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Section 1 - Introduction and Key Information 

Welcome to ECT Induction with HISP 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 Early Career 

Framework, 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 

and statutory entitlements to ensure that they can demonstrate that their performance against the 

Teachers’ Standards is satisfactory by the end of the Induction 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 Teachers’ Standards is satisfactory upon 

completion of Induction should take into account the ECT’s 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 context of the 

standards.  

Judgements should reflect the expectation that ECTs have effectively consolidated their initial teacher 

training (ITT) and demonstrated their ability to meet the Teachers’ Standards consistently over a sustained 

period in their practice. The ECF is not and should not be used as an assessment tool. 

Key Contacts  

HISP TSH Deputy Director  Appropriate Body Services Lead Appropriate Body Coordinator 

 
David Higginbottom  

 

 
Kate Walker 

 

 
Emma Gerrard 

 
Email: d.higginbottom@hispmat.org 

Telephone: 02380 011152 
Email: k.walker@hispmat.org 
Telephone: 02380 011154 

Email: e.gerrard@hispmat.org 
Telephone: 02382 145526 

 

Appropriate Body: HISP Teaching School Hub (also referenced as HISP TSH) 

Website: https://www.hispteachingschoolhub.org/ 

ECT Manager Website: http://hispteachingschoolhub.ectmanager.com/ 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1151553/Statutory_Induction_for_early_career_teachers_england.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/978358/Early-Career_Framework_April_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/978358/Early-Career_Framework_April_2021.pdf
https://www.gov.uk/government/publications/teachers-standards
https://www.hispteachingschoolhub.org/
http://hispteachingschoolhub.nqtmanager.com/
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Section 2 - A Suitable Post for Induction and the Induction 

Period 

In order for an 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: 

• have a Headteacher in post who is able to make a recommendation about whether the ECT’s 

performance against the Teachers’ Standards is satisfactory; 

• have prior agreement with an Appropriate Body to act in this role to quality assure the Induction process; 

• provide the ECT with an ECF-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; 

• 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 

• 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. 

 

 

 

 

 



   

 

  5 

 

 

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 

school terms, divided into two periods each consisting of three 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 such as those in the FE sector. In some exceptional 

circumstances the length of an Induction period may be reduced. Further details can be found in Section 5 

of this handbook. 

 

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 one term (based on an institution that operates three terms in an 

academic year). This applies to both permanent and fixed term 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 mentoring and 

feedback and prepare for a fair and reasonable assessment to be made 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. 

 

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. Therefore, an ECT working part-time as a 0.5 FTE will need to serve Induction for four 

school years.  

It is for the 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 

reduced.  Further details can be found in Section 5 of this handbook.  

 

Registering ECTs for their Induction period 

ECTs can be registered with HISP TSH Appropriate Body Service at any time throughout the academic year; 

but it is important that the following is completed as far in advance as possible: 

1. Induction Tutor registers ECT on the DfE portal.  

2. Induction Tutor contacts HISP TSH Appropriate Body to register ECT (AB@hispmat.org).  

https://manage-training-for-early-career-teachers.education.gov.uk/
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3. Induction Tutor registers ECT on ECT Manager system. NB – If the school is new to HISP TSH AB, logins for 

the ECT Manager system will be generated once step 2 is completed.  

Please note that Appropriate Bodies are unable to backdate induction start dates, so ECTs need to be 

registered promptly in order for their time to accrue towards Induction Phase. There is no option or function 

to backdate a period of Induction.  

Please contact HISP TSH Appropriate Body on a case by case basis should you wish to discuss and confirm 

a length of an ECT’s Induction Period if employing a Part Time ECT.  

 

Information Sessions 

Each term, HISP TSH AB hosts a welcome meeting for ECTs and their Induction Tutors. This is mandatory for 

all new ECTs and their Induction Tutors. The AB team send out communications for these meetings in 

advance. In addition to the welcome meeting, HISP TSH AB host fortnightly Online Drop In Induction Tutor 

meetings, in addition to termly Induction Tutor training sessions (typically hosted online).  

 

Statutory Entitlement - reduced timetable  

The Headteacher must ensure that the 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 teach more than 95%. This time off 

timetable should be used to specifically enable ECTs to undertake activities in their Induction programme 

(as recommended below). This is in addition to the timetabled reduction in respect of planning, 

preparation, and assessment time (PPA) that all teachers receive in their setting. ECTs in independent 

schools, academies and free schools, independent nursery schools and FE colleges must also have a reduced 

timetable on a comparable basis. 

