Bedford Borough NQT Forms - Help Sheet for Head teachers and Induction Tutors    
Registration 
Before the NQT takes up post the Head teacher/principal must undertake a few pre-employment checks, which must be verified by the Local Authority upon registration. 
It is essential that Head teachers/principals check and confirm QTS for each NQT with the National College for Teaching and Leadership (NCTL) either via the employer access site or contacting the NCTL directly.
Once the relevant checks have been made, complete the NQT Registration form. 
Send a signed copy of the fully completed registration form to nqtinduction@bedford.gov.uk.
__________________________________________________________________________________

Assessment Forms 2017-18
There is only one form now for all the assessment periods so it is important that you indicate which period is being assessed on the first page. You will also notice that it stipulates the colour which should be used to highlight each Teachers’ Standard – Yellow for Term 1, Purple for Term 2, Green for Term 3 (and Grey for an interim report).
It is important that you complete all fields in the assessment or the form will not be accepted and will be returned to you for amendment. 
· When completing the number of days served and absences on page 2, please only note the number of days for that particular assessment period (Days per term = 73 in Autumn ‘17, 58 in Spring ’18 and 64 in Summer ’18). 
· The assessment form can be used as a working document, so you can highlight the same document for each assessment to show the progress made by using the appropriate colour.
· If the NQT has made no progress on a particular Teacher Standard since the previous assessment, change the colour in that box.
· Comments must be added under each standard, with evidence identified to inform your judgement. Comments from the previous assessment can be left visible to allow progress to be monitored.
· The Personal and Professional Conduct page only needs to indicate whether each statement has been met or not met. 

ADDITIONAL INFORMATION 

In relation to the Induction Standards, the NQT: 

(please mark the appropriate statement)
	
	
	Term1        x
	Term2        x
	Term3       x

	Mostly A
	Is a successful practitioner with few areas for development
	
	
	

	Mostly B
	Has many strengths with a few areas for development that are being easily addressed. Practices are consistently embedded
	
	
	

	Mostly C
	Has some strengths.  Some areas for development have been met and some still to work on
	
	
	

	Mostly D
	Has clear areas of concern to warrant additional support
	
	
	


	
	Additional support is requested from the Appropriate Body.


	Please provide details:



RECOMMENDATION Term 1 and Term 2:
Please tick the box that applies to this term’s assessment. 
	Term 1 Term 2
☐
	☐
	The above named teacher’s current progress indicates that he/she 

will be ABLE to meet the requirements for the satisfactory completion of the induction period.

	☐
	☐
	The above named teacher’s current progress suggests that 

he/she MAY NOT BE ABLE to meet the requirements for the satisfactory completion of the induction period.

	☐
	☐
	I confirm that the NQT has received a personalised programme of 

support and monitoring throughout the period specified below in line with the statutory guidance.


	Will this NQT be remaining at this school for the next assessment period?
	☐
	Yes
	☐
	No

	If not, then please attach details of the school/appropriate body the NQT is moving to, and contact information.


_________________________________________________________________________________

Final Assessment Form
Select one of the following.
In this section, rather than indicating progress, you will need to indicate whether the NQT has or has not performed satisfactorily against the Teachers’ Standards for the completion of induction, or should have their induction period extended, giving your final recommendation in the section shown below:

	☐
	The above named teacher has performed satisfactorily against the Teachers’ Standards

 for the completion of induction.

	☐
	The above named teacher has not performed satisfactorily against the Teachers’ Standards 

for the completion of induction.

	☐
	The above named teacher should have their induction period extended 

(please submit evidence justifying the application for this extension).

	Evidence supporting an extension:



	If an agreement has been reached with the Appropriate Body in advance to reduce the induction period 

due to previous experience, please provide details here:




It is important the NQT inserts their comments on the second to last page of the assessment form and the Induction tutor comments under each standard. The NQT should also state if they are staying at the school beyond their NQT Induction year for tracking purposes. 
N.B. Assessments for part-time NQTs are due at intervals of 65 working days, including training days.
__________________________________________________________________________________

Returning Assessment Forms to the Local Authority Appropriate Body  

If the form does not have the signatures of the NQT, Induction Tutor and Head teacher the form needs to be sent to the Local Authority with the NQT copied into the email so that we know the NQT has seen and agreed the submitted version of the form.
If the school has multiple NQTs and is following the above process, the assessments must be sent separately. NQTs should not be copied into emails containing other NQTs’ assessment forms.
If the form has been signed by the NQT, Induction Tutor and Head teacher, this can be sent from the Head teacher’s mail box and it is therefore not necessary to copy anyone else into the email. 
The school must keep a copy of the assessment and provide the NQT with a signed copy. 
The submission dates to the Borough for termly assessments (for full-time NQTs) this year are as follows :- Autumn = Friday 8th December 2017 

               Spring   = Friday 23rd March 2018

               Summer = Friday 13th July 2018

__________________________________________________________________________________

NQT Leaver Form 
If the NQT resigns from the school the Local Authority Appropriate Body MUST be notified immediately. If the NQT has not left the school, but has gone on maternity leave or there is a break in the Induction period for any reason, please complete a leaver form and return to the Local Authority Appropriate Body (forms are available on the Borough web-site www.bedford.gov.uk).
__________________________________________________________________________________

Where to send documentation 
	Email

Post
	nqtinduction@bedford.gov.uk
NQT Administrator, 

School Improvement Team, 

Bedford Borough Council, 
5th Floor, Borough Hall, Cauldwell Street, 

Bedford, MK42 9AP. 




	For help and support please contact:

Ian Lindsay 

Local Authority NQT Co-ordinator 

Tel No: 01234 276680
For further information, access the NQT section of Borough web-site :  

http://www.bedford.gov.uk/education_and_learning/teachers_and_education_staff/becoming_a_teacher/newly_qualified_teachers.aspx
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