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ECT & Induction Tutor Meeting Notes Form
Guidance for each termly meeting, meeting half termly is encouraged.

	Meeting Number:
	Year _____ Term _____ 
(delete as appropriate)
	Date: 

	Present:

	Focus:
· Refer to documents from previous term (either end of ITT targets or previous term ECT targets);
· Agree a lesson observation date of the ECT - recommended to take place prior to next review point (either Progress Review or Formal Assessment);
· Agree lesson observation feedback meeting date;
· Arrange lesson observations for the ECT to observe expert and experienced teachers; 
· Ensure ECT is aware of internal and external CPD opportunities;
· Ensure ECT is aware of school safeguarding procedures;
· Discuss any ECT absence this half term.



	Record of discussion:


















	Action points: 












	ECT Signature:



	Induction Tutor Signature:
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