Recommended use of ECT Induction time:  

● Observing best practice in ECT’s setting  

● Meetings with other staff with key responsibilities e.g. SENDCO  

● Joint planning, marking and assessment designing 

● ECF-based training activities e.g. reading, self-study activities  

● Meetings with Mentor (weekly in Year 1, fortnightly in Year 2) and/ or Induction Tutor (once per half term 

● Observing best practice in a setting external to the ECT 

 

Observing other teachers  

ECTs must use some of their ECT Induction time to observe experienced teachers either in their own school 

or in other schools where effective practice has been identified. The Induction Tutor or Mentor should advise 

the ECT on who to observe and the ECT should make the arrangements to carry out the observations. ECTs 

https://www.ectmanager.com/appropriate-bodies
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need to complete the ‘Best Practice Observation Form’ and upload these onto ECT Manager, within the 

Documents section, creating a folder called ‘Best Practice Observations Folder’. Please note you are only 

able to create a folder on ECT Manager once you have a document ready to upload. The observations should 

have a focus, which is informed by the ECT’s areas for development identified from progress reviews or 

formal assessments. The ECT should make notes about what they have learnt from these observations, 

particularly focussing on the impact for learner’s progress and discuss these with their Induction Tutor and/ 

or Mentor during meetings. 

HISP TSH Appropriate Body has provided a template ('Best Practice Observation Form’) for ECTs to use to 

record their observations of other teachers. This can be accessed via the ‘Resources’ section of ECT Manager. 

 

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 

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 the Mentor.  

 

Appointment of a Mentor  

The Headteacher should identify a person to act as the ECT’s Mentor, to provide regular mentoring and 

instructional coaching. 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 

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

Mentor Role; mentoring and coaching support to facilitate the ECF based training materials. 

Induction Tutor Role; to formally assess the ECT against the Teachers’ Standards. 

 

 



   

 

  8 

 

 

Section 3 - Monitoring, Support and Assessment during 

Induction 

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 Early Career Framework’s evidence (“learn that”) statements and practice (“learn how to”) 

statements; 

• regular one-to-one mentoring sessions (weekly in Year 1, fortnightly in Year 2) from a designated 

Mentor who is expected to hold QTS and has the time and ability to carry out the role effectively; 

• 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 and verbal feedback provided; 

• professional reviews of progress conducted by the Induction Tutor to set and review development 

targets against the Teachers’ Standards; and 

• ECT’s observation of experienced teachers either in the ECT’s own institution or in another institution 

where effective practice has been identified.  

 

Early Career Framework 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 ECF evidence (‘learn that’) statements 

and practice (‘learn how to’) statements. Early Career Framework-based training is expected to be 

embedded as a central aspect of Induction; it is not an additional training programme.  

There are three approaches schools can choose from to enable the delivery of an ECF based Induction 

training programme. It is up to the Headteacher to choose the approach that best suits the needs of their 

ECTs and Mentors. The three approaches are: 

• A funded provider led programme (Full Induction) 

Current fee for registering with HISP TSH AB for this approach is £185 per ECT per year.  

- Schools can choose to work with Lead 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. ECF based training providers include; 

Best Practice Network (BPN), Education Development Trust (EDT), Teach First, Ambition Institute, 

The National Institute of Teaching (NIoT) and University College London (UCL). How to set up training 

for early career teachers - GOV.UK (www.gov.uk) 

 

https://www.gov.uk/guidance/how-to-set-up-training-for-early-career-teachers
https://www.gov.uk/guidance/how-to-set-up-training-for-early-career-teachers
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• Schools deliver their own training using DfE accredited materials and resources (Core Induction 

Programme – CIP)  

Current fee for registering with HISP TSH AB for this approach is £185 per ECT per year, with the addition of 

an annual charge of £525 per school as this programme requires annual Fidelity checking. 

 - Schools use freely available DfE accredited materials to design and deliver their own ECT and 

Mentor training programme. These materials have been accredited by the Department for Education 

and quality assured by the Education Endowment Foundation. Core ECF-based training materials are 

available from; Education Development Trust (EDT), Teach First, Ambition Institute and University 

College London (UCL).  

 

• Schools design and deliver their own two-year Induction programme for ECTs based on the ECF. (School 

Led Induction Programme - SIP). 

Current fee for registering with HISP TSH AB for this approach is £185 per ECT per year, with the addition of 

an annual charge of £1050 per school as this programme requires annual Fidelity checking. 

Schools design and deliver their own two-year training programme covering every ‘Learn that’ and ‘Learn 

how to’ statement in the Early Career Framework. Schools can use DfE accredited materials for reference, 

these materials need to include Mentor training sessions and Self Directed ECT study materials.  

Fees for each of the three Early Career Framework based training programmes are reviewed annually.  

