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Leaving or Changing School 
 

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 
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. 
 
The Induction Tutor or Headteacher should meet with the ECT to discuss the interim assessment 
report during a formal progress review meeting. The ECT should update their Teachers’ 
Standards Evidence Form and share it with their Induction Tutor in advance of the formal 
progress review meeting. The Induction Tutor should review it and any other evidence e.g., 
lesson observations, when completing the interim assessment form. The Induction Tutor must 
confirm with the ECT that their performance indicates that he/she is, or is not, making 
satisfactory progress against the Teachers’ Standards. Remember, the statutory guidance states 
that there should be nothing unexpected. Interim Assessment Forms need to be digitally signed 
on ECT Manager by the ECT, Induction Tutor and Headteacher. 
 
If an ECT leaves a post having completed less than one term (65 days) in an institution, this time 
does not count towards induction, however, sometimes it is still necessary to complete an 
interim assessment. Please contact: egerrard@hispmat.org in advance to ensure that an interim 
assessment form, if required, is completed, and submitted before the ECT leaves. 
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Completing and Submitting Interim Assessments on ECT Manager 
 
All interim assessment forms must be completed and submitted using ECT Manager. 
 
https://hispteachingschoolhub.ectmanager.com 
 
All ECTs, Induction Tutors and Headteachers should already have received an email with login 
details for ECT Manager when registered their ECT(s) with HISP Teaching School Appropriate 
Body for ECT Induction Assessment. If you do not have your login details, please email: 
e.gerrard@hispmat.org 
 

 
 
1. Induction Tutor logs in to ECT Manager.  
 
The Induction Tutor will be taken to their dashboard, which provides links to any tasks that need 
completing. An interim assessment form is generated within the progress review functionality 
on ECT Manager. When progress reviews are ready for completion, these will appear on the 
dashboard with the ECT’s name, along with the status of that task, e.g. due or overdue and the 

https://hispteachingschoolhub.ectmanager.com/
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due date. Induction Tutors will need to follow the steps below to generate an interim assessment 
form for an ECT that will not be remaining at their current school for all or part of the next report 
period. 
 
Induction Tutors should click on Fill in and they will be taken to the progress review form. 
 

 
 
 
2. Confirmation of continuing next term 
 
The Induction Tutor must confirm (‘yes’ or ‘no’) if the ECT will be remaining at their current 
school for all or part of the next report period. If the ECT is leaving the school the Induction Tutor 
selects ‘no’ and clicks Continue.  
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3. Create the Interim Assessment 
 

 
 
The Induction Tutor will need to complete an interim assessment rather than a progress review. 
Click the ‘continue’ button when presented with this screen. 
 
4. Details for Interim Assessment 
 
The Induction Tutor must enter the reason for an interim assessment being complete (e.g., ‘ECT 
is leaving the school at the end of this term and will be moving to a different school’ ‘ECT has 
resigned and is leaving teaching’). The date the ECT will leave the school must be entered. Click 
Continue. 
 

 
 
5. Confirmation of contract details 
 
Before completing the interim assessment form, which has now been generated and saved, the 
induction must confirm the ECTs contract details for the term. If any of the details are incorrect 
the Induction Tutor will need to update them before continuing. 
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6. Days served, and days absent during this induction period 
 
Enter the number of days served during this induction period.  Part-time ECTs’ days will need to 
be counted in accordance with their contract.  Then enter the number of days absent during the 
induction period. 
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8. Recommendation  
 
The Induction Tutor will now be asked to make a recommendation, based on the ECTs 
performance against the Teachers’ Standards within the assessment period, which one of the 
following statements is applicable. If you are unsure about which to select, please contact: 
d.higginbottom@hispmat.org 
 

 
 

6.  Progress grading 
 
The Induction Tutor must then select one of the following progress grading options. If you are 
unsure about which to select, please contact: d.higginbottom@hispmat.org 
 

 
7. Evidencing progress made towards meeting the Teachers’ Standards 
 
The Induction Tutor should then briefly describe how any evidence demonstrates progress the 
ECT has made towards meeting each of the 8 Teachers’ Standards. Evidence does not need to 
be reproduced in full. The Induction Tutor can click ‘Save’ on this section of the form at any 
time. 
 

mailto:d.higginbottom@hispmat.org
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The Induction Tutor should briefly describe how any evidence demonstrates progress the ECT 
has made towards meeting Part 2 of the Teachers’ Standards and list the ECTs future areas for 
development: 
 

 
 
Once completed the Induction Tutor clicks ‘Save and continue’. 
 

