
 

 

 
 
 
 
 

 

 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

NQT Induction Policy 
 
 
 
 
 

NB:  Throughout this document Latchmere Academy Trust may be abbreviated to “LAT” 

 



 

 

Rationale 
Newly qualified teachers represent an exciting opportunity to bring new ideas and a 
fresh outlook to our Trust. Furthermore, the first twelve months are of considerable 
significance in the professional development of the new teacher. Our induction 
process ensures the appropriate guidance, support and training is provided. This 
include the development of skills, knowledge, expectations and observations through 
a structured but flexible programme. 
 
We recognise that a whole-school approach to teacher induction is important and 
that the quality and commitment of those who supervise the induction is a crucial 
factor for continued success. 
 
Roles and Responsibilities 
The Trust’s responsibilities include: 

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

 Notifying the appropriate body when an NQT joins the Trust, before the 

appointment begins 

 Ensuring that an appropriate induction programme is in place 

 Where relevant, obtaining documentation from the NQT’s previous post 

including any interim assessment and details of absences, and taking this into 

account in determining the length and nature of the NQT’s induction 

programme and period 

 Ensuring the induction mentor is appropriately trained and has time to carry 

out the role 

 Being proactive and timely in cases where an NQT may be at risk of not 

completing induction satisfactorily, ensuring third party observation of the 

NQT 

 Ensuring termly assessment reports are completed and sent to the 

appropriate body as required 

 
Induction Mentors 

Our practice embraces the expectations outlined in the 2016 non-statutory National 
Mentoring Standards document. Mentors are experienced practitioners and hold 
leadership positions within the school. Mentors are required to attend ‘Mentor 
Training’ led by Kingston University on a bi-annual basis. [see appendix] 
 
The Induction Mentor’s role is to: 

 Ensure the NQT knows and understands the induction period and 

assessment process  

 

 Ensure the NQT knows and understands the roles and responsibilities of all 

those involved in the induction period 

 



 

 

 Produce a tailored support programme building on the NQT’s Career Entry 
and Development Profile 
 

 Draw upon the expertise of other staff in school to contribute to the induction 

programme 

 

 Meet regularly with the NQT to provide support and guidance 

 

 Undertake well focused lesson observations and provide prompt and 

constructive verbal and written feedback 

 

 Review, with the NQT, the progress against their targets and against the 

Teachers’ Standards  

 

 Provide three formal assessment meetings, one at the end of each term 

 

 Provide termly assessment reports to the appropriate body 

 
NQT Induction prior to start date 

Arrangements are made between the NQT and the Trust/SLT to spend as many 
days as possible in school prior to their start date. They will familiarise themselves 
with the Leadership Team, their Induction Mentor, their BPM/Leader and year group 
team and school systems. During this time, the new member of staff is made aware 
of: 

 Key personnel and their roles and responsibilities 

 School layout – including emergency exits, office areas, classrooms  

 Term dates, school times, meeting dates and times 

 Staff handbook which contains all relevant information about systems, 
expectations and procedures 

 Signing in arrangements, fire drill arrangements and other safety and security 
issues (such as ‘lockdown’) 

 Arrangements for first aid 

 Accident and incident reporting 

 Class lists  

 Daily Planner information 

 Inclusion information 

 Pupils’ medical information 
 
There is an opportunity to: 

 Complete any additional paperwork relevant to employment 

 Meet with other members of their year group team 

 Meet with members of the SLT 

 Make contact with the Bursar 

 Familiarise themselves with their new role 

 Check they have all necessary contact details 

 Collect an identity badge 
 



 

 

They are asked to read: 

 The staff handbook 

 The health and safety policy 

 Statutory policies (available via the school’s website) 

 Appropriate risk assessments 

 School Development Plan and relevant action plans 
 
The NQT’s entitlement 

Each NQT: 

 Receives support and guidance from an induction mentor 

 Meets at least weekly, both formally and informally, with the induction mentor 

 Is observed at least half-termly and provided with follow-up discussions 

 receives a termly professional review of progress 

 Attends an induction programme 

 Is given the opportunity to observe experienced teachers 

 Is provided with other professional development activities 

 Is given the opportunity to comment on the termly assessment forms that are 
submitted to the appropriate body 

 
The NQT is entitled to a reduced timetable. This means that the NQT teaches for no 
more than 90% of the time that another class teacher would be expected to teach. 
Every effort is made to protect this and to offer additional time if the need is identified.  
The NQT has a vital role to play in his/her own induction. 
 
Once the period has started, the NQT is encouraged to: 

 Agree with the Induction mentor how best to use their reduced timetable 

allowance 

 Monitor their own progress against the Teacher Standards (2012) 

 Raise any concerns with their mentor as soon as practicable 

 Keep track of and participate effectively in the scheduled classroom 

observations, reviews and formal assessment meetings 

 
Our NQTs are signed off by a different appropriate body as Latchmere Teaching 
School cannot sign off their own NQTs. 
 
Conclusion 
The induction period is designed to provide NQTs with a firm foundation upon which 
to establish their future professional and career development. It builds upon their 
knowledge, skills and achievements in relation to standards for the award of qualified 
teacher status (QTS). 
 
 
 
 
 
 



 

 

 
  



 

 

APPENDIX 

 

The Mentor Standards (2016) 

 
Standard 1 - Personal qualities  
Establish trusting relationships, modelling high standards of 
practice, and understand how to support a trainee through initial 
teacher training 

 
The mentor should:  
• be approachable, make time for the trainee, and prioritise meetings and 
discussions with them;  
• use a range of effective interpersonal skills to respond to the needs of 
the trainee;  
• offer support with integrity, honesty and respect;  
• use appropriate challenge to encourage the trainee to reflect on their 
practice; and  
• support the improvement of a trainee’s teaching by modelling exemplary 
practice in planning, teaching and assessment.  
 
Standard 2 – Teaching 
Support trainees to develop their teaching practice in order to set 
high expectations of all pupils and to meet their needs 

 
The mentor should:  
• support the trainee in forming good relationships with pupils, and in 
developing effective behaviour and classroom management strategies; 
• support the trainee in developing effective approaches to planning, 
teaching and assessment;  
• support the trainee with marking and assessment of pupil work through 
moderation or double marking;  
• give constructive, clear and timely feedback on lesson observations;  
• broker opportunities to observe best practice;  
• support the trainee in accessing expert subject and pedagogical 
knowledge;  
• resolve in-school issues on the trainee’s behalf where they lack the 
confidence or experience to do so themselves;  
• enable and encourage the trainee to evaluate and improve their 
teaching; and  
• enable the trainee to access, utilise and interpret robust educational 
research to inform their teaching.  
Standard 3 – Professionalism  



 

 

Set high expectations and induct the trainee to understand their role 
and responsibilities as a teacher 
 
The mentor should:  
• encourage the trainee to participate in the life of the school and 
understand its role within the wider community;  
• support the trainee in developing the highest standards of professional 
and personal conduct;  
• support the trainee in promoting equality and diversity;  
• ensure the trainee understands and complies with relevant legislation, 
including that related to the safeguarding of children; and  
• support the trainee to develop skills to manage time effectively.  
 
Standard 4 – Self-development and working in partnership  
Continue to develop their own professional knowledge, skills and 
understanding and invest time in developing a good working 
relationship within relevant ITT partnerships. 
 
The mentor should:  
• ensure consistency by working with other mentors and partners to 
moderate judgements; and  
• continue to develop their own mentoring practice and subject and 
pedagogical expertise by accessing appropriate professional 
development and engaging with robust research. 
 