 

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, Mentor or another 

suitable person who holds QTS from inside or outside the institution. It is recommended that the 

Headteacher, or a member of the senior leadership team (in Headteacher’s absence), observe the ECT at 

least once during each assessment period (in Year 1 and in Year 2).  

As a minimum, the ECT should be formally observed teaching (by their Induction Tutor) a minimum of once 

per term, so at least 6 times during their 2-year Induction period. A recommendation of a half termly 

observation is suggested to maintain oversight of the ECT’s progress across the Induction period.  

The ECT and the observer should meet to review any teaching that has been observed, with arrangements 

for post-observation review and reflection meetings made in advance. Feedback from the observation 

should be provided in a prompt manner and be constructive, with a brief written record made on each 

occasion using the ‘ECT Lesson Observation Feedback Form’. Strengths and development needs must be 

clearly identified, and linked to the Teacher’s Standards.  

These observations should be uploaded onto ECT Manager for HISP TSH AB to conduct an audit of a sample 

of ECTs each year. A minimum of 6 forms (with a recommendation of 12) should be uploaded by the end 

of the ECT’s Induction period. A folder should be created in the documents section of ECT Manager labelled 

‘Observations of ECT’. Please note you are only able to create a folder on ECT Manager once you have a 

document ready to upload.  

https://assets.publishing.service.gov.uk/media/60795936d3bf7f400b462d74/Early-Career_Framework_April_2021.pdf
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Progress Reviews  

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 (Terms 1, 2, 4 & 5).  

Progress Reviews are expected to be informed by existing evidence of the ECT’s teaching and to be 

constructed with sufficient detail to ensure that there is nothing unexpected for the ECT when they read and 

sign the Progress Review. ECTs are not expected to create evidence specifically to inform a Progress Review 

but are expected to engage with the process and provide evidence as agreed with the Induction Tutor to 

demonstrate competency against the Teachers’ Standards. Progress Reviews are not formal assessments.  

Progress Reviews will be completed by the Induction Tutor using the template on ECT Manager. The 

Induction Tutor will be expected to record whether the ECT is on track to successfully complete Induction in 

terms of making satisfactory progress against the Teachers’ Standards, briefly summarising evidence 

collected to recognise up to three areas of strength* and stating up to two agreed development targets*; 

with specific strategies to work towards the targets. It is also expected that targets are reviewed and revised 

in relation to the Teachers’ Standards and the needs and strengths of the individual ECT.  

*Recommendation for the summaries for each strength and development target should be at least 100 

words in length; to provide appropriate detail for the ECT, Headteacher and Appropriate Body to articulate 

progress made and development areas being focussed on. 

Where the Induction Tutor is not the Headteacher, it is expected that they also update the Headteacher on 

the ECT’s progress after each Progress Review. 

Both the Induction Tutor and ECT will be expected to sign off the Progress Review and the ECT must add 

their own comments and reflections, tick to confirm they have received their statutory entitlements and will 

have access to the review for their own records. It is recommended that copies are also supplied to the 

Mentor, Headteacher and School HR team, as this is likely to be used to record progress of the ECT in their 

role. 

Where the Induction Tutor believes the ECT is not making satisfactory progress, they should indicate this 

clearly in the Progress Review development area section, listing any Teacher’s Standards (including personal 

and professional conduct) where there may be a cause for concern and how any evidence supports that 

concern. For any ECT not on track (Grade D or E) to successfully complete Induction it is expected that a 

Support Plan is put in place to assist the ECT in getting back on track, using the ‘Personal Support Plan’ (for 

ECTs in their first year) or ‘Cause for Concern Support Plan’ (for ECTs in their second year) template available 

on ECT Manager. This should be attached to the Progress Review and submitted electronically via ECT 

Manager. Further details can be found in Section 4 of this handbook. 

HISP TSH Appropriate Body will monitor Progress Reviews submitted on ECT Manager to identify any ECTs 

that may be a cause for concern. 
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Deadlines for submission of termly Progress Reviews are identified on ECT manager, providing Induction 

Tutors with a ‘Due Date’ prior to the end date for the current term. 

 

 

Formal Assessments  

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 (see Section 6 for 

further information about roles and responsibilities). 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 for assessments must be drawn from the ECT’s work as a teacher during their Induction, largely 

through lesson observations. Any other evidence will consist of existing documents and working documents. 

There is no need for the ECT to create any new evidence for their formal assessments, 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 ECF. 

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

Formal Assessments will be completed by the Induction Tutor using the template on ECT Manager. These 

reports should clearly show assessment of the ECT’s performance against the Teachers’ Standards at the 

time of the assessment. 