 
 
If the Induction Tutor has completed the interim assessment, please select the ‘I have completed 
… ‘ checkbox and click Continue. 
 
The following message will appear: 
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8. ECT’s Comments 
 
Once the Induction Tutor has completed the interim assessment form, the ECT will receive an 
email notifying them that an interim assessment form has been completed. The ECT should login 
into ECT Manager. They will be taken to their overview screen and the interim assessment will 
be shown at the bottom under Progress Reviews and Assessments. 
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The ECT should click on Comments. A new screen will open which asks the ECT to confirm the 
information provided by the Induction Tutor: recommendation; start date; end date; days 
served; days of absence.  If the ECT is happy with this information, they should click Confirm. If 
any of the information is incorrect, they should contact their Induction Tutor. 
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Once the ECT has clicked on Confirm, a new screen will open which asks for the ECT’s comments. 
The ECT should click Preview Form to see the interim assessment form that has been completed 
by their Induction Tutor. ECTs must confirm if they have discussed the report with their Induction 
Tutor or Headteacher. We would like to read about the ECT’s successes, any challenges they 
have faced, and we encourage them to reflect on their practice and the progress they have made 
to consider areas where they feel further development/ support/ guidance is required.  
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The ECT should confirm they have received an ECF based induction programme and their 
statutory entitlements. If not, they need to explain why: 
 

 
 
9. Confirm contact information 
 
Here the ECT can update their contact details. It is important that these are up to date as they 
may need to log in to download copies of their assessments after they have left the school. A 
correct email and mobile number will make a password reset simple if they forget their login 
details later. The email address provided should usually be a personal email address, which 
they will always have access to, regardless of their current school. 
 

 
 
Click Save & Continue. 
 
10. *Digital Signature - ECT 
 
The following screen will appear and the ECT should tick the box to digitally sign the interim 
assessment form and then click Confirm. 
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The following confirmation screen will appear: 
 

 



 
 

15 

11. *Digital Signature - Induction Tutor 
 
Once the ECT has added their comments to the interim assessment and digitally signed the form, 
the Induction Tutor will receive an email notifying them that the ECT has added their comments 
and that they should digitally sign the interim assessment form. The Induction Tutor will need to 
login to ECT Manager. A list of ECT forms to be signed will appear on the dashboard. 
 

 
 
The Induction Tutor should click on Read and they will be able to read the ECT’s comments.   
When ready to sign, click Sign and the following screen will appear. 
 

 
 

The Induction Tutor should tick the box to digitally sign the interim assessment form and then 
click Confirm. 
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12. *Digital Signature – Headteacher 
 
Once the Induction Tutor has digitally signed the form, the Headteacher will receive an email 
notifying them that they should digitally sign the interim assessment form. The Headteacher will 
need to login to ECT Manager. A list of ECT forms to be signed will appear on the dashboard. 
 

 

 
 
The Headteacher should click on Read and they will be able to read the completed interim 
assessment form.  When ready to sign, click Sign and the following screen will appear: 
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The Headteacher should tick the box to digitally sign the interim assessment firm and then click 
Confirm. This will then submit the form to HISP Teaching School Appropriate Body and change 
the status to ‘With Appropriate Body’: 
 

 
 
* The Digital Signature 
 
The digital signature is a very important part of the ECT induction progress review and 
assessment process and is considered the same as signing a paper copy in legal terms.  Only the 
signatory themselves may use their digital signature. 


