assessment hearing would be tantamount to such 
a hearing.  
 
The Appropriate Body may either extend the induction period or judge that the NQT has 
failed to complete satisfactorily induction. Extension is only granted in exceptional 
circumstances, such as for circumstances beyond the NQT’s control or where there is 
insufficient evidence on which to base a decision. 
 
If an NQT has failed the induction period and is appealing, the employer can dismiss him 
or her at that point or can continue to employ him or her pending the outcome of the 
appeal, subject to very stringent conditions. The NQT may not take responsibility for a 
class or teach a subject to a group of pupils which is not also taught that subject by a 
qualified and experienced teacher at the school. This means that, legally, the NQT must 
not have sole charge of a class but may team-teach with a suitable colleague. If the 
NQT’s appeal subsequently fails, he or she must be dismissed within ten working days of 
the outcome of the hearing.  
 
The employer of an NQT who has failed induction and does not intend to appeal must 
dismiss that NQT within ten working days from the date either when they gave notice of 
this intention or from the date when the deadline for appeal expired. 
 
If, following an extension of the induction period, the school does not wish to continue to 
employ the teacher this is not classed as dismissal following failure of induction. 
Employment would have to be terminated on other grounds, such as competence.  
The Headteacher may instigate capability procedures at any stage before the end of the 
induction period if “the NQT is not only likely to be incapable of completing an induction 
period at the school satisfactorily, but also that the education of the children under the 
NQT is, in the meantime, being seriously affected”. This may lead to the dismissal of the 
NQT before the end of the induction period. However, for as long as the NQT remains at 
the school, the induction procedure must continue in parallel with the capability 
procedure. In addition, if an NQT is dismissed on the grounds of capability before the end 
of an induction period, they may complete induction at another school. 
 
Appeals Procedure 
 
The GTC is the Appeal Body for NQT’s induction and any decision it makes is final. Notice 
of appeals must be sent to the Appeal Body within 20 working days of the NQT receiving 
the decision, although the Appeal Body has the discretion to extend this time limit. The 
Appeal Body can either allow or dismiss the appeal or extend the induction period. The 



Appeal Body will send a copy of the NQT’s notice of appeal to the Headteacher who made 
the induction recommendation. The Headteacher may also be asked to participate in the 
appeal process, often as part of the Appropriate Body’s evidence to the Appeal Body. 
 
 
(This document was agreed between Management and Trade Unions on 15 
November 2004.) 
 
  
 
  