At the end of each review and assessment period Induction Tutors are expected to clearly indicate, based 

on the ECT’s performance against the Teachers’ Standards within the assessment period, which one of the 

following statements is applicable: 

• The ECT is on track - Based on current performance and rate of progress, the ECT is on track to 

successfully complete induction by the end of their induction 

• The ECT is not on track - Based on current performance and rate of progress, the ECT is not on track to 

successfully complete induction by the end of their induction 

Progress Reviews and Assessments will also require a grade, these again will need to be based on the ECT’s 

performance against the Teachers’ Standards within the assessment period. 

• A:  The ECT has considerable strengths and is working well within the requirements 

• B:  The ECT has many strengths with a few areas for development that are being addressed easily 

• C:  The ECT has strengths, some areas for development have been meet and some are still being 

worked on 

• D:  Development needed in basic practice, warranting additional support from within the school 

• E: Considerable areas for development required in basic practice, giving rise for serious concern. 

Additional support needed for school and ECT. 

Note that grading corresponds to whether an ECT is on track or not.  

They ‘are making satisfactory progress’ corresponds to an A, B and C grade being attributed.  

They ‘are not making satisfactory progress’ corresponds to a D and E grade being attributed. 
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HISP TSH Appropriate Body recommends that the written summaries for each Teacher Standard and the 

areas of development are a minimum of 100 words in length; to provide appropriate detail for the ECT, 

Headteacher and Appropriate Body to articulate progress made and development areas being focussed on. 

HISP TSH Appropriate Body will annually sample a minimum of 10% of all registered ECTs who are recorded 

as making satisfactory progress against the Teachers’ Standards at the end of the first assessment period. If 

an ECT is recorded as not making satisfactory progress against the Teachers’ Standards at the end of the first 

assessment period, and therefore is not on track to successfully completed Induction, it is expected that a 

support plan is put in place to assist the ECT in getting back on track, using the ‘Personal Support Plan’ 

template document available on ECT Manager. This should be attached to the Formal Assessment form and 

submitted electronically via ECT Manager. Further details about unsatisfactory progress can be found in 

Section 4 of this handbook. If an ECT is in their second assessment period, a ‘Cause for Concern Support Plan’ 

template must be completed and submitted electronically on ECT Manager.  

The final assessment meeting is at the end of the Induction period (term 6) 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 clearly on the final 

assessment report. Further details about unsatisfactory progress can be found in Section 4 of this handbook.  

Once assessment reports have been completed, the ECT should add their comments and reflections. They 

should then be signed by the Induction Tutor, Headteacher and the ECT within 10 working days of the final 

assessment meeting. These will be submitted electronically via ECT Manager. 

Deadlines for submission of Formal Assessments are identified on ECT manager, providing Induction 

Tutors with a ‘Due Date’ prior to the end date for the current term. 

 

Interim Assessments - ECT changing school or setting 

When an ECT leaves a post after completing more than one term in an institution but before the next Formal 

Assessment, the Induction Tutor or Headteacher must complete an Interim Assessment via ECT Manager. 

This should take place before the ECT leaves their post in order to ensure that the ECT’s progress and 

performance since the last assessment is 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 with a new employer. This is also required if 

an ECT leaves during their final term of Induction.  

 

ECT Manager  

HISP TSH AB ECT Manager 

HISP TSH Appropriate Body uses an online system (ECT Manager) to manage the completion and submission 

of all Progress Reviews, Formal Assessments, and Interim Assessments. HISP TSH AB will remind schools of 

the deadlines for submission of Progress Reviews and Formal Assessments during the year. ECT Manager will 

also send a series of reminders to the relevant users in the lead up to these deadlines. Any issues 

https://hispteachingschoolhub.ectmanager.com/Login.aspx
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encountered whilst using ECT Manager can be resolved by contacting Emma Gerrard, AB Coordinator 

(e.gerrard@hispmat.org). 

 

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, who have failed to satisfactorily 

complete an Induction period. 

 

Raising concerns  

An ECT should normally 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 (Kate Walker, email 

k.walker@hispmat.org) at the Appropriate Body who will, as soon as possible, investigate the issue(s) raised. 

For further guidance please access the HISP MAT Complaints Policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:e.langley@hispmat.org
https://www.hispmat.org/_site/data/files/policies/1AFBC06BF54E158B7E2B379902438A39.pdf
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Section 4 - Unsatisfactory Progress 

Putting in place additional monitoring and support  

Where tan Induction Tutor determines, during a Progress Review, that an ECT is not making satisfactory 

progress against the Teachers’ Standards, they should state this clearly on the Progress Review form. The 

Induction Tutor is expected to notify HISP TSH Appropriate Body of this determination and complete 

electronically the relevant support plan* template document available on ECT Manager. This should clearly 

outline the support plan to be put in place to assist the ECT in getting back on track. This should be shared 

electronically, via ECT Manager, with HISP TSH Appropriate Body for review. We advise 4-week minimum for 

effective Support Plan implementation. 

If an ECT is within their first assessment period (Year 1), a ‘Personal Support Plan’ (PSP) template should 

be used. 

If an ECT is within their second assessment period (Year 2), a ‘Cause for Concern Support Plan’ (C4CSP) 

template should be used. 

 

If it becomes apparent that an ECT is not making satisfactory progress HISP TSH 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 that they are not making satisfactory progress 

and are aware of where they need to improve their practice and that they are given every opportunity to 

raise their performance. The Headteacher and the Appropriate Body should be satisfied that: 

• 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 

• an effective support plan (as detailed above) is in place to help the ECT improve their performance.  

If there is a dispute about improvement areas, objectives or support plans, it is HISP TSH Appropriate Body 

that holds the final decision regarding the progress that an ECT is making towards meeting the Teachers’ 

Standards. 

If the ECT’s progress is still unsatisfactory in subsequent Progress Reviews following the first assessment 

period, 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 HISP TSH Appropriate Body.  

 

Action if performance is still unsatisfactory  

Where there are still concerns about the ECT’s progress between formal assessment one and two (during 

year 2), the Induction Tutor must engage a ‘Cause for Concern Support Plan’. They should explain clearly to 
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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; 

• details of additional monitoring and support put in place; 

• the evidence used to inform the judgement; and  

• details of the improvement plan for the next assessment period. 

As with all Progress Reviews, the Progress Review form 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 include 

details of the issues discussed.  

 

Action in the event of serious capability problems  

In a few particularly serious cases it may be necessary to instigate capability procedures at a stage before 

the end of an ECT’s Induction period. If this is the case, for as long as the ECT remains at the institution the 

Induction process must continue in parallel with the capability process, as they are independent processes. 

The capability process is the responsibility of the school. HISP TSH Appropriate Body should be informed. 

Further guidance about capability for ECTs is available at: Appropriate bodies Guidance: Induction and the 

Early Career Framework – GOV.UK (www.gov.uk) 

 

Making an appeal against a decision by the Appropriate Body 

If an ECT fails Induction, or has their Induction extended, the Appropriate Body must advise the ECT of their 

right to appeal, who to appeal to, and the time limit for doing so. In England, the Appeals Body is the Teaching 

Regulation Agency, which acts on behalf of the Secretary of State. For Induction completed in Wales, the 

Appeals Body is the Education Workforce Council. 

Further guidance about the appeals process is available at: Induction for Early Career Teachers (England) - 

GOV.UK (www.gov.uk) 

 

 

 

 

 

 

 

https://assets.publishing.service.gov.uk/media/661d459fac3dae9a53bd3de6/Appropriate_bodies_guidance_induction_and_the_early_career_framework.pdf
https://assets.publishing.service.gov.uk/media/661d459fac3dae9a53bd3de6/Appropriate_bodies_guidance_induction_and_the_early_career_framework.pdf
https://assets.publishing.service.gov.uk/media/6629237f3b0122a378a7e6ef/Induction_for_early_career_teachers__England__statutory_guidance_.pdf
https://assets.publishing.service.gov.uk/media/6629237f3b0122a378a7e6ef/Induction_for_early_career_teachers__England__statutory_guidance_.pdf
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Section 5 - Completing the Induction Period 

An ECT completes their Induction period when they have served:  

• the full-time equivalent of two standard school years (usually six terms); or  

• a reduced period of a minimum of two terms (as agreed with the Appropriate Body) based on previous 

teaching experience; or  

• a reduced period of Induction for part-time teachers covering but not equivalent to two school years (as 

agreed with the Appropriate Body); or  

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

• an extension following a decision by the Appropriate Body.  

The Appropriate Body makes the final decision as to whether or not 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:  

• has performed satisfactorily against the Teachers’ Standards and thereby satisfactorily completed 

their Induction period; 

• requires an extension of the Induction period; or 

• 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.  

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 Teaching Regulation Agency 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 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 Teaching Regulation Agency), and the deadline for appeals. 

The ECT must notify the Teaching Regulation Agency 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 10 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 sought. If the ECT’s appeal is heard, and they have been 
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judged as having failed Induction, the employer should dismiss the ECT within ten working days of being told 

the outcome of the hearing.  

The Teaching Regulation Agency 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. 

 
Reduction to an ECTs Induction Period 

Guidance for Headteachers, Induction Tutors and ECTs  

This guidance document draws upon Section 3: Special circumstances, from the Induction for early career 
teachers (England) (publishing.service.gov.uk) statutory guidance for Appropriate Bodies, Headteachers, 
school staff and Governing Bodies. This guidance provides guidance on an induction period being reduced in 
exceptional circumstances, the minimum reduction is to one term. 
   
The decision to reduce the Induction period sits with HISP TSH Appropriate Body and a quality assurance 
process will be undertaken in order to make a decision to accept a reduction application or not.  
 
Request to reduce the Induction Period of a part-time ECT 
A request to reduce the Induction period of a part-time ECT can be made by completing the ‘Request to 
reduce the Induction period of a part-time ECT Form’ which is available electronically via the ‘Resources’ 
section on ECT Manager. Once completed this form should be sent to Emma Gerrard, Appropriate Body 
Coordinator (e.gerrard@hispmat.org) and the required documentation should be uploaded onto ECT 
Manager, creating a folder labelled ‘Reduced Induction Request’. Any request must be submitted with the 
agreement of both the ECT and Headteacher. 
 

Request to reduce the Induction Period of an ECT 
A request to reduce the Induction period of a an ECT with previous significant teaching experience or in 
exceptional circumstances, can be made by completing the ‘Request to reduce the Induction period of an 
ECT Form’ which is available electronically via the ‘Resources’ section on ECT Manager. Once completed this 
form should be sent to Emma Gerrard, Appropriate Body Coordinator (e.gerrard@hispmat.org) and the 
required documentation should be uploaded onto ECT Manager, creating a folder labelled ‘Reduced 
Induction Request’. Any request must be submitted with the agreement of both the ECT and Headteacher. 
 
 

Reduced Induction Fee 

 

The HISP TSH Appropriate Body will charge a one-off fee of £175 for each ECT, for the administration and 

quality assurance of the application; to conduct a review of documentation uploaded to ECT Manager. 

Where deemed necessary; a school visit will be conducted, including a formal lesson observation and 

feedback meeting with the Induction Tutor and ECT will be arranged. 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1151553/Statutory_Induction_for_early_career_teachers_england.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1151553/Statutory_Induction_for_early_career_teachers_england.pdf
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Section 6 - Roles and Responsibilities 

This section summarises the roles and responsibilities of those involved in the Induction 

process.  

The ECT 
 
The ECT is expected to: 
 

• provide evidence that they have QTS and are eligible to start Induction; 

• 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 fully engage 
with their ECF-based Induction programme; 

• provide evidence (on request) 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 lesson 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 Progress Reviews and 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; 

• register their ECT with an Appropriate Body immediately following successful appointment to role; 

• 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 for 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 ECF-based Induction programme is in place; 
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• 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 by the Induction Tutor via ECT Manager; 

• 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 and least burdensome 

way; 

• make the Governing Body aware of the arrangements that have been put in place to support ECTs serving 

Induction; 

• 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, if the ECT has completed a proportion of 

Induction elsewhere; 

• act early, alerting the Appropriate Body when necessary, in cases where an ECT may be at risk of not 

completing Induction satisfactorily; 

• 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 school/ trust’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; 

• consult with the Appropriate Body in cases where a part-time ECT has completed a period up to, but not 

equivalent to, two school years and has met the necessary requirements to reduce Induction; 

• provide Interim Assessment reports for an ECT moving school in between formal assessment periods; 

and 

• notify the Appropriate Body when an ECT serving Induction leaves the institution. 

In addition to the above, Headteachers of FE institutions, independent schools, academies, 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 Headteacher if carrying out this role) is expected to:  

• provide, or coordinate, guidance for the ECT’s professional development (with the Appropriate Body 

where necessary); 

• 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); 
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• carry out Progress Reviews in terms where a Formal Assessment does not occur (typically Terms 1,2,4 

and 5); 

• inform the ECT following Progress Review meetings of the overall outcome of their progress against the 

Teachers’ Standards and share Progress Review records with the ECT, Headteacher and Appropriate 

Body; 

• inform the ECT during the assessment meeting of the judgements to be recorded on the formal 

assessment record and invite the ECT to add their comments; 

• 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:  

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

(typically outside of the ECTs statutory reduction time); 

• 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 ECF-based Induction training programme; 

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

• 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 

ECF-based Induction training programme, designated Induction Tutor and Mentor, and a 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 ECF-based Induction training programme for the ECT and that their 

programme of support is clearly based on the ECF; 

• 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 are supported in finding schools for ECTs to spend ten days teaching children of a 

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 

might 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 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 

• they provide the Teaching Regulation Agency 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):  

• respond to requests from schools and colleges for guidance, support and assistance with an ECTs’ 

Induction programme; 

• provide information to the Headteacher on the types of Induction training programme available; and 

• respond to requests for assistance and advice with training for Induction Tutors.  
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The Governing Body (of School/ Trust) 

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; 

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

procedures; 

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

Statutory 

• hearing appeals; and 

• 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 

• 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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Section 7 –  HISP TSH Appropriate Body Documentation 

This section of the handbook describes the paperwork requirements for the Induction period.  

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

Body. All documentation can be found electronically on ECT Manager, within the resources section. 

Compulsory Documentation 

ECT Lesson Observation Feedback Form 

An ECT’s teaching is expected to be observed at least once every half term 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 written 

record made on each occasion; using the ECT Lesson Observation Feedback Form. These should be linked 

to the Teacher's Standards and should indicate where any development needs have been identified. All ECT 

Lesson Observation Feedback Forms should be signed by both the ECT and Induction Tutor. 

It is the responsibility of the ECT to ensure that all lesson observations are uploaded to the ‘Documents’ 

section of ECT Manager, the folder must be created in ECT Manager labelled ‘Observations of ECT’ and 

completed forms must be uploaded within five days of the observation taking place. 

Formal lesson observations should be full lesson observations. The focus of the lesson observation should 

be agreed in advance, and linked to the areas for development, referenced to the Teachers’ Standards, that 

have been identified by the ECT and their Induction Tutor.  

In every case the Headteacher, or member of the senior leadership team, must observe the ECT teaching 

before the completion of their first Formal Assessment Form.  

The HISP TSH ECT Lesson Observation Feedback Form must be completed by the person observing the 

lesson and used to provide feedback to the ECT afterwards. The ECT Lesson Observation Feedback Form has 

space to record the agreed focus, comments, strengths, and areas for development identified in the lesson 

observed. All of the Teachers’ Standards are listed on the second page of the form. Please highlight those 

Standards to indicate strengths and areas for development, and ensure these Standards are referenced on 

the front page of the form. The ECT and Induction Tutor should both keep a copy of the completed form for 

all formal lesson observations. 

Uploading lesson observations to ECT Manager  

Follow these steps to upload any documentation.  

1. Navigate to the ECT’s Overview page and locate the tab 'Documents' from the left-hand side menu.  
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2. Click on the Documents folder and then click to add a new file. You will need to create a folder and name 

it before adding the document.  

3. Once created, you can add other files to that folder, and you can also create other folders to store 

documents such as meeting minutes or action plans. 

 

Best Practice Observation Form 

ECTs are directed as part of their ECT Statutory Reduction to observe best practice in their setting and on 

occasion outside their setting. The focus of such observations should be discussed and agreed with the 

Induction Tutor or Mentor, and link to an area of development. 

It is the responsibility of the ECT to ensure that all ‘Best Practice Observations’ are uploaded to the 

‘Documents’ section of ECT Manager, the folder must be created in ECT Manager labelled ‘Best Practice 

Observations’ and completed forms must be uploaded within five days of the observation taking place. 

 

Progress Review Form (Guidance document can be found on HISP TSH AB Website) 

HISP TSH ECT Manager 

HISP TSH AB uses ECT Manager to manage the completion and submission of all Progress Review Forms 

(PRF). The PRF is the statutory document, completed by the Induction Tutor, which is used to record progress 

at the end of Terms 1, 2, 4 & 5. The content of the PRF will be discussed by the ECT and Induction Tutor 

during their regular meetings and targets for the next term agreed.  

It is the responsibility of the Induction Tutor and ECT to complete the PRF. When completing the PRF the 

Induction Tutor, or Headteacher, must base their decision and grading on evidence from lesson observations 

and any other evidence provided by the ECT.  

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 the ECT is on track to successfully complete Induction, with brief reasons why; 

• if the ECT is not on track, confirm they been informed and that a support plan been put in place; 

• that the ECT has continued to access a programme of support based on the ECF and have received all of 

their statutory entitlements; 

• whether the ECT is remaining at the school for the next assessment period. 

Following the completion of the Progress Review 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 and reflections. The ECT then adds their digital signature to the form. The 

https://www.hispteachingschoolhub.org/
https://hispteachingschoolhub.ectmanager.com/Login.aspx
https://www.ectmanager.com/appropriate-bodies
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Induction Tutor will then receive an email alert asking them to add their digital signature to the form. If the 

Progress Review Form has not been completed satisfactorily, the form will be rejected and the school will 

be asked to make amendments and re-submit the form. 

In the case that the form indicates that the ECT is not on track, 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. 

Formal/ Final Assessment Form (Guidance document can be found on HISP TSH AB Website) 

HISP TSH ECT Manager 

HISP TSH AB uses ECT Manager to manage the completion and submission of all Formal Assessment Forms.  

The Formal Assessment Form (FAF) is the statutory document, completed by the Induction Tutor, which is 

used to record progress at the end of Year 1 and, at the end of Year 2, a Final Assessment Form is written to 

make the final recommendation about whether the ECT’s performance against the Teachers’ Standards is 

satisfactory.  

It is the responsibility of the Induction Tutor, ECT and Headteacher, to complete both the Formal and Final 

Assessment Forms. When completing these the Induction Tutor, or Headteacher, must base their decision 

and grading on evidence from lesson observations and any other evidence provided by the ECT. 

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 a Formal or Final Assessment Form by the Induction Tutor the ECT will receive 

an email alert asking them to log on to ECT Manager. The ECT should read the report written by their 

Induction Tutor and then add their comments and reflections. This is the ECT’s opportunity to record their 

reflections 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 FAF.  

The Induction Tutor and Headteacher will then receive email alerts asking them to add their digital signatures 

to the appropriate assessment form.  

As soon as the ECT, Induction Tutor and Headteacher have added their digital signatures to the Formal or 

Final Assessment Form, the Appropriate Body will receive an alert to confirm that the FAF is ready to review. 

This will then be reviewed and, presuming everything is in order, HISP TSH Appropriate Body will sign-off the 

form as reviewed. The ECT, Induction Tutor and Headteacher will receive an email that will confirm the FAF 

has been reviewed. The Appropriate Body will then notify the TRA of the ECT’s progress. If the form has not 

been completed satisfactorily, the form will be rejected and the school will be asked to make amendments 

and re-submit the form.  

https://www.hispteachingschoolhub.org/
https://hispteachingschoolhub.ectmanager.com/Login.aspx
https://www.ectmanager.com/appropriate-bodies
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Formal and Final Assessment Form are held online but the ECT, Induction Tutor and Headteacher can 

download PDF copies at any time. There is an expectation that records are retained by the ECT and the 

Appropriate Body for a minimum of six years. 

 

Personal Support Plan Template (for Year 1 ECTs) and Cause for Concern Support Plan Template (for Year 

2 ECTs) where required 

Where the Induction Tutor and/ or Headteacher determines, during a Progress Review or Formal 

Assessment, that the ECT is not making satisfactory progress against the Teachers’ Standards, they are 

expected to notify HIPS TSH Appropriate Body immediately of this and complete electronically the ‘Personal 

Support Plan’ template document if the ECT is in their first year or the ‘Cause for Concern Support Plan’ for 

ECTs in their second year. This should clearly outline the support to be put in place to assist the ECT in getting 

back on track. This should be shared electronically, via ECT Manager, with HISP TSH Appropriate Body for 

review. We advise 4-week support plans, this must be signed by all parties to show that it is a document 

agreed by all parties. 

It is the responsibility of the Induction Tutor to ensure that any ‘Support Plans’ are uploaded to the 

‘Documents’ section of ECT Manager, the folder must be created in ECT Manager labelled ‘Personal 

Support Plans’, if in Year 1 and ‘Cause for Concern Support Plans’ if in Year 2. Completed and fully signed 

forms must be uploaded within five days of the Support Plan being put in place. 

 

Optional Documentation  

ECT & Induction Tutor Meeting Notes Form 

This meeting notes form can be used to record the meetings that take place between an ECT and the 

Induction Tutor. The ECT and Induction Tutor must meet formally a minimum of once each half-term – 

these meetings are a core part of the Induction programme. We recommend that the dates of these 

meetings for the whole year are agreed at the beginning of each year of the Induction period.  

ECT & Mentor Meeting Notes Form  

This optional meeting notes form can be used to record the meetings that take place between the ECT and 

their Mentor. The ECT and Mentor must meet weekly in Year 1 of Induction and fortnightly in Year 2 of 

Induction. Some ECTs and Mentors may choose to record their discussions on their ECF based training portal, 

instead of this form. 

 

ECT Policy 

HISP TSH Appropriate Body has put together a template ECT Policy, which can be adapted and branded to 

your specific school/ institution. 

https://thorndenschool.sharepoint.com/:w:/r/sites/HISPTSH-AB/_layouts/15/Doc.aspx?sourcedoc=%7B1C1374EC-456E-4BB3-8D3A-655AEEC38247%7D&file=ECT%20Policy%20Template.docx&action=default&mobileredirect=true&wdsle=0